Outlook Calendar Scheduling Option Change

Outlook has a setting that allows other users that schedule appointments with you to view your availability for
only 2 months by default. Meaning, if someone is trying to schedule an appointment that’s more than 2 months
out, they won’t be able to see if you have anything that’s conflicting. Changing this setting will allow the person
that’s making the appointment to view your availability without getting a “No information” in the availability
view.

To make this change please do the following:

1. Open Outlook
2. Click on ‘Tools’, and then “Options...’

3. Click on the “Preferences’ Tab, and then click on the ‘Calendar Options’ button.
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4. Click on the ‘Free/Busy Options...” button.

Calendar Options E'
Calendar work week
T"!' =T MMon Tue W'ed Thu Fri []sat
H First day of week: |Sunday w | Skark kime: |8:|:||:| ar W |
First week of vear: |Start5 anlanl s | End tirne: |5:IIIIII P W |
Calendar options
[ ]5how week numbers in the Date Mavigator
EE Allow atkendees ko propose new times for meetings you arganize
Il=e this response when you propose new meeking bmes: |Tentative W |
Backaround color: w [ Flanner Options. .. ] [ add Haolidays. .. ]
[ ]use selected background color on all calendars
Advanced options
@ [#]Enable alternate calendar: |English w | |Gre-;||:|rian L |
| ;ree,l'Bus',.f Cpkians. ., | [ Resource Scheduling. .. ] [ Time Zone. .. ]
[ ok ] [ Cancel ]

5. Change the ‘Publish __ month(s) of Calendar free/busy information on the server’ to whatever length of time
you would like. Most people should be fine with 6 months.
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6. Click OK 3 times.
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