How to add a shared calendar

J/@ wxorlito00 - Outlook We! X '\

&« C [ @ https)//owa.upol.cz/owa/#

%] O N &

Outlook Web App

Mail > Doruéend poita 0 ltems

4 favourites Mew - Delete +  Move ~

Filter «

sign out | xxorlito00 -

W& Find someone

Al
R

2 Dorucens poita Search Entire Mailbox

£ .y

3 Odesland poita

4 xorlito00
[} Doruéena posta
A Kancepty
Odeslana posta
b (& Odstranéna poita

03 Archiv

[ Infected ltems
@ Nevyzadana poita
[a] Poznamky

Q Mail

Arrange by Date ~

% Calendar

Go to your calendar

Contads/

@ Tasks

There are no items to show in this view.

Mewest on Top

Options - @ -

_,-"/IEI sxorlito00 - Outlook We! X

&«

c [ 8 https://owa.upol.cz/owa/#

7|0 Ny &

Outlook Web App

Calendar » Kalendaf October 2016

@ Find someone

sign out | xxorlito00 -

Options ~ @ -

New - Delete  Go to Today mm @ share. View- &
< > 03 mon 04 e 05 wed 06 thu

< October 2016~ »
S MTWT F 5
25 26 27 28 29 30 01

02 03 04 05 05 [l o8 8w
09 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29 9o
30 31 01 02 03 04 03
4 My Calendar= 1000
B Kale Rename Group
o People’s Ca Remove Group
O ﬁ RE MNew Group
O @ ke 4 Move Upin List
0 &8 ke # Move Down in List
O &8 e
Other Calet Create New Calendar...
Add Calendar...
—~ Right-click on My Calendars
@ Mail 150
% Calendar .
16w

Contacts

@ Tasks 179

07 i




f @ wxorlito00 - Outlook We X \

fTomas

O

L

4 My Calendars
[EH Kalendar

4 People's Calendars

[1 B _RES_KOCH_HPLCDionex

Cther Calendars

Eﬁ Mail
% Calendar
Contacts
@ Tasks

O] B _RES_KOCH_HPLCAgilent
[ B _RES_KOCH_CEM_MW _En
[0 B8 _RES_KOCH_BreezeWater

&« = ‘ @ https://owa.upol.cz/owa/ ‘i}‘ O N—B [ :
Outlook' Web App sign out | xrlito00 -
Calendar » Kalendaf October 2016 @ Frind someone Options - @ ~

Mew - Delete  Goto Toda Share - View -
< October 2016 - > v BEE & &
S MTWT F s
L , & :
25 6 27 28 29 30 01 ﬂ% mon OA]- tiie nf\ wad ﬂf\l_m 07 fri
02 03 04 05 06 [0 08 Add Calendar .
09 10 11 12 13 14 15 o
16 17 48 19 20 21 23 You can add a calendar from your organization o Write name of the machin
23 24 25 26 27 28 29 Internet. e name of the machine
30 31 01 02 03 04 05 (@ Calendar from your organization

(& Name...

(Example: Tony Smith)

() Calendar fromWg Internet

Calendar URL:

OR find it in the Global Directory

(Example: webcal://contoso/soccer.ics)

150

1600

|/

, @ wxorlite00 - Outlook We! X \

x

O

< (& ‘ @ https://owa

.upol.cz/owa/#

%0 N & i

Address Book

[ Default Global Address...
& All Rooms

Show other address lists ¥

Name:

[ Select ->

| o

A on top

Arrange by Mame =

% _EX-PDF-USPS

Group

EX-PDF-USPS@upol.cz
& _EX-PRF-KOCH-STAFF

Group

staff-koch@upol.cz
> _EX-PRF-KOCH-STUDENTS

Group

students-koch@upol.cz

=] ]

