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DRAFT COPY INTRODUCTION

I. INTRODUCTION

Microsoft Outlook 2003 is a Personal Information Manager. Outlook’s purpose is to organize
your entire desktop. It includes e-mail, a task list, a calendar to plan your schedule, a contacts list

to organize the people in your life, and a scheduling assistant to be able to plan meetings at a
convenient time for all involved.

The Outlook software must be configured with the users Pace profile and server settings to send
and receive email. It is the responsibility of Pace systems users to agree to the terms and

conditions outlined in the Pace University Appropriate Use for Information Technology Policy
and the Electronic Mail (Email) Policy and Procedures

Il. GETTING STARTED
To open Outlook:

ficlick Start
ficlick All Programs and select Microsoft Office
fIselect Microsoft Office Outlook 2003

Note: Some computers have Microsoft Outlook accessible from the desktop. If this is the case,
double-click the icon.

To exit Outlook:

ficlick File and select Exit

A. Launching Microsoft Outlook on the Exchange Server
fidouble-click g

The Connect to emaill.pace.edialog box displays.

Connect to emaill. pace.edu

Connecting ko emaill pace.edu

User riame: € pace\atummineli_tmp 4

fitype yourpasswordnd click OK
Where yourpasswords the user’s email password.

fclick ' next to Mailbox —your username

User Services Department 1
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1.  MAIL

A. Email Messages

Microsoft Outlookconsists of three panes:

Inbox - Microsoft Outlook E'EHE'

i Flle Edit Wiew Go Tools Actions  Help Type a question For help =

PadNew - | 4 (A3 X | i~ Reply (=4 Reply to Al (2 Forward | —_41 send/Receive - | c_"pFi_nd & | [} Tvpe acontacttofind = | (@) !

/‘ Favorite Folders Arranged By: Date | Mewesk ... Welcome to Microsoft Office Outlook 2003
3 Inbox A Cutlook 2003 Team [olteam@microsoft.com]
Ll Lhread Mai = Today To:  Mew Outlook User
 For Follow Lp i H 2
Mall L= sert Ttems

| Thank you for using MicrosoftE Office
=] Outlook® 2003! This version of Outlook

L7 Inbox in Fsmail.pace.edu |

FOIderS All Mail Folders includes new capabilities designed to help
) 86} personal Folders A you access, priontize, and act on
(5] Deleted Ttems communications and information so that you
@Drafts may use your time more efficiently and mare
[ Inbox easily manage the ever-increasing flow of
[ Junk E-mai incoming e-mail.
[/ Outh b . ) . .
\ —— — To give you some idea of what is possible
|~ Mail with Outlook 2003, we have put together a
list of aur favarite new features.
:ﬁ Calendar
% _| Contacts _ Streamlined Mail Experience - Outlook
helps you read, organize, follow-up, and find
;‘d Tasks e-mail messages more efficiently than
before. The new window layout displays
W » mare information on the screen at one time,
1 Item
\_Navigation Pane , \ Message Pane Reading Pane B,

Note: Incoming or unread email messages are placed in the Inbox folder.

Pane Description

Navigation Pane  Provides navigation to all parts of Outlook as well as the different
types of Outlook folders associated with the user account.

Mail Folders Displays the different folders accessible by the user.

Message Pane Displays the name of the files in the selected folder selected in the
Navigation pane.

Reading Pane Displays the contents of the selected email message in the Message
pane.

Note: If the Reading pane does not display, click View and select Reading Pane, then click Right. If
the Navigation pane does not display, click View and select Navigation Pane.

2 User Services Department
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1. Viewing an Email Message
Email messages can be viewed in two ways.

Tclick Mail in the Navigation Pane [ = ™=

fiselect the messageand the body displays in the Reading Pane

_Or_

fidouble-click the messagen the Message Pane to open it in a separate window

a. Using the Standard Toolbar
The Standard Toolbar has the following options available:

Twpe a conkack ko find -

Paitew v | X | LY sendiReceive = T Purge | 2oFind ) | [ Type & corkack to find — + | (@) )
Option Description
yipew ~ Opens the Untitled Messag&vindow to compose a new
message.
= Prints the current message.
A Moves email from one folder to another.
% Moves selected messages to the Deleted Items folder.
s Reeply Replies to the sender of the email.
i Reply ta Al Replies to the sender and all users on the recipient list.
) Forward Forwards the current message to another user.
-!jSendfReceive ~ Downloads new messages from email.pace.edu.
2o Find Allows the user to search for a specific email.
= Creates a rule for incoming mail.
€]

Opens the user’s address book.

