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Adjusting Your Calendar Permissions

1. Right-click your personal calendar and choose Sharing Permissions...

08&:00
«[m] My Calendars

Calendar - mschreiber@mtnleacantabhetes
[] Birthdays Open in New Window

[] Calendar - Mt. Pleasant

0 O

Mew Calendar...

[] Calendar - Mt. Pleasant Hide This Calendar

»[] Other Calendars B Overlay
G Color 3
»[v] Shared Calendars B
[ Copy Calend
>[] All Offices E1 Copy Calendar
3
>[] All Group Calendars | [
w  Move Down

Sharing Permissions...

Y|

Properties...



2. Make sure My Organization is highlighted in the top section, and then change the
Permissions level to Can view all details

Calendar Properties x

General Autodrchive Permissions  Synchronization

Currently sharing with:

Mame Permission Level

My Organization Can view all details

Add... Remove

Permissions

Changes you make to these permissions will apply to all users in
your organization.

O Mone

OCan vie n I'm busy
OCan Vi itles and locations
0 Can view all details

() Can edit

3. Click Apply and OK
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Downloading an event from CalendarWiz

1. Click on the Event in CalendarWiz (not the edit link)

2. Click the download icon

Christmas Day

Thu, Dec 25, 2025

| Location: Mt. Fleasant - Individual Appt.

Category: @ LO1 - Marc Schreiber

Work - Microsoft Edge — O

.1_3,,

Note: If asked what program to open the .ics file with choose Outlook and Always

3. Click Save & Close

[ 107 - Marc Schreiber |

Title Christmas Day
Save &
Close Start time Thu 12/23/2025 El 00:00 -
End time Thu 12/25/2025 El 00:00 -
Location M. Pleasant - Individual Appt.
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Opening Outlook Calendar

1. Click the Calendaricon in the left Navigation of Outlook

|E] Fil Home  Send/ Receive  Folder  View
=& 2 i E
Mew Mew FXCIEEH Up ~ Delete Archive
Email Items b Black ~
gq Mew Delete
£

L) » Favorites

v v mschreiber@mtpleasantabstract.com

» Inbox 1580
5o Drafts [13]
Sent ltems

[5G

» Deleted ltems
Archive

oo
oo

» Conversation History

Junk Email

Outbox

Cluarantine 22
> RS5 Feeds

Zoom

» Search Folders
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Opening Outlook Calendar in a second window

You may wish to open the Calendar in a second window, instead of viewing it inside of your
Outlooks. Follow the steps below:

1. Right click the Calendar Icon

2. Select Openin New Window.

SRR =
File Home  Send / Receive  Fc
|= /
M5 - 0E
e |
7 Open in New Window Delete Archi
-l" Dock the Peek Delete
Show the Peek

A+ Show the Peek on Howver

Opticns... - 412
|nbox - Mt Pleasant Abstract.. 12
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Adding a Shared Calendar not in your list already

1. From the Home tab in Outlook Calendar click Add Calendar = Open Shared
Calendar...

E . + | @ &?NE‘U‘UGFDL

schedule | Add Share A Browse Gy
View Calendar ~ | Calendar ~

fa @ From Address Book... i
E—'I— From Reom List.
@ From Internet...

Create Mew Blank Calendar...

hu ﬁ Open Shared Calendar...

2. Type the email address for the office calendar (in most cases
dedicated@officename.com) or the individual’s address

Open a Shared Calendar et

MName... |::IEdicated@mtpleasantabstract.

3. Click OK

4. The Shared Calendar will now show in your list
«[m] Shared Calendars
[] Clare County Title
[] Surveyors Title
Mt. Pleasant Abstract - Dedicated:
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Using the Closing template from Resware

1. Openfilein Resware

2. Gointo Documents

3. Select Create

4. Type in Filter: Closing Calendar Template

5. Select Create Selected

“ Select Templates From Which To Create Documents

Category:

Templates:

Al

Filter: Iclosing

Select | Name

BARCODE ESCROW: Closing Disclosure - Buyer
BARCODE ESCROW: Closing Disclosure - Seller
BARCODE ESCROW: Title Update for Clasing
Closing Affidawit

Closing Agreement - Greater Lansing Association of Realtors

Closing Calendar Template I

O00000geooooo

Closing Instructions Letter - Buyer/Barrower
Closing Instructions Letter - Seller

Closing Mote Sheet

CWRE Agreement Regarding Closing
Escrow Agreement - Clasing in Escrow
Mobile Notary Closing Instructions

Split Closing Acknowledgment

[_J Ovenide Geographic Restrictions Create Selected

Close



6.