_RES_KOCH_Autopurification_W
Contact Alias
E-mail

w

Organization ¥

2 _EX-RUP-WEBUP2016
Group

Double-click

on the machine

webup2016@upol.cz
_RES_KOCH_Autopurificati

AutopurificationH20@upol.cz
_RES_KOCH_BreezeWater

BreezeWater@upol.cz
_RES_KOCH_CEM_MW_Envelopa

T\Waters

CEMmicrowaweEnvelopa@upol.
_RES_KOCH_CEM_MW_UMTM

You can see it here

RES KOCH Autopurification Waters

Confirm it

oK Cancel




How to create an event

_,a'f (0] xxorlito00 - Outlook We! X \

&« = ‘ & https://owa.upol.cz/owa/# {'r| O kﬂ &
OutlookWeb App sign out ‘ xxorlito00 -
Calendar > Kalendaf October 2016 i rind someone Options - @ -
¢ October 2016 - » New -| Delete GotoToday [HH =] =4 [ Shere- View- @&

BMT T oE s B Appointment . X RES KOCH Autopurification... x

25 26 27 28 29 30 01
02 03 04 05 0¢ [ 08
09 10 11 12 13 14 15
16 17 18 19 20 21 22

23 24 25 26 27 28 29 i )
30 31 01 02 03 04 05 Qoo machine, click on the

Meeting Request

i mestingrequesd 05 06 |07 [|03_04 05 06 107

‘@ Message

To reserve the

4 My Calendars
B Kalendai 10 00

4 People's Calendars
O B8 _RES_KOCH_HPLCAgilent | 700
[ B4l _RES_KOCH_CEM_MW_En
[ E@ _RES_KOCH_BreezeWater 12
[ Bl _RES_KOCH_HPLCDionex

i w;_mmm )
Other Calenda Just added calendar

ooooo e
@ Mail
= =
Calendar
Contacts 16 00

@ Tasks -

[ Untitied Meeting - Google Chrome - ] X
@ https;//owa.upol.cz/owa/?ae=ltem&a=New&t=IPM Appointment&fid=LgAAAAAMYn3VAmomQLTq9cd)c50
send W @ B O & B Write name of the machine (7]
Scheduling
halel ‘
| LRES_KOCH_BreezeWater {BreezeWater@upol.cz) | y

Or find it in the Global Directory

|¢¥| Request a response to this invitation

tart time: Mon 10/10/2016 ¥/ |8:30 v [ All dayevent

End time: Mon 10/10/2016 v \9:30 Y

¢ Reminder: i15 minutes v Show time as: léus_y v () Private
lahoma v 10w B I U == == . A. ¢

Finally, click to send




Outlook

Kalendaf — tomas.orlik]1 @ upol.cz - Outlook

Posilani a piijem Slozka Zobrazeni Q Reknéte mi, co cheete udélat.
= Nova udélost [é\ E_ @ El E 3 Tyden = m 4% MNova skupina Hledat lidi
[Z Nové schiizka E B Mésic _ P Prachazet skupiny  E= Adresaf
- MNové skypova Dnes Pfigtich  Den Pracovni Spravovat  Sdileni
&7 Nové polozky ~ e hirEn 7 dni tyden Zobrazeni éasového planu  kalendéfe ~ -
Mowj Skypova schizka Prejit na & Usporadat o Skupiny Najit ~
. <
L] 2016 4 . . .
o fuen s 4 v 17-21.X Olomouc, Olomouckf kraj - ¢ ?:fzm,c [ Prohledat: KalendsF (Ctrl<E) 0 |
PO UT ST CT PA SO NE
26 27 28 29 30 1 2 POMDELI UTERY STREDA CTVRTEK PATEK
s e ’ 17 18 19 20 21

10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30 a Porada KOCH E

LP3.016
31 1 2 3 4 5 6 Mavratilova Radka

4 [m] Vlastni kalendare
/| Kalendar - tomas.orlik01@... 10

Marozeniny

Kalendai -wroritot0@ul - Right-click Other calendar -> Add calendar -> From Directory

liné kalendare

b Sdilené kalend Qdstranit skupinu

Nova skupina kalendaii
51 Pfidat kalendaf v [ Zadressre...

E" Ze seznamu mistnosti..

A& Mahoru tra-g Z Internetu...
¥  Presunout dold @ Otevitt sdileny kalendaf...

