
Screenshots of Leo on Outlook 

Adding An Additional Time Zone Bar 
to your Outlook Calendar
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The user would like to know how 
to add another time zone to their 

calendar. The query is typed in 
and the results are displayed. The 
user chooses the  relevant answer 

and  clicks on start
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Once the user has pressed 
start, Leo goes to the menu  
and begins the process of 

adding a second time zone



4

Leo opens up the dialogue 
boxes to reach the time 

zone options. Leo asks the 
user to check the “show an 
additional time zone box” 

and  the required time 
zone.
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Leo completes the action 
and the new time zone bar 
is now in place in the user’s 

calendar.


