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Overview

A collaborated calendar made available that includes the University Academic Calendar, the Registrar’'s

Office Calendar, Online and Distance Education, Institutional Effectiveness, and the Academic Systems
Calendar.

*Please note that the screen shots are from Microsoft Outlook 2016 and may vary slightly from your
version of Outlook.

Steps

1. Inthe Outlook Calendar tab , click on ‘Open Calendar’ and select ‘From Address Book'.

Calendar - niflick@bsu.edu - Outlook

Home

Send / Receive Folder View Q Tell me what you want to do...

m R D § R EREEE R B E R &

[ Address Book
New New  Meet Schedule —NewSkype Today Next7 Day Work Week Month Schedule | Open |Calendar E-mail Share Publish Calendar
Appointment Meeting ltems~  Now Meeting~  Meeting Days Week View  (Calendar = Groups~ Calendar Calendar Online - Permissions

New WebEx Skype Meeting GoTo n Arrange % 3 From AddressBook.. % Share Find

4 March 2017 »o £ =0

4 » March 2017

From Room List... _— Today & Tomorrow Saturday

Indiana W E2F T arfraE D apfrapp | Sesrch Calendar(cien
3 From Internet.
26 27 28 1 2 3 4 SUNDAY MONDAY Create New Blank Calendar... WEDNESDAY FRIDAY
s 67 8 9101 Feb 26 27
JERRERRVARLY 1 REART
19020 2 2 23 24 25
2 27 28 29 30 31

SU MO TU WE TH FR SA

F@ Open Shared Calendar... Mar 1 2 3 4

April 2017
SU MO TU WE TH FR SA

2 3 456 7 8 5
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 5 6

4 My Calendars
Calendar 12

Shared Calendars

New Group

Other Calendars.

Rooms

26



BALL STATE

UNIVEIRSITY. Banner Student Desk Procedure
Academic Systems Calendar

2. Start typing ACAD in the search bar and double click the ‘Academic Systems Important Dates’
Calendar and click OK.
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*If you do not see ‘Academic Systems Important Dates, you may need to change the address book from
the default ‘Offline Global Address List’ to ‘Global Address List'.
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3. If you uncheck your personal calendar, you can view the ‘Academic Systems Important Dates’
Calendar only. We have tried to color code events. The key is at the bottom of this document.
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4. Ctrl — P will bring up the print menu as seen in the illustration below.
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5. Color Key:




