Osprey Approach:
Create a Calendar
View in Outlook

This help guide was last updated on
Feb 29th, 2024

The latest version is always online at
https://support.ospreyapproach.com/?p=1958

Click here for a printer-friendly version

XS Osprey

Approach



https://support.ospreyapproach.com/guides/create-a-calendar-view-in-outlook/
https://support.ospreyapproach.com/guides/create-a-calendar-view-in-outlook/
https://support.ospreyapproach.com/?p=1958
https://support.ospreyapproach.com/guides/create-a-calendar-view-in-outlook/?print

Your diary might be cluttered and you may need to view appointments that occur in a specific location

Microsoft Outlook allows you to create views which can be applied to your calendar so that only
specified items appear. For example, you may create a view which simply shows appointments
happening in a particular location, but the general principle would be the same for any view type.

Open your calendar in Outlook, then click the ‘Views’ tab. You will have an icon named ‘Change View’.
Select this and from the panel which appears, select ‘Manage Views'.

VIEW
L e M = [52, Time Scale v
ﬁ m | annn SCLL m [ | DG
1] ul [z =1
: - ' — [E Owerlay
Change View  FReset Day Work Week Month Schedule B work
View = Settings View Week View o Working Hours
i = E= ment i
m IS EE%r
Calendar Preview List Active

Manage Views...
Save Current View As a Mew View...

Apply Current View to Other Calendar Folders...

A new ‘Manage All Views’ panel will now open.
Your current views will now be displayed.

Select the ‘New’ button on the right-hand side of the new panel.

Views for folder "Calendar™:

View Mame
<Current view mtti'lgs)—
Calendar

Can Be Used On
All Calendar folders
All Calendar folders

View Type
Day MeekMonth
Day/Week/Month

Preview

All Calendar folders

Day/\WeekMonth

List

All Calendar folders

Table

Active

All Calendar folders

Table

Eename...

Description
Fields:

Filter:

Start, End

Off

|:| Only show views created for this folder

You will now be prompted to give your new view a name.




Give the view a relevant name, for example, ‘Meeting Room’.

Choose ‘Day/Week/Month’ in the Type of View (this is the default view type that Outlook uses so will look
like your regular calendar).

Choose ‘All Calendar Folders’ from the bottom series of radio buttons if you wish to use this view in both
your own personal calendar and the All Staff Calendar.

Select ‘OK’ once finished.

Mame of new view:

MMeeting Room

Type of view:

Table
Timeline
Card

EBusiness Card

Penile

lcon

Can be used on

O This folder, visible to everyone
() This folder, visible only to me
(®) All Calendar folders

Ok | | Cancel

You will now see the below panel appear:

Description

Calumns... Start, End

Group By...

Sort...

| Filter... | off

| Other Settings... | Fonts and other Day/"Week/Month View settings

| Conditional Formatting... | User defined colors for appointments

Format Columns...

Reset Current View

Select the button for ‘Filter’ to open up additional filtering options. On the ‘Advanced’ tab, click the ‘Field’
button.

Under Define More Criteria. Choose ‘All Appointment Fields’ and then select ‘Location’ from the available
list.



Leave the condition as ‘Contains’, and enter the name or part of the name of your location in the ‘Value’
box.

Appointments and Meetings | Maore Choices | Advanced | sg|
Find items that match these

<Add criteria from below to this list>

Define more criteria:

Conditior Value

|L::|catic|r1 | |cc|r1tains |E|| |Meeting Foom |

Add to List

OK || Cancel || ClearAl |

Click ‘Add to List’ and then select ‘OK’. Select ‘OK’ again on the ‘Advanced View Settings’ to return to your
list of views with your newly created entry present.

View Mame Can Be Used On View Type
<Current view settings» All Calendar folders  |Day/\Week/Month
Calendar Al Calendar folders Day /Meek/Month
Preview Al Calendar folders Day /MeekMonth
List All Calendar folders  |Table
Active All Calendar folders  |Table
Meeting Room All Calendar folders | Day/Meek/Month

Your new view has now been created. To use the new view, click the “View’ tab in your Outlook calendar
and select ‘Change View'.

You will see that the new calendar is present here. Select this to only show appointments made in the
location specified previously in the Filters screen.
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To change back to viewing all appointments, select ‘Calendar’ from the ‘Change View’ area.