Allows a user to find information about contacts such as
addresses, phone numbers, etc.

Provides a textbox to type an Outlook related question or
topic. The Search button accesses Outlook Help and
displays help options in a series of hyperlinks.

User Services Department
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2. Sending an Email Message
To create a new email message:

fclick dbew -
_Or_
fclick Actions and select New Mail Message

The Untitled Messagevindow displays.

égian;l@_'lm-g./\—d_? d_\v\_.ﬁ}\ﬂ-_oEtmns:-lHTML '
— | [T, |
Message W
Header [ | susma
= N N EENEY o A iB roul===|=::= =]
/. ~
Message
Body
\_ .
Within the Untitled Messagéialog box the following toolbar displays.
i:dgend | ) - | & =3 ¥ B | ¥ |5 2] options... - |HTML v
Option Description
=1 zend Sends email message.
i - Attaches a file or item to the email message.
[F9; Opens the users address book.
g, Automatically checks names in To, CC and Bcc against names in the
address book.
! Sets the priority of an email message to High.
2 Sets the priority of an email message to Low.
v Message flags indicate that a follow-up action to the email is necessary.
) Creates a rule for incoming mail.
= opens.. = Accesses the Becc, Email signature, Stationary and other Message options.

HTML -

Formats the outgoing email to HTML, Rich or Plain text.

User Services Department
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To send an email:

fityper eci pi ent ’ sintefodield addr ess
ftype brief email descriptionin the Subject field

fitype the body of theemail messagé the message body pane
ficlick :=15end

3. Receiving an Email Message

ﬂCIiCk - Send/Receive -
_or_
ficlick Tools and select Send/Receive and click Send/Receive All

Note: Email messages are listed in the Message Pane and new messages appear in bold.

4. Configuring to Schedule an Automatic Send/Receive.

Outlook can automatically check the email.pace.edu server for new messages.

fclick Tools and select Options and click Mail Setup tab

click Send/Receive

fclick the checkbox next to Schedule an automatic send/receive every under Setting
for group “All accounts”

ftype 15 in the minutes box

ficlick Close

ficlick OK

Note: It is University policy that users cannot auto check for intervals less than 15 minutes.

5. Replying to an Email Message

1 double-click an existing email message
fclick Reply or Reply to All

fitype a responsdn the message body pane
fclick “=Igend

Note: Reply responds to the individual that sent the email. Reply to All responds to the sender and
everyone on the recipient list.

6. Deleting an Email Message

fIselect an email message

ficlick Edit and select Delete
_or_

firight-click and select Delete

Note: The message is not permanently deleted until you empty the Deleted Items folder.
To empty the Deleted Items Folder:

firight-click on Deleted Items folder in the Navigation Pane

User Services Department 5
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{Iselect Empty “Deleted Items” Folder

A message displays “Are you sure you want to permanently delete all the items and

subfolders in the ‘Deleted Items’ folder”?

To PERMANENTLY delete:

ficlick Yes

If you change your mind and you do not want to delete the message(s):

ficlick No

Note: If you click Yes, the items are permanently deleted.

7. Attachments

You might need to send a file with an email message. That file is sent as an attachment.

a. Sending Attachments

f'complete steps to Sending an Email Message, but DO NOT press Send

ficlick Insert and select File

-0r-
ficlick 1 ~
The Insert Filedialog box displays.
Insert File @@
Lok in: [} My Documents v @ @A Q X i E - Toos~
LY I DFilelib
hﬁ )My eBiooks
My Recent dMy Music
eSS 5 (ﬂMy Pictures
= desktop.ini
Deskiop
=/
My Documen ts
O
-
My Computer
@« .
. ] File name: w
My Wetwork,
Flaces Files of tvpe: | all Files (*,*) v

fitype the file name and the qualifying path

_Or_
fibrowse to find the file to attach
ficlick Insert to attach the file

The file's icon and name appears in the Attach field.

