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PURPOSE

To distribute instructions on viewing the Programs Calendar in Outlook.
SCOPE

These instructions will be followed by NRCS employees.

FILING INSTRUCTIONS

This lowa Instruction will be posted on the lowa NRCS Employee
Website, which can be accessed under the lowa NRCS eDirectives
System section at this link lowa NRCS eDirectives website.

State Conservationist

(IA Instruction 440 — 387 Third Edition — November 2016)

Natural Resources Conservation Service
210 Walnut Street, Room 693
Des Moines, IA 50309-2180
Voice (515) 284-4353 — FAX (855) 261-3319
An Equal Opportunity Provider and Employer


http://www.nrcs.usda.gov/wps/portal/nrcs/detail/ia/people/employees/?cid=nrcs142p2_008274

IOWA INSTRUCTION 440-387 THIRD EDITION — PROGRAMS CALENDAR
1. PURPOSE:
To distribute instructions on viewing the Programs Calendar in Outlook.
2. EXPLANATION:
All of the state and national deadlines regarding Programs are listed on the
“Programs Calendar” in Outlook. The calendar is color coded and every item
begins with the Program’s initials (ACEP, EQIP, CSP, etc.).
Attached are screen prints of the color coding.
Also attached is a screen print on how to open the share folder for this first time.

After you open the calendar for the first time, it will appear on the left side of your
screen.

Approved By: Date: November 2, 2016
/s/Kurt Simon
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Color Code for Calendar (see actual color on screen print below)

~  ACEP (ALE EWP WRE WRP etc)
~  All Programs

~  CSP 02/08/14

~ EQIP

~ Other Programs

Dark Purple
Dark Orange
Orange
Dark Blue
Dark Gray

p
Color Categories

:

right.

To assign Color Categories to the currently selected items, use the checkboxes next to
each category, To edit a category, select the category name and use the commands to the

MName

[ . ACEP [ALE EWP WRE WRP etd)
[l AnPrograms
DD C5P02/05/14
] EQP

[l Other Programs
[ ] Dark Maroon
[T Blue

(][] Red

[C1 [ Green

[ |} Dark Steel

[C] [ Teal

Shortout key M

Rename

o)

Color:

Delete

P TTr T o

Shortcut Key:

[ Ok ] [ Cancel
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Screen print on how to open the calendar for this first time. Click on the “Open this
Calendar” button.

the Farm il Tearn, and the ACEP Team

Uinited States Diepartmerni of Agric ullure

Naiural Rescurces Gonservation Service

gl i usda gov

Tel 415744353 (Man Ling)
S15703-2208 (Direct)

You can help lowa NRCS customer service by

Once opened, it will look like this. To get the screen back to showing just your calendar,
uncheck the box next to “Programs Calendar”
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