T ST S

[ 49,6 GB volne Ca|endar Wiechny sloZky jsou aktualni.  Pripojeny pres poskytovatele: Microsoft Exchange Il B -——F——+ 100%

Wybrat jmeéno: Globalni adresar x

Hledat: (®) Pouze jméno () Vice slouped Adresar

Prejit Globalni adresar — tomas.orlikd1@upaol.cz Roziifené hledani

| Jménao Titul Telefon do zaméstn... Umisténi

2% _EX-PDF-USPS ~
&% _EX-PRF-KOCH-STAFF You may choose more machines with Ctrl key
2% _EX-PRF-KOCH-STUDEMN
2% _EX-RUP-WEBUP

EB _RES kOCH_Autopurification_Waters
] RES_KOCH_BreezeWater
EE _RES_KOCH_CEM_MW_Envelopa
BT _RES_KOQCH_CEM_MW_UMTM
EE RES_KOCH_HPLCAgilent
BT _RES_KOCH_HPLCDionex
EE _RES_KOCH_SepacoreBuchi
=] RES_KOCH_SpeedVac

EE _RES KOCH_Spektrofluorometr_Varian
] _RES_KOCH_Syncore

EE _RES_KOCH_UV-VIS_Agilent
'EI'_RES_PDF_USPS "
£ >

RES KOCH Autopurification Waters; RES KOCH CEM MW Envelopa; RES KOCH HPLCAgilent:

RES KOCH SepacoreBuchi; RES KOCH Spektrofluorometr Varian; RES KOCH WWV-WIS Agilent




E‘EI: = Kalendai — tomas.orlikD1@upol.cz - Outlook

Soubor Posilanf a pifjem Slozka Zobrazen( @ Reknéte mi, co cheete udélat.
FE] Nové udilost (é\ E_ E E' E A Tyden = 75} <% Nové skupina Hledat lidi
[ MNové schiizka - iz B Mésic P Prochézet skupiny | E Adresaf
. Mova skypova Dnes Piigtich Den Pracovni Spravovat  Sdileni
27 Nové polozky ~ =i T dni tyden EZobrazem’Easo‘vého planu  kalendéie + -
Mo Skypova schizka Piejit na fa Uspofadat I Skupiny Majit ~
. <
L] »
‘ ruenvzme' «r 17-21.% Olomouc, Olomoucky kraj ~ ¢~ ?;‘fzm,c Prohledat: Kalendaf (ctri=E] O |
PO UT ST CT PA SO NE
26 27 28 29 30 1 2 Kalendaf - tomas.orlik01@upol.a 4 _RES_KOCH_Autopurification_Waters  x
304 5 6 7 9 PO ot ST T PA PO ot ST et PA
0 11 12 13 14 15 16
17 18 19 20 21 17 18 19 20 21
17 18 19 20 21 22 23
24 25 26 27 28 29 30 S I t t d
5 9 R 83 4 G @ . elect your time an B
right-click
4 [m| Vlastni kalendare g Meetine request
/| Kalendar - tomas, orliki1... E Nova udalost g q
N . Mowva celodenm'zvlaiitnl'gdzilost/
arozeniny 10
Kalenda - sxorlito00@u.. - (% Noys zadost o schizku
1 F‘O Mova opakovana udalost
4w Jiné kalendare Nova opakovand zviastni udalost
+| _RES_KOCH_Autopurifi... 12 Mowva epakovand schizka
_RES_KOCH_CEM_MW_.. EE Dnes
_RES_KOCH_HPLCAgilent 13 Prejit na datum...
_RES_KOCH_SepacaoreB.. % Barva 4
_RES_KOCH _Spektroflua... 14 Moznosti kalendafe...
_RES_KOCH_UV-VI5_Agi... ** Mastaven| zobrazeni...
15
\__,; A% Iﬂ coe
16 -
49,6 GB volného mista PoloZky: 1 Viechny sloZky jsou aktudlni, Pripajeny pres poskytovatele: Microsoft Exchange -—1—+ 1%
] . . - . . - . - O &

