Adding pool cars to Microsoft Outlook 2010 calendar

The grouping of Pool Cars can be done in one of two ways. The vehicles can either be
grouped by their location defined in the Global Address List (Method 1) or by creating a
Outlook Calendar Group and adding in the required vehicles (Method 2).

Important: For Elgin pool cars the distribution list Elgin Car Pool Vehicles is empty. You need
to select the locations within Elgin in order to add vehicles.
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Method 1

1. Within the calendar view click the Open Calendar button
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3. Find the distribution list that contains the vehicles. Select the entry and click the Calendar
button to select. Click OK
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4. The vehicle calendars will appear under the calendar grouping of the name of the
distribution list in the Global Address List.
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5. Please note that individual pool car calendars can’t be removed.
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Method 2

1. Within the calendar view click the Calendar Groups button.
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2. Click Create New Calendar Group
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3. In the Create New Calendar Group dialog box enter a name for the group. Click OK.
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4. Search for the individual pool cars and add them to using the Group Members button.
Click OK to add. Do not select the distribution list entry as this will group the vehicles
described in Method 1.
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5. The vehicle calendars will appear under the calendar grouping of the name of the
distribution list in the Global Address List.
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6. To add additional vehicle calendars right click on the calendar group. From the pop up

menu select Add Calendar —
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7. As in step 4, Search for the individual pool cars and add them to using the Calendars
button. Click OK to add.
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8. The additional calendars will display in the calendar group.
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9. To remove a pool car calendar right click on the calendar and from the pop up menu click
Delete Calendar.
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