User Services Department
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Siclick Send

b. Receiving Attachments

If a message has an attachment, a paper clip icon appears to the left of the From column in the
Message pane.

| 3 wBajracha... RE: z003 file Mon 5i12/2... 1 ME |

To view attachments:
{lopen a message with an attachment in the Message pane

The following is the message header of an open message with an attachment.

From: Student1 420

To: Student? 420
o
Subject:  documentation

attachments: st andard 2007, docx (133 KE)

To view the attachment:

fidouble-click on the attachment name or icon  attachments: lstandard 2007.docx (133 k)

The Opening Mail Attachmenttialog box displays.

Opening Mail Attachment E]
?/ ‘fau should only open attachments From a trusbworthy source,

Attachment: day13.IPG from Inbox - Microsoft Outlook,

Would vou like to open the file or save it ko your computer?

[ Open ]| Save | Cancel

Always ask before opening this tvpe of file

The following options are available:

Option Explanation

Open Launches the associated application. The file only opens if the
application necessary is available on the computer.

Save Opens the Save As window to specify the location to save the file.

Cancel Cancels any option and returns you to the message.

select an Option

User Services Department 7
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8. Recalling an Email Message

You might want to recall a message you have sent. Recalling a message is only possible if the
recipient is logged on to Outlook through the Exchange Server and has not read or moved the
message from the Inbox.

i click the Sent Items folder in the Navigation Pane
fdouble-click the message you want to recall
fclick Actions and select Recall This Message

The Recall This Messag#ialog box displays.

Recall This Message gl

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not yet read this message.

Are wou sure you wank bos
(33 Delete unread copies of this message

() Delete unread copies and replace with a new message

[¥]Tell me if recall succeeds or Fails For each recipient

I O, ] [ Cancel ]

fselect Delete unread copies of the message

_Or_
iselect Delete unread copies and replace them with a new message
fiselect Tell me if recall succeeds or fails if you want an email notifying you
ficlick OK
fclose message

Note: You can only recall messages if the recipient is logged onto Outlook through the Exchange
Server and has not read or moved the message from the Inbox.

If you choose to be notified, you will get a message in your Inbox with a subject Message Recall
Success: originalmessagesubject

fTopen the message with subject Message Recall Success: originalmessageshbject

i Message Recall Success: recll - Report Q@E|

i File Edit Wiew Insert Tools  Actions  Help
Pprouad |3 X - -0
From:  Studentz 917 Sent: Tue 4/15/2008 5:50 AM

To: Student13 917
Subject: Message Recall Success: recll

ffour message
Tor Student2 917
Subject: recl
Sent: 4152008 5:48 AM

was recalled successfully on 4/15/2008 8:50 AM,

8 User Services Department
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f'the message tells you the status of the recall
close the message

9. Message Receipts

With some messages you may need to be notified if and when the recipient either reads or
receives the messages.

flopen a new message
fclick Options

The Message Optiondialog box displays.

Message Options g|
Message setkings Security
Impartance: v Change security settings For this message.

Sensitivicy: | Mormal w Security Settings...

‘toking and Tracking options

[Juse voting buttons: v
[Crequest a delivery receipt For this message

[[Irequest a read receipt for this message

Delivery options

@ [IHave replies sert to: Select Names. ..
Save sent message to: | Sent Items

[[]oo nat deliver before:
[ Expires after:
Attachment Format: Default b

Encoding: Auto-Select w

Close

To receive an email when the message arrives in the recipients Inbox:

ficlick Request a delivery receipt for this message under VVoting and Tracking
Options
ficlick Close

Note: You will receive an email message from the System Administrator when the person receives
the message. After you read the message from the System Administrator, your original
message (in the Sent Items folder) will now have a Tracking Tab noting the delivery date.

B msg - Message (HTML)

Edt Wiew Insert Fomat Took Actions Help

d
, NY 10570
Offce (014) 773-3643 v

To receive an email when the user opens your message:

User Services Department 9
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ficlick Request a read receipt for this message under Voting and Tracking Options
ficlick Close

The recipient receives the following alert when opening up a message you requested a read
receipt for:

Microsoft Office Outlooke

Bobby Moore has requested a read receipt be
1 sent when message “wacation dates' has been
read. Do wouwwant to send a receipt?

