A Quick and Dirty Aid for Accessing the Grants Report Calendar in Outlook
There are two things I want to cover here – one is how to find the darn thing in Outlook, and the other is how to make sense of what you find. [image: image1.png]



How to find the darn thing in four steps
You access this calendar in Outlook a bit differently than you do one another’s personal schedules. So here’s a four-step set of instructions that I hope will prove useful.

	1. Click on the little folder at the bottom of your Outlook Screen. 


	2.
Notice that your left Window Pane changes from “Mail” to “Folder List.”
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	3. 
Scroll all the way down to the bottom to of your left Window Pane to “Public Folders” and keep opening it up until you see the Grant Reports Calendar as shown below.


	4.
Select the Grant Reports Calendar and it will appear in the WindowPane to the right.
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How to make sense of the darn thing once you’ve found it
Each report that’s due will appear 4 times in the Calendar to correspond with the dates in your ticklers. Each of these instances are color coded. 
	· Report Kick Off - blue

· Report Sign Off - green

· Report Send Off - gold

· Report Drop Dead Due Date – red
Once the report has been actually sent in, the Drop Dead Due Date will change to a nice beige color indicating that the report’s out the door and we’re done with it.




Hopefully this will allow you to look at any given report on any given date and determine where we are or should be with it.
P.S. Once a particular report is completed, I add it back in to the calendar for the next reporting cycle as a single entry placeholder. The placeholders are color coded according to program:

Purple – HS

Orange – SS

Teal/Aqua – TCC

Brown/lime – Cape

Etc.

When time comes to start the new report, I convert the placeholders to a 4-part tickler entry and start sending them out.
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