The Ultimate Outlook Web App

Calendar Setup Checklist

This checklist is designed for professionals who want to move beyond basic
scheduling and turn their calendar into a high-performance command center. It
will help you configure the optimal settings, secure your data, and build
productivity habits that save hours every week. Use this list before you launch
into your next busy quarter to ensure your system is working for you, not
against you.

Phase 1: Access and Initial Setup

Install the PWA on your primary computer. Log in via the browser
and install the site as an app to get a dedicated window and desktop
notifications.

Download the official mobile app. Avoid third-party mail clients and
stick to the official Microsoft app for the best security and sync reliability.
Enable background app refresh on mobile. Ensure your phone
downloads new meetings even when the app is closed to prevent
scheduling conflicts.

Clear browser cache and cookies. Do this if you notice any lag or
missing events to ensure you are seeing the most current version of the
interface.

Verify your internet calendar subscriptions. Add any personal
Google or iCloud calendars as "view only" overlays to avoid
double-booking yourself during family events.

Phase 2: Configuration and Customization

Set your working hours and location. Go to settings and define when
and where you work so the Scheduling Assistant knows when to mark
you as available.

Add secondary time zones. Configure the calendar view to display
additional time zones on the sidebar if you work with international
teams.

Choose your preferred view density. Select "Compact" for
high-volume days or "Roomy" for a cleaner, less cluttered visual
experience.



e Turn on Dark Mode. Activate this feature to reduce eye strain,

especially if you review your schedule late in the day.

e Customize your "Charms". Assign specific icons to recurring events to

make your weekly grid scanable in seconds.

Phase 3: Collaboration and Sharing

e Audit your sharing permissions. Check who has access to your

calendar and remove "Edit" rights for anyone who no longer needs
them.

Overlay SharePoint Group calendars. Select the relevant project
groups from the sidebar to see team deadlines alongside your personal
appointments.

Test the "Publish to Web" link. If you use a public link for freelancers,
verify that it only shows "Busy" blocks and hides sensitive details.

Set up delegate access if needed. Designate a trusted colleague to
manage invites on your behalf during planned absences.

Phase 4: Routine Productivity Habits

Create color-coded categories. Assign distinct colors to different types
of work (e.g., Deep Work, Meetings, Admin) to visualize your time
investment.

Use the Scheduling Poll feature. Stop the email back-and-forth by
sending a poll to external partners to find the best meeting slot.

Block out "Focus Time". Schedule recurring blocks for deep work and
set the status to "Do Not Disturb" to silence notifications.

Master three key keyboard shortcuts. Commit Shift + Alt + C
(New Event) and the view switchers to muscle memory for faster
navigation.

Review permissions quarterly. Set a recurring reminder to re-evaluate
who has access to your data and clean up old calendar overlays.
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