-

[[]Don't ask me about sending receipts again

[ Fes I [ o ]

Note: You will receive an email message from the System Administrator if the person chooses to send you
notification. After you read the message from the System Administrator, your original message (in the
Sent Items folder) will now have a Tracking Tab noting the read date.

From:  Bajracharya, Ms. Shikha Sent:  Tue 632008 1:16 P

Ta Hartis, Mr. ColinP.
o
Subject: msg

Attachments: 8=15hikha Bajracharya. vcf (KB}

10. Signatures

A signature can be text and/or pictures that are automatically added to the end of an outgoing
email message.

a. Creating a Signature

ficlick Tools and select Options
fclick | Mail Farmat | tab

fclick Signatures

ficlick New

The Create New Signaturdialog box displays.

X

Create New Signature

@ 1. Enter a name for your new signature:

2, Choose how to create vour signature:
(&) Start with a blank signature

() Use this file as a template:

ek = ][ Canicel ]

10 User Services Department
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fitype a SignatureNamaen the Enter a name for your new signature field
Where SignatureNameis the name given for the signature.
fclick Next

The Edit Signaturedialog box displays.

Edit Signature - [Pace] H
Signature text
'\/ This text will be included in outgoing mail messages:
=

Font... | Paragraph... Clear | Advanced Edit. ..

wCard options

Attach this business card {vCard) ko this signature:
<]

|<None>

Mews wCard from Contact. ..

Einish Cancel

fitype Signaturd nformation in Signature text box
Where Signaturelnformationis the information to be attached to the email.

ficlick Finish
ficlick OK
ficlick OK

Note: To format a signature, select the Signaturelnformationin the signature text box and click the
Font or Paragraph button.

b. Editing a Signature

fclick Tools and select Options

Sclick | mail Format | tab

click Signatures

fselect SignatureNameto edit

fclick Edit

fledit Signaturdnformation in Edit Signature field

Where Signaturelnformationis the information to be edited.

fclick OK
fclick OK
fclick OK

User Services Department 11
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c. Deleting a Signature

fclick Tools and select Options
ficlick | Mail Farmat | tab

S click Signatures

fiselect SignatureNameto delete
ficlick Remove

A message displays: “Are you sure you want to permanently remove this signature?”

9iclick Yes
ficlick OK
ficlick OK

d. Adding a Signature to a Message Automatically

fclick Tools and select Options
ficlick | Mail Farmat | tab

Options @@

Preferences | Mail Setup | Mail Format | speling | Security | Other | Delegates

B Chaose 3 format For outgsing mail and change advanced settings
= c

mak: | HTML v

se Microsoft Office Word 20013 to edit e-mail messages
[Cuse Microsoft Office Wiord 2003 o read Rich Text e-mal messages

[ nternet Format.,.. | [ Intermational Gptions...

ry ko change your default font and style, change colors,
rounds to your messages.

Use this stationery by defauk: | <hanes- v

Stationery Picker...

s
A Select signatures for ace Microsoft Exchange Server v

Signatur
Signature For replies and forwar

OK H Cancel ][ Apply ]

select a SignatureNamefrom Signature for new messages in the Signature section

-and/or-

fselect a SignatureNamefrom Signature for replies and forwards in the Signature

section
ficlick OK

11. Out of Office Assistant

The Out of Office Assistant is designed to generate automatic replies to messages sent to you
when you are not in your office and/or you are not checking email. You can set it up so that

Outlook automatically sends a response to anyone who sends you an email letting them know
you out of the office.

a. Turning On the Out of Office Assistant

ficlick Tools and select Out of Office Assistant

12
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Qut of Office Assistant

(X

(%31 am currently In the Office

{31 am currently Ouk of the OFfice
AutoReply only once to each sendar with the Following text:

Twill return to the office monday

These rules will be applied to incoming messages while you are out of the office:
Status Conditions Actions

Show rules for all profiles

ficlick I am currently Out of the Office

fclick in the text box under AutoReply only once to each sender with the following
text

fitype yourmessage

fclick OK

Note: The message with Subject:Out of Office AutoReply is sent only once to each user. If a user
sends another message to you before you disable the Out of Office Assistant, they won’t be
notified again.

b. Turning Off the Out of Office Assistant

The next time you open Outlook, you’ll get a message asking if you want to turn off the Out of
Office Assistant.

fopen Outlook

Out Of Office Turned On

Qut of Office is currently on. Would you like to turn it of f?

es ] [ Mo ]

9iclick Yes

If Outlook is still open:

ficlick Tools and select Out of Office Assistant
fclick I am currently In the Office
ficlick OK

12. Categories

a. Assigning a Category to a Message

fclick a message in the Inbox
fiselect Edit and select Categories
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The Categoriedialog box displays.