In this example, I’'m scheduling this closing for 2pm June 5. Double click 2pm on
the Closing Calendar

Today || <|[>] June5, 2025 £ pay v
Calendar - dr i p tabstract.com X €= Calendar - Lakeland Title - Dedicated ®
Thursday Thursday
5 5

11 AM a
12 PM
1PM
3PM
—\ —1 1
L4 > L4 >
— 4aPM | -
g = g E
= @ E 7]
= = = E
5PM |2 = = E
= o B o
£ gl |2 g
B < E <
6PM | .2 2
: BO|s d
o o
7PM

(
[
(
[

8 PM

9 FM

10 Dk



7. Copy the Title from the Word doc to the Title of the Calendar Appointment

8. Copythe Notes from the Word doc to the Notes of the Calendar Appoint

9. Adjust the following:

a. Add closer name to title

b. Add closer as a Required Attendee

c. Setendtimeto 1 hour

d. Select Location —Select the Closing Room

e. Select Categorize — Choose “Red” (See Color Statuses for Closing

Appointments for more details).

f. Addyour initials to the ‘Employee Scheduled” section so the
closer/processor knows who scheduled the closing

g. Addyour initials to the modified, if you change the closing appointment.

h. HitSend.

kA | = A 208
I U xxh Paragraph  Styles  Editing  Dictate
£« Av par A K v - v v
Font 5] Styles [ Voice Sensitivity
Q ‘‘‘‘‘‘‘ T o T I 4 5o i B

Copy to Title of Calendar Appointment:

25-442161/ Closer. - Processor: | Cash

Copy to Notes of Calendar Appointment:

&

Editor

Editor

Add-ins

Add-ins

Property Address: |

Buyer:

Buyer's Agent:

Sel

_Sel Lake & Lodge Realty LLC

Notes:

{ Employee Scheduled:

Modified:
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M & =

Delete CopytoMy _,

Calendar

Actions

B Sl B
X usy oo
28 O Recurrence |
Sendto  Cancel A5 mingtes | Categorize
OneNote  Invitation Q - S —— -
Onellote Attendees Options Tags

(i) Vou haven't sent this meeting invitation yet.

= e |25-442161/ Closer: Dustin - Processor: / Cash|
9 Reuired | |~ Lokeland Big Rapids Closing: © Dustin Robbins |
‘ Optional |
Start time Thu 6/5/2025 =|| z00pm v anday [ & Timezones
End time Thu 6/5/2025 1| x00Pm | <3 Make Recurring
Location Lakeland Big Rapids - Closing
Property Address: 13846 170th Avenue, Leroy, MI 49655
Buyer: Susan Strieter
Buyer's Agent- Trevor Knapp- City2Shore Real Estate Northern Michigan
Seller: Steve Fenstermacher
Seller’ s Agent: Randy Ostrander- Lake & Lodge Realty LLC
Notes:
Employee Scheduled:
Employee Modified:



Color Statuses for Closing Appointments

=] = Just Scheduled/Not Assighed

YELLOW = Processor Assigned/Being worked on

€1==]gl = Done/Printed
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Overlaying a Calendar

To assist in scheduling a closing, it may be helpful to “overlay” your closers calendar on the
Closing Calendar.

When you open both the Closing Calendar as well as your Closer’s Calendar —the
calendars will sit side by side:

Today [ <[/ >| Juneé, 2025 ] pay v
Calendar - drobbi pl tabstract.com x 4— Calendar - Lakeland Title - Dedi d X
Friday Friday
6 6

8 AM 4

9 AM B Calendar Transition Meeting
Microsoft Teams Meeting
Dustin Robbins

10 AM

Lakeland Big Rapids - Closing

11 AM Test Closing
Lakeland Title - Dedicated

12 PM

1PM

2PM

3PM

4 PM

5PM

To overlay the calendar simply right click on the closer’s calendar and select “overlay” —
this will place the closers calendar within the closing calendar.

