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How to access and
share BDC calendars
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Steps on how to access BDC calendars

0 1 Sign in with your work or school account
L]

Go to: https ://Outlook- Oﬁice365.com/owa someonel ‘f‘!-ﬂl"\p‘i’ com

Enter your BDC email address and your password. i

Then click on “Sign in”’

Cancel
02.
Finally, enter your username and your password. Your
username is made up of the first 4 letters of your last name and bd k3

the first 2 letters of your first name. Click on “Sign in”
If you have a problem with your username, please call the BDC
Help Desk.

Examples
username:

James McDonough
MCDOJA A—
Roger Flynn Forgot password
FLYNRO

Amanda Burn

BURNAM e



https://outlook.office365.com/owa
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Steps on how to access BDC calendars

01.

Open your BDC Outlook Application
in Office 365

‘ Office 365

Good morning

o Apps

oG] &

Outlook OneDrive Word Excel

@ F @

PowerPoint

Explore all your apps —

3

OneNote

£ search

s Y=

SharePoint Yammer

02.

The calendaricon is at the bottom

03.

You can choose your calendar view. By week, workweek, month etc.
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Steps on how to access BDC calendars

04.

In order to see if BDC employees are
available for a proposed meeting do
the following (this will not work for
people outside the BDC):

Click on ‘New’ to create a new

calendar event

[fl Addcalendar v ? Intere

R search Calendar

< 2019January > January 20-26 ¥

S M T W T F S 20 sunday 21 Morw

z 3 4 5

6 7 EHID 1 12

Jan7 Diane Semi on vacation

13 14 15 16 17 1§ 18 7a
20 21 22 23 24 25 26
8a
27 28 29 30 3
9a Create t
~ Your calendars
N 102

05.

The meeting details can be filled out here

bdc Outlook

w@send [ Disard [ Attach Charmv  Categorize v o

2| [1o00am - gy

2 [1s0am - private

Add an email reminder

W@|3 ryumA s AESExE v

Make this meeting meaningful. Add an agenda

06 Type the name of the people you
" want to invite to the meeting here.

You can add more than one person.

07 Their names will be added here.

Attendees

Details W Feedback People p= E Schedule
‘ ™M frEIE]ER Michelle (MTL) B
15-01-2 o

8
Sort by v

§)  sT-PIERRE, Julie (T/BL) x
(B
7

112 | SD&D Biweekly Meeting

2p

Michelle Feder- @ / Status - Assignment &

08 This button is the ‘scheduling
assistant’. It will let you know
if your invitees are available!
*You do NOT need to ask
people ‘share’ their calendars
with you to see this.




Steps on how to access BDC calendars

0 9 . bde | OQutiook

v OK Discard =+
11 - < 2 January-18-19 ¥ Day Weet

You can play with possible
dates and times here

1 0 L] Wed 20180116 [ | |1030AM ~

Here you can see who is

b u Sy an d \Nh o) |S fre e © st 122 20071 102 | INTERVIEW - Strategic Advisory Services Solutions

Room 4A25 +

FEDER. Michelle (MTL) ST-PIERRE, Julie (T/BL) DESROSIERS, Louis (CNM)

Wed 2018-01-16 | |10:00AM + Diane Semi on vacation

® Friday 01-18, 3: T
1 1 [ ] ® Menday 01-21, 400 PM
Click OK if you want to ' o
proceed to schedule the S— Rl (=2 S S

meeting

12.

2 send [ Discard [j Attach Charm v  Categorize ¥ G il
And send - - '

Details W Feedback Peaple A= B Schedule
Kickoff mesting Required v < > Wed01-16 ¥ Thour -
FEDER, Michelle (MTL)
Atthe client free =
2| [300em - Al azy Attendees e .
&nd Sortby v
Wed 2013-01-18 8| |400PM e Private ST-PIERRE, Julie (T/BL) x 9a | dentist Michelle Feder
@ Time zone v Free
a0 @ DESROSIERS, Louis (CNM) x 10a
v | | Calendar e

BIOS & BDC, Rapport
Finale

15 minutes -

Add an email reminder

>
I
I

A v by : H € 3= Vv
W @ | B T v Ay A & A = IS Ze 3= ip | Biweekly SD&D Team Mesting

Make this meeting meaningful. Add an agenda

2p | SBS Weekly Team Meeting (45 minutes)




Steps for sharing Outlook calendar

01.

Go to: https://outlook.office365.com/owa

Thenclick on sign in.

Enter your BDC email address and your password. \

ﬁ ® signin

8% Outlook

03.

Click on share

02.

Click on the icon on
the upper left corner of

Calendar

p Search Calendar

& New | ¥ Add calendar v

() Share v | % Print

the window.

04.

Enter the email address of the
person you want to share your
calendar with.
Click on Send

Search Mail and People ,O

Select calendar.

Share with:

Subject:

I'd like to share my calendar with you

Calendar:
Calendar -



https://outlook.office365.com/owa
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