Categories §|

Ttem(s) belong bo these cakegories:

avalable categaries:

e
] Competition
[ Favorites

leas
[ international
[ key Customer
[ Miscellaneous
[ Personal o)

[ ok ][ cancel ] [Master Category List...

fselect an available category
fclick OK

b. Removing a Category from a Message

fclick on a message in the Inbox

fiselect Edit and select Categories

{select the check box of the categoryto remove it
ficlick OK

c. Creating a New Category
fselect Edit and select Categories

The Categoriedlialog box displays.

Categories ﬁ‘

Trem(s) belong to these categories:

Available categories:

USinEss
[ Competition
[ Favorites
[ ifts

[] Goals/ohjsctives

[ Holiday

[ Holiday Cards

[ Hot Contacts

[ 1deas

[ 1nternational

[ key Customer

[ Miscellaneous

[ Personal ~

[ Ok 1 [ Cancel ] [Master Cakegory List,..

ftype the new category name in the Item(s) belong to these categories field
ficlick Add to List
fclick OK

To Remove a Category from the Master Category List:

fiselect Edit and select Categories
ficlick Master Category List
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The Master Categorylialog box displays.

Master Category List

INew cateqory:

assigned
Business
Competition
Favorites

Fun

Gifts
Goals/Objectives
Holiday

Holiday Cards
Haok Contacks
Ideas
International
Key Cuskomer
Miscellaneous
Cutlook training
Pace

T
[ |

Resek

=]

fselect category name you want to delete

ficlick Delete
ficlick OK
ficlick OK

Note: In the Categories window the category you deleted still displays with (not in Master Category
List) next to it. When you click OK and close this window it will be removed if no messages are
assigned that category. If you have already assigned messages to that category it will not be

removed.

d. Viewing by Categories
fclick View and select Arrange By, Categories

13. Flags

Flags make it easier to identify and track messages. You can flag messages for yourself, as visual
reminders to take action at a later time. You can also flag messages that you send to other people,

to direct their attention or track their responses. There are six predefined flags colors.

a. Flagging a Message

fclick on the message in the Inbox

¥ 1| @ From Subjert

=) Date: Today

Lol

StudentS 420 Out of Office AutoReply: budget
System Ad... Delivered: message receipt

Received

Man 4/21/2008 2:47 AM
Man 4/21/2008 9:36 AM

;
;

Students 420 Message Recall Success: good morning Maon 4/21/2008 9:37 AM
I

StudentS 420 Message Recall Success: good morning

Man 4§21{2008 9:34 AM

Size

3586
35768
3ETE
337B

E<@

ficlick the Flag Status icon ¥ next to the message

b. Flagging a Message with a Color other than the Default

fright-click on the message’s Flag Status icon ¥ in the Inbox
fclick a different color flag

User Services Department
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c. Marking a Flagged Message as Complete

ficlick on the message’s Flag Status icon ¥ in the Inbox

flthe flag changes to a check mark

d. Viewing Flagged Messages

fclick View and select Arrange By and click Flag

ate

D
e
Er
I
Fol

der

Size

Subiect

Tupe
Flag

aftachments

Cu o
Shos in Groups

Shaw Views In Navigation Pane

Current iiew

3

Note: The messages will be grouped by Flag status.

e. Setting a Reminder with a

Flag

fright-click on the message’s Flag Status icon ¥ in the Inbox

fIselect Add Reminder

Red Flag
Elue Flag
yelow Flag
Green Flag
Crange Flag
Purple Flag

4<% <[<|<

Flag Complete

Add Reminder ...