NOTE: If you have multiple calendars, overlaying selects the first calendar to the left. You
may need to rearrange your calendars.



8AM

% AM § Calendar Transition Meeting
Microsoft Teams Meeting
Dustin Robbins

10 AM

Lakeland Big Rapids - Closing

11 AM | Test Closing
Lakeland Title - Dedicated

12PM
1PM

2PM

To remove the Overlay - right click on the calendar and Select Overlay. That will separate
the calendars.
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Sharing Your Personal Calendar

You may want to share your calendar for various reasons. Closers should share their
personal calendar with their office staff and those that schedule closings on their behalf.

To share your calendar:

1. Right click your calendar and Select Sharing Permissions.
27 28 29 30 H I

2 3 B T 0
. = B ¥ ¥

“  Move Down

E@ Sharing Permissions...

~[m] My Calendars Properties...
Calendar - drobbins... —l -------------------------




2. Select the person you want to share your calendar with (you can multi-select) and

Select OK.

| Calendar Properties
|

General Permissions  Synchronization

Currently sharing with:

Mame Permission Level
My Organization Mone
Marc Schreiber Can edit

Amanda Haggard-Devic Can edit

| Permissions
O Can view when I'm busy
O Can view titles and locations
O Can view all details
© Can edit
| ODeIegate

OK

2PM

3PM

Cancel

4 FPM

5PM

Add Users
Search: OAII columns OName only Address Book:
=l Offline Global Address List - drobbins@mt - Advanced Find
| Mame Title Business Phone Location Department

[] Acker Title - Closing A
[] Acker Title - Closing B
2 Acker Title Agency - Closings
2 Acker Title Agency - Dedicated
[] Alcona - Clasing
£ Alcona County Title
2 Alex Eicher
Alma
[] Alma - Closing
£ Alma Abstract - Closings
8 Alma Abstract - Dedicated
Alma Team
Alpine
[] Alpine - Closing
Alpine Marketing
Alpine Title & Escrow
£ Alpine Title Company
£ Alysa Orlandi
£ Amanda Hagagard-Devic
8 Amber Hererra
£ Amy Johnston
£ Amy Sebring
£ Angela Rose

- Archived Emails
Arenac

[] Arenac - Closing A

[] Arenac - Closing B

£ Arenac County Title

[] Au sable - Closing

) Au Sable Title - Closinas

(989) 263-7035
(989) 214-8689
(231) 430-6638
(231) 598-8211
(989) 875-5514
(231) 600-7571

Talon Traverse

Talon Manistee

Add IAm)[Johnston'Mgril Griffin_l

Cancel

3. This gives access to view all details on your calendar. You do have the ability for

those that you share with you edit your calendar as well.
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Adding a Personal Appointment to your Outlook Calendar

1. Inthe Calendar make sure that you have selected your personal calendar. The

bolded font indicates you have selected your calendar.

Today || < |[>] June 22, 2025 (51 pay v
Calendar - drobbins@mtpl k ct.com X & Calendar - Lakeland Title - Dedicated *
sunday Sunday
22 22

8 AM

2. Select New Appointment

3. Filloutthe Appointmentinformation
a. Title-“Doctor Appointment”
b. Start/End Times.
c. Show As: “Out of office”
d

*QOptional* - you can set a reminder to alert you — this calendar defaults to 15
minutes before — but you can change this to anything you wish
e. *Optional* - you can set an appointment Private so that the details aren’t
viewable with those that you have shared our calendar with

Select Save & Close.

NOTE: You do not need to invite yourself to this appointment.

[0 [i] = Doctor Appointment - Appointment
File  Appointment Scheduling Assistant  Insert Draw  Format Text  Review Help @  Tell me what you want to do
M Eoee @ 2 [Soes W J]<> | BI e
T —— =
Delete _y ooy . Sendto ivite (T e [13 minutes - [Ecumence | Categorize 9 mportance | picate ANl
OneNote  Attendees © | Lowlmportance Apps
Actions OneMote | Attendees Options Tags Voice Apps
Doctor Appointment
Save &
Close Start time Sun 6/22/2025 3| 11:00am ~|| Oalday [ @& Timezones
End time Sun 6/22/2025 =] roopm ~|| © Make Recurring
Location
*IMPORTANT**

0d | Ga
Immersive New
Reader | Scheduling Poll

Immersive Find Time

© L

Viva View
Insights ~ Templates

Add-in My Templates

Any sort of time off, whether vacation/sick/bereavement/jury duty etc. should be added to

Paychex as soon as possible.
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Personal Settings in Outlook Calendar

There are several Settings that you can edit for your personal preferences.

