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Add/Remove Holidays to the Outlook 2003 Calendar

(2008 through 2012)
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These steps will enable you to add holidays to the Microsoft Office Outlook 2003 calendar for the years 2008 through 2012.

System Requirements:
· Supported Operating Systems: Windows XP, Windows 2000 Service Pack 3, and Windows Server 2003. 
· To successfully execute the instructions, you must have Office 2003 Service Pack 3 (SP3). 

Verify Systems Requirements:

1. In order to verify that you have Office 2003 Service Pack 3, open Outlook.

2. From the Menu Bar, choose Help
3. Choose About Microsoft Outlook
4. In the window that appears, verify that you have Office 2003 Service Pack 3.  (If you do not have Outlook 2003, SP3, do not proceed with these steps.  Instead, contact the IT Help Desk.)
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Add Holidays to the Primary Calendar

By default, holidays are not loaded in Microsoft Outlook. Adding holidays in

Outlook 2003 includes calendar years 2008 through 2012. Perform the following steps

to add holidays to your primary calendar in Outlook 2003.

1. On the Tools menu, click Options, and then click Calendar Options.

2. Under Calendar options, click Add Holidays.

3. Select the check box next to each country/region whose holidays you want to

add to your Calendar, and then click OK. Your own country/region is

automatically selected.

4. If you see the following window, click OK and close all open windows.
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You will find holidays placed as an event on your calendar from 2008 through 2012.
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Note: Only your primary calendar will have holidays added. This process will not add holidays to any Conference Room calendar or alternative calendars that you own or have permissions to.
Remove Holidays from the Primary Calendar

These steps will enable you to remove holidays from the Microsoft Office Outlook 2003 calendar.  You can delete one specific holiday or groups of holidays.

1. From your Outlook calendar, select View | Arrange By | Current View | Events 
2. Right-click on any column heading, then select Field Chooser.

3. In the drop down box of the Field Chooser, switch from the Frequently-used fields list to Date/Time fields.
4. Left click and drag the Created bar and add it to the fields displayed on the right.

5. Click on the Created column header to sort by that field.

6. You should now see two distinct sets of holidays, each in reverse chronological order. Click on the first holiday of the set you want to delete.

7. Use the scroll bar to view the last holiday of that set. Hold down the Shift key as you click on the last holiday. This selects all the holidays in that set.
8. Press Delete to remove them all from the Calendar folder.

9. Drag the Created column header back to the Field Chooser to remove it from the field display.

10. Click on the red “X” in the Field Chooser.

11. To return your calendar to its original view, click on select View | Arrange By | Current View | [your original selection].
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