How to block out time in Outlook Calendar
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The easiest way to block out time in your calendar is to make an ‘appointment’. To do this double click in
the space on the time and day in your calendar that you want to block out.
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You can set a reminder which acts as a notification.
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This pop up will open with options to choose from.
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You can choose if it is every 1
week or every X number of
weeks. E.g. 2 would be every
other week. You can type the
number you want into the box.
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If you are setting up study time blocks, you might use the below settings:
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Once happy with the settings, click OK to save them to the appointment.

When you are happy with your settings, you can click the Save & Close button.




To edit or change the appointment, you can click, drag and release to move it to a different time or double
click the block to open it and change other details.

You can make a change to just one ‘appointment’ or make a change to all of the instances of the
‘appointment’ you have set up.
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You can also block out a full day by using the same process.
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You can delete appointments by simply clicking on the ‘appointment’ in your calender and then pressing delete on
your keyboard.



To delete items that are part of an occurrence, you can do the same as above. This will open a pop up.
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If you want these notifications to display or sound on your phone, check your phone settings.

To make sure your calendar notifications are turned on for your phone, go to Settings > Notifications >
Calendar. If the Events and Sound toggles are turned off, turn them on and you should start receiving
notifications.



