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Add time zone in Outlook Calendar

How do you do when you have to make a call or make an appointment to many different time zones? Many
people have to guess the timein different places or calculate according to the default time zone but actualy it's
much easier if we have a scheduling tool to simplify the task.

TipsMake.com - How will you do when you have to make a call or make an appointment to many
different time zones? Many people have to guess the time in different places or calculate according to the
default time zone but actually it's much easier if we have a scheduling tool to simplify the task.

MS Outlook Calendar allows scheduling meetings or maintaining personal timetable, but in addition, the
program also has a feature for users to display multiple time zones at once on the calendar. The article will guide
users how to add time zones to the calendar in Outlook Calendar.
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Stepsto add time zonesto the calendar

There are two ways to add time zones. We will consider each way one by one because each way has different
advantages.

Step 1 : Go to Tools> Options to launch the Options dialog box. On the Preferences tab, click Calendar
Optionsin the Calendar section.
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Preferences |I'~'lal Setup I Mail Format I Spelling I Other |

E-mail
; Change the appearance of messages and the way they are handled. |
- | JunkEmai.. | | E-maiOptions... |
Calendar
@ Customize the appearance of the Calendar.
- [¥] pefault reminder: 15 minutes B [ Calendar Options... ]
Tasks |
-5"1 Change the appearance of tasks.
Reminder time: !_3 00 AM [ﬂ [ Task Options... ]

Contacts and Motes

:3_5 Change default settings for contacts, journal, and notes, |'
— | ContactOptions... | | Journal Options... | | MNote Options... |

Search
p Change the settings for indexing and search.

| Search Options... |

Maobile
n Change the settings for mobile notification and messaging.
| nNotifications... | | Mobie Options... |

P

Step 2 : The Calendar Options dialog box appears. Scroll to the Advance Options and click Time Zone .
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Calendar Options  R— (L% ||
Calendar work week |.

[I5un #IMon  [¥]Tue [lwed [¥]Thu [ Fri []sat
— . ) o
First day of week: | Sunda}f_ |z|i Start time: | 8:00 AM E

First week of year: | Startson Jan 1 B: End time: i_E:OO PM : l

Calendar options
E [ Show “dick to add” prompts on the calendar
= || Show week numbers in the Month View and Date Navigator

[¥] Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: iTemﬁt'\re E|

Default color: _ - [Elama Options... ‘ IAddH::vﬁgays... ]

[lUze selected color on &l calendars

Advanced options
{’r IEninsh E' EGregorian Ei | Options. ..
- [¥]when sending meeting requests over the Internet, use iCalendar format

’ Free/Busy Options... ] [ Respurce Scheduling. .. ] I[ Time Zone... ]I

[ o« || canead |




Step 3 : Users will see another dialog box of Time Zone and will also notice that a default time zone has been
activated. Y ou can add alabel (Iabel) before continuing.
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Time Zone @lﬁ

Current Windows time zone

Label: India

Time zone: {UTC+05:30) Chennai, Kolkata, Mumbai, Mew Delhi |E|
Adjust for daylight saving time

Current time: | Sat 7/14/2012 10:42 PM

|
\| Additional ime zone
| Show an additional time zone

Label: Central|
Time zone: | (UTC-05:00) Central Time (US & Canada) |E|
! [¥] Adijust for daylight saving time

Change calendar time zone

| (- vou have permanently moved to a new time zone or your Windows
time zone rules have permanently changed, use this tool to maove
appointments and meetings to a new time zone,

i [ Change Calendar Time Zone ... ]

[Sgap'l’lme Zones ] [ oK ] [ Cancel l
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Check the Show an additional time zone, add alabel to the time zone, select the sub-time zone and click OK .

Once completed, we will see columns for different time zones located next to the calendar.
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There is afaster way to launch the Time Zone dialog box directly from the calendar interface. Just right-click on
the grid now and select Change Time Zone . The user will be directed to step 3 mentioned above.
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Mew Meeting Request

0o Mew Meeting Request With
- 00§  Mew Recurring Appointment
y 00 Mew Recurring Event

Mew Recurring Meeting

4~ am Change Time Zone...

120 60 Minutes
4 00 v 30 Minutes
15 Minutes
_:— 10 Minutes

pAl! b Minutes
5 Minutes

However, if you are new to this feature for the first time, it is better to follow the steps from steps 1 to 3 as it
gives you the opportunity to explore more tools and Calendar options that you can need to.

Conclude

Once you have installed an extra time zone, users can easily know the time in another place you care. Good luck!

Y ou finished reading the article "Add time zonein Outlook Calendar" edited by the TipsM ake team. We hope
this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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