1. GotoFile
2. Select Options in the bottom left corner
3. Select Calendar

Work Time
Select your Start/End time to 8-5pm Monday to Friday —that will help set the view to

business hours. You can still see before 8 and after 5.

Default duration for new appointments for appointments and meetings: We suggest
changing this to 1 hour.

Default reminders: Closers —you may want to set this 0 minutes if you don’t want closing
pop up notifications. Everyone else you may want this at 15 minutes.

Add holidays to the Calendar: Select Add Holidays — Selected United State — Select OK

Outlook Options ? *
General . . . -
Eners E Change the settings for calendars, meetings, and time zones.
Mail
[Com] ] wokine
o F Waork hours:
Peaple O Sparttime: [800AM |
Tasks Endtime |500PM |
Search Workweek: [ Sun E@Mon E@Tue E@Wed E@Thu EFi [Sat
Language First day of week: | Sunday ~|
Accessibility First week of year: | Starts on Jan 1 ~|
Advanced Calendar options
Customize Ribbon Add online meeting to all meetings Meeting Providers...
Quick Access Toolbar Default duration for new appointments and meetings: | 1 hour v:
["] Shorten appointments and meetings:
Add-ins
Less than one hour:
Trust Center
One hour or longer:
] Default reminders: ( 15 minutes =|
Allow attendees to propose new times for meetings
Use this response when proposing a new meeting time: | (? Tentative ~ |
Add holidays to the Calendar: | Add Holidays... |
.Changet.he permissions for viewing Free/Busy | Free/Busy Options... | | Other Free/Busy... |
information:
(] Enable an alternate calendar
When sending meeting requests outside of your organization, use the iCalendar format
[ Show bell icon on the calendar for appointments and meetings with reminders
v
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Accessing Outlook Calendar from your smartphone

1.

Navigate to the Calendar section of Outlook Mobile.

2. Tap on the Menu button in the top left-hand corner of the app. From the menu that

appears, tap the + button in the top left-hand corner.

24 25 26 27 28 28 " 30

Tap on Add Shared Calendar on iOS, or Add a shared calendar on Android.

Searchfor a person, room, or other mailbox in your organization. Tap the + button next
to the person, room, or other mailbox to add that shared calendar.

The newly added shared calendar will appear in the list of calendars under your
Microsoft 365 account.
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Calendar Email Address for every office

Mt. Pleasant Abstract

dedicated@mtpleasantabstract.com

Alma Abstract

dedicated@almaabstract.com

Gateway Title

dedicated@gatewaytitleco.com

Lakeland Title

dedicated@lakelandtitleco.com

Surveyors Title

dedicated@surveyorstitle.com

Three Lakes Abstract & Title

dedicated@3lakestitle.com

Thunder Bay Title

dedicated@thunderbaytitle.com

Huron Shores Title

dedicated@huronshorestitle.com

Arenac County Title

dedicated@arenaccountytitle.com

Alpine Title Company

dedicated@alpinetitleco.com

losco County Abstract

dedicated@ioscoabstract.com

Au Sable Title & Escrow

orders@ausabletitle.com

Acker Title Agency

dedicated@ackertitle.com

Lake County Title & Escrow

dedicated@surveyorstitle.com

CNFCTitle

orders@cnfctitle.com

Saginaw Bay Area Title

dedicated@saginawbaytitle.com

Ogemaw County Title & Escrow

dedicated@ogemawcountytitle.com

Alcona County Title & Escrow

dedicated@alconacountytitle.com

The Talon Group - Traverse City

traversecity@talongrouptitle.com

The Talon Group — Manistee

manistee@talongrouptitle.com

The Talon Group - Ludington

ludington@talongrouptitle.com

Northern Title of Alpena

dedicated@northerntitlealpena.com

Oceana Land Title & Escrow

info@oceanalandtitle.com

Clare County Title

dedicated@gatewaytitleco.com
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