Clear Flag

Set Default Flag

3

The Flag for Follow Updialog box displays.

f

Flagging marks an item ko remind vou that it needs to be followed up. After
it has been followed up, wou can mark it complete,

Flagto:  |Folow up

Due by: | Mone

Clear Flag

* | Flag colar: V

x|

| Mone -

] Completed

fiselect a due date and time

ficlick OK

16
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Note: A reminder icon ** will appear in front of the email message in the Reminder column only
after selecting a due date and time.

f. Removing a Flag

fright-click on the message’s Flag Status icon ¥ in the Inbox
fclick Clear Flag

B. Folders
Folders can be created to store email messages and to keep them organized.

1. Creating Folders on the Exchange Server

When Exchange is configured, folders can be created on the Pace Exchange server. The
advantages for creating folders on the Exchange server are as follows:

{folders created on Exchange are accessible from the Web interface
{folders and email messages stored on the Pace Exchange server are backed up daily

The following guidelines should be followed when creating folders:

fifolders should be created without spaces in the name
ffolders should be created at the top level (off of Mailbox-yourusernamé, NOT within
other folders

Note: All University Faculty, Staff, and student email accounts are allocated 100 megabytes of disk
space on email.pace.edu.

a. Adding a Folder
To create a folder on the Pace Exchange server:

fright-click Mailbox - yourusernameand select New Folder

The CreateNew Folderdialog box displays.

Mame:

Folder contains:

Mail and Post Items v

Select where to place the Folder !

) £4F Mailbox - Bajracharys, Ms, Shikha
# = Personal Folders
# = Public Folders

ftype foldernamein the Name field
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Where foldernameis the name given to the new folder.

fclick OK

Note: Do not use spaces in the foldername Create folder without spaces or use an underscore in
place of a space.

The folders created are displayed in the Folder List:

All Mail Folders

2 ‘&:}-& Mailbox - Bajracharya, Ms, Shikha 2

[ AcademicScheduling
[ Addresses

[ Budget

[ ClassroomReguests
|1 Consultant Applications
| Coverages

[ Debbie

3] Deleted Items (69}
|1 DesktopAssistance

| Dacumentation

b. Renaming a Folder
fright-click on a foldernameunder Mailbox — yourusername

All Mail Folders

1 AcademicScheduling
[ Addresses

[ Budget

[ ClassroomRequests
[ Consulkant Applications
[ Coverages

fIselect Rename “foldernamée

Note: The name of the folder is selected. Do not click just begin typing the new name.

ftype newfoldername
T press Enter

c. Deleting a Folder

fright-click the foldernamein the Folder List
fselect Delete “foldername’

Where foldernameis the name of the folder that is to be deleted.

A message displays “Are you sure you want to delete the folder “foldername’ and move all
of its contents into the Deleted Items folder?”

fiselect Yes to delete
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2. Creating Personal Folders

Folders can also be created within Outlook’s Personal Folders. These folders are stored on the
local PC and do not affect email.pace.edu e-mail quotas. Folders created within Outlook are not
accessible from the Web interface.

a. Adding a Folder
To create a folder in Outlook:

firight-click on Personal Folders under All Mail folders in the Navigation Pane
fiselect New Folder

The CreateNew Folderdialog box displays.

Mame:

Folder contains:

Mail and Post Items v

Select where to place the folder:

& 41 Maibox - Bajracharya, Ms. Shikha
® 4 Personal Folders
= 3 Public Folders

ftype foldernamein the Name field
Where foldernameis the name given to the new folder.

ficlick OK

Note: The folders created are displayed in All Mail Folders under Personal Folders in the Navigation
Pane.

b. Renaming a Folder
firight-click on a foldernameunder Personal Folders

All Mail Folders

£ ‘E;& Mailbos: - Bajracharya, Ms. Shikha
=
{2 Deleted Items

[ Test
Ll search Folders

fIselect Rename “foldername’

Note: The name of the folder is selected. Do not click just begin typing the new name.

fitype newfoldername
fipress Enter
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c. Deleting a Folder

iright-click the foldernamein the Folder List
fIselect Delete foldername

Where foldernameis the name of the folder that is to be deleted.
A message displays “Are you sure you want to delete the folder “foldername’ and move all
of its contents into the Deleted Items folder?”

9iclick Yes to delete

C. Rules

All incoming messages are stored in the Inbox by default. Normally, a user goes through each
message and moves it to a specific folder. Rules automate the process of relocating incoming
messages. A rule can be created to have mail from an individual or discussion group moved to a
specific folder.