Bez nédzvu - Schizka

Schiizka Formétovan( textu Revize 2 Reknéte mi, co cheete udélat.
EH 23 ani
x - =] Udalost (% an EE] B Zaneprizdnan(a) -| < Opakevéni ==I .’
) L,(_D Pomocnik pro planovani ~ 5»3@ Casova pasma . !
Odstranit (_.:3) - Skypova  Zrugit = 15 min. Zaradit do Dopliky
lasinl e gt Vyhledavani mistnosti | ateqarii - pra Office
Alce zobraz|  Find machine in the Global Directory | Moznosti n Znadky Dopliiky |~
ﬁTDtD pozvani na schizku js)f ek Vyh|edén|’ . *®
tomas.orlikd1 @upol.c "
o 4 fijen 2016 4
=1 aut
| A | po Ut st & pa so ne
Poslat | pragmat |: _REXOCH_Autopurification_Waters <AutopurificationH20@upol.cz> X | 2627 282930 1 2
A 34567 9

Misto konani

10 11 12 13 14 15 16
17 18 19 20 21 22 23

Caszahdjeni  po17.10.4 OR write name of the machine |l den 24 25 26 27 28 29 30
31 2 3 4[5 6

"

Cas ukonéeni po 17,10, 2

[Jvnodna
\ D Uspokojiva
Send . Spatnd

il

Vyberte dostupnou
mistnost:

Zadna

Mavrhované fasy:

£:00 - 12:00
Zadné konflikty

8:30 - 12:30
Zadné konflikty




F‘E_I Mastroje kalenddfe  Kalendaf - tomas.orlik0] @upol.cz - Qutlook

Soubor Domil Posflani a pifjem Slozka Zobrazen( Schizka Q' Reknéte mi, co cheete udélat.

N &V A
O H .. Q & x Zobrazitjako: .Zaneprézdnén(a) - O n o
>4 > and <« 37 m Vysoka dileZitost
Otevrit Zr|:|§it Pieposlat  Pfidat i odebrat Kontaktovat Sledovéni Pfipomenut: 15 min. - Opakovani ZaFaditFio L
schizku - lGéastniky Gcastniky - kategorii = izka dulezitost
Akce Ugastnici IMoZnosti Inacky ~
wee £
4 2016 4 . . .
. ruenv . 4 »r 17-21.X Olomouc, Olomoucky kraj -  ¢7% ?;1“&(5:!6“{ Prohledat: Kalendaf (Ctri=E] QO
PO UT ST T PA SO NE
26 27 28 29 30 1 2 Kalendaf - tomas.orlikd1@upol.a X 4 _RES_KOCH_Autopurification_Waters
3 45 6 7| ¢ PO uT 5T a PA PO ot 5T et PA
10 11 12 13 14 15 16
17 18 19 20 21 17 18 19 20 21
17 18 19 20 21 22 235
24 25 26 27 28 29 30
31 1 2 3 4 5 & g e -
LP 3.016
Mavrz
4 (m| Vlastni kalendare g Orlik
| Kalendar - tomas.orlik01... %rl;l;s u
Marozeniny 10
Kalendar - xxorlito00@ ...
11
4(m| Jiné kalendare
v| _RES_KOCH_Autopurifi... 12
_RES_KOCH_CEM_MW_...
_RES_KOCH_HPLCAgilent 13
_RES_KOCH_SepacoreB...
_RES_KOCH_Spektrofiuo... 14
_RES_KOCH_UV-VIS_Agi...
15 :
Finally, you can see your
= PO~ T . event in both calendars
] 49,6 GB volného mista  Polozky: 2 Viechny sloZky jsou Exchange Il E - ] + 100%




