Setting up Categories
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Creating Events/Appointments from within the Year View

To create an appointment from within the Year View, select the required category, by
clicking on it once, note the cursor changes to a pencil; drag this through the date/s
for the appointment you are creating. The following will be displayed
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This opens an appointment item just as it would if you were in the Microsoft Outlook
calendar. Create the appointment just the same, entering all relevant information.
To create a recurring appointment, select Recurrence and enter the required
recurring information.
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All other features that are available in Outlook calendar appointments are still
available. After entering the location, subject and recurrence the appointment would
now look something like this
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Note: The category selected from the Year View is displayed within the Categories
on the appointment item.

When all information has been entered Save and Close. The appointment will now
be displayed in the Year View, it has also have been added to your Microsoft Outlook
Calendar and will also be displayed when viewing the day/week/month views.
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Setting up Master Categories

Create the categories that you have in the Year View in the Master Category list, to
do this in Outlook go to Edit --> Categories and Select Master Category List,
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When creating an appointment/event in Outlook you select categories at the bottom—
of the appointment form and select the relevant category. So long as the categories
on the Year View and in your Master Category List match they will then appear in the
Year View.
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