1. Creating a Rule
ficlick Mail in the Navigation Pane

9ficlick Tools and select Rules and Alerts

The Rules and Alertdialog box displays.
Rules and Alerts @gJ

E-mail Rules | Manage Alerts

_\:} Mew Rule,., Change Rule = Copy.., A Delete | Run Rules Now,., Options

Rule {applied in the order shown) Actions

Select the "New Rule” button to make a rule,

Rule description {click an underlined value to edit):

ficlick New Rule from E-mail Rules tab
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Rules Wizard g|

(%) Start creating a rule from a template
() start From a blank rule

Step 1: Select a template
Stay Organized

ages from someone to a folder

_:} Mave messages with specific words in the subject to a Folder

L} Move messages sent to a distribution list to & Folder
X Delete a conversation
¥ Flag messages from someone with a colored Flag
Stay Up to Date
= Display mail from someone in the Mew Tkem Alert Window
W Play a sound when I get messages From someone
'@ Send an alert ko my mobile device when I get messages from someone

Step 2! Edit the rule description {click an underlined value)

Apply this rule after the message arrives

fromipenple or distribution lisk:
move it ko the specified Folder

Example: Move mail from my manager to my High Importance folder

Cancel

[ met> | [ Fnsh |

fselect a template from one of the pre-defined actions and conditions under Step 1

Rule

Move messages from
someone to a folder.

Move messages with specific
words in the subject to a
folder.

Move messages sent to a
distribution list to a folder.

Delete a conversation.

Flag messages from someone
with a colored flag.

Display mail from someone
in the New Item Alert
Window.

Play a sound when I get
messages from someone.

Send an alert to my mobile
device when | get messages
from someone.

Description
Messages from a certain person or distribution list
are moved to a specified folder.

Messages are moved to specific folders based on
words found in the subject or body of the message.

Message that are sent to a specified distribution list
are moved to a designated folder.

Deletes messages based on specific words in the
subject header.

Flags a message from a specified sender with a
specific color.

Message sent from certain people or distribution
lists are placed under a New Item Alert window.

Plays a custom sound when messages are received
from someone.

Sends alert to cell phone when messages are
received from someone.

User Services Department
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To set up a Rule to move a new message from a specific person or distribution list:

fimake sure Start creating a rule from a template and Move new message from
someone to a folder are both selected

fclick people or distribution list under Step 2

Use the Rule Addressdialog box to select the name or distribution list to apply to the rule.

Rule Address El

Type Name or Select from List: Show Mames from the:

I lobal Address List -

| Mame Business Phone Office
156 WiliamConference
163 Wiliam Conference 4074
163 WiliamConference

FELYY

(G| ARLSA
Aanenson, Aaron J.
Aanenson, Aaron J. (212) 346-1735
Aanouz, Bouchra
Aaron- Albanese, Rebecca A,
Aaron, Stacey L.
Abady, Abraham Aaron
Abajian, Amanda L.
Abalas, Regina Ramares
Abata, Cristen T,
Abaradze, Ekaterine ~

< >

ftype the name
_or_
fiselect a name from an address book under Show Names from the
ficlick From
ficlick OK

Under Rule description the following displays “Apply this rule after the message arrives from
juser@pace.edmove it to the specified folder.”

Where juser@pace.edus the name or distribution list chosen for the rule.
Once the name or distribution list is selected the designated folder needs to be selected:

T click specified under Step 2

Rules and Alerts E|
Choose a folder:
= =3 email.pace.edu
[ Addresses
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fiselect a folder and click OK
ficlick Finish
fclick Apply to activate rule
ficlick OK

2. Editing a Rule

ficlick Tools and select Rules and Alerts
select the rulenameto edit

ficlick Change Rule on the toolbar
fselect Edit Rule Settings

fmake any necessary changes to the rule
fclick Finish to save the changes

ficlick Apply to activate rule

To close the Rules and Alertdialog box:
ficlick OK

3. Deleting a Rule

9ficlick Tools and select Rules and Alerts
fiselect the rulenameto delete and click Delete

A message displays “Delete rule “rulename’?”
Where rulenameis the name of the rule to be deleted.
9iclick Yes

To close the Rules and Alertdialog box:

fclick OK

User Services Department
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IV. CALENDAR

Outlook Calendar is a feature of Microsoft Outlook that allows users to schedule meetings,
appointments, events, and tasks. These entries