Office365 — add a calendar

Kalendar — Orlik Tomas

utlook.office365.co

Office 365 Outlook

L Hiedat v kalendafi @ Novy | v Plidat kalendaf v €7 Sdilet ¥ % Vytisknout

«
< Rijen 2016 > < > 10-16 fijen, 2016 ¥
Den Pracovni tyden Tyden Meésic = Dnes

L 10 Pandéli 1 L'Iter‘; 12 Stfeda

10 1N IZEI-’- 15 16

17 18 19 20 21 22 23 8

[}
[
m

i 14 Patek

24 25 26 27 28 29 30

Vase kalendare

an

MNowy kalendar
° Kalendaf
Oteviit kalendar
Narozeniny R
N Mowva skupina kalendar

_RES_KOCH_Autg

A Jiné kalendare +

\
° _RES_KOCH_Auto

14 Right-click

Kalendar — Orlik Tomas

ft.comé&ll-cc

realm=upol.c ouc.onmic

C & https)//outlook.office365.com,

Oteviit kalendaf Write the name of the machine you want

Z adresare:
_RE

_RES_KOCH_HPLCDionex
_RES_KOCH_HPLCDionex@upol.cz

_RES_KOCH_HPLCAgilent

HPLC_Agilent@upol.cz

_RES_KOCH_Autopurification_

AutopurificationH20@upol.cz

OneNote Notifications

reply@email.office.com

0009



Create an event

Pfidat kalendaf v

£ -
# Nowy | v

() Sdilet v

= Vytisknout

Tyden Mesic = Dnes

Den Pracovni tyden

= Swipe the time

im|

< Rijen 2016 > < > 17-23fijen, 2016 v
P U 5 C P 5 N
12 Kalendar R
3 4 5 6 7 8 9
17 Pondéli

10 1 12 ﬂ 14 15 [
17 18 19 20 21 22 23

10
24 25 26 27 28 29 30
31 N

11 0a

A Vade kalendare

12
° Kalendar

Narozeniny 13

Ulozit

_RES_KOCH_Auto
14
A Jiné kalendare

° _RES_KOCH_HPL( 1

Kalendar — Orlik Tomas -

utlook.office365.co realm=upol

Office 365

Outlook

20 Ciurtek 21 Patek

H Ulozit [ Zahodit [ Piipojit @ Skypovaschizka ¥ @ Dopliiky Symbol ¥  Zafadit do kategorie ¥ 0 X
Podrobnosti Lidé [ Pomocnik pro planovani
HP -
_RES_KOCH_HPLCAgilent x
HPLC_Agilent@upol.cz
po 17.10. 2016 Write the name of the machine M P probledat adresst
po b 3 -
Soukromé
d v endar v
5 min - mam -
Pridat pfipomenuti e-mailem
fal 3 | m T 11 A A A A = = e 3= W



Kalendar — Orlik Tomas -

C & https;//outiook.office365.com,

Office 365

L Hiedat v kalendafi & Nowy | v Pfidat kalendaf ¥ (0 Sdilet v % Vytisknout

< Rijen 2016 > < > 17-23fijen, 2016 ¥

Den Pracovni tyden Tyden Mésic = Dnes

P U 5 £ P 5 N
1 2 Kalendar _RES_KOCH_HPLCAgi
3 4 5 6 7 8 9 ) .
17 Pondéli 18 Utery 19 Stfeda 20 Civrtek 21 Patek
10 11 |2ﬂ 14 15 16
17 18 19 20 21 22 23
10
24 25 26 27 28 29 30
By
11 Orlik
. s Orlik Tomas
A Vase kalendare S \
12
° Kalendar Event of the machine
Marozeniny 13
_RE5_KOCH_Auto
14 ]
A Jiné kalendare Event in your calendar

15
o _RE5_KOCH_HPLC

Kalendar — Orlik Tomas -

C & htips;//outiook.office365.com,

Office 365 Outlook

P Hiedat v kalendafi @& Novy | v Pfidat kalendaf ¥ () Sdilet v # Vytisknout

< Rijen 2016 > < > 17-23fijen, 2016 ¥

Den Pracovni tyden Tyden Meésic = Dnes

P U s ¢ P S N
12 Kalendaf _RES_KOCH_HPLCAgi
3 4 5 & 7 8 9 . .
17 Pondéli 181 ltorg 19 Stfeda 20 Crurtek 21Patek
10 11 12 ﬂ 14 135 18

To cancel, right-click on the
17 18 19 20 21 22 23

10 event in your calendar
24 25 26 27 28 29 30
3
1‘| s
(a2 i Orlik Otevrit
A Vade kalendare E—
12 Odpovédét
° Kalendar Odpovédét viem
] L o |
MNarozeniny 13 Peposlat
_RES_KOCH_Auto Symbol ?
14 Zobrazit jako > Zrusit udalost
A Jiné kalendare
Zafadit do kategorii > Upravit zruseni pred poslanim

. 15
° _RES_KOCH_HPLC Zrusit > Poslat zruZeni hned



