
How to block out time in Outlook Calendar 
 

 
 
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.  
 

 
 

 
 

The easiest view to 
do this in is the Work 
Week view (pictured) 
or Week view.  

 

This pop up will appear.   

Type the text for the title – this is 

what will appear in your reminder 

and what you will see in your 

calendar.  

Check the date and times. 

You can select the time from the dropdown 

which also shows you the duration of your 

‘appointment’. 

You can add location 

and notes if you 

want but you don’t 

need to.  



 
 

 
 
This pop up will open with options to choose from.  

 
 

You can set a reminder which acts as a notification. 

If you want to know at the exact time set this to 0 

minutes. 

The 10 or 15 minute reminders are great if you want a 

gentle nudge that this time is coming up. They also allow 

you to snooze the notification like you can an alarm.  

e.g. 15 minute reminder will snooze and also send you a 

nudge 5 minutes before the time. Great if you need time 

to refocus, finish what you are doing or get your head 

around starting a new thing.  

Select the bell at the bottom 

to check sound settings and 

make sure the sound is on 

for the notification.  

 To make this a recurring event, you can 

select either the grey recurrence 

symbol on the bar at the top or the 

blue highlighted one next to the times 

in the pop up.  

You can select Daily 

which gives you two 

options.   

This allows you to type the 

frequency. E.g. 1 day would be 

every day. 7 days would be 

every week.  You can type the 

number you want into the box. 

This creates the 

recurrence Monday 

through to Friday only 

missing out weekends.   



 
 
There are three options to choose from for the range of recurrance: 
 

 
 
If you are setting up study time blocks, you might use the below settings:  
 

 
 
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.  

You can select 

Weekly which gives 

you options.   

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.  

You can select specific 

days. This works well if 

you have days where 

your routine or 

schedule needs to be a 

little different.    

2-hour duration. 

Recurrence pattern of 

Weekly. 

Every 1 week on a 

Monday. 

 

 

Start now and end by 

your assessment due 

date or end of semester.  

 

End after allows you to type 

a number of instances in. 

This works if you have a 

number of instances you 

want this scheduled for in 

mind.  

You can set it to end the 

recurrence by a certain date. 

Useful if you are trialling 

something or if you have an 

end date for something.     

 

No end date for if you want 

it to keep repeating until 

further notice.     



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.  
 

  
 
You can also block out a full day by using the same process.  
 

 
 
You can delete appointments by simply clicking on the ‘appointment’ in your calender and then pressing delete on 
your keyboard.  
 
 
 
 
 
 

To edit, double click on the 

appointment block.  

If it is a single ‘appointment’, it will 

open for you to edit.  

If it is a recurrence, it will open this 

pop up.  

You can choose to open and change 

just this one, or the entire series of 

‘appointment’.  

In the appointment, you can tick the 

‘All day’ box next to the time and 

date. This will block out the whole 

day.  

You can add recurrences to this too 

if you want to.  



To delete items that are part of an occurrence, you can do the same as above. This will open a pop up.  
 

 
 
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.  
 

You can then choose if you 

want to delete just this one, 

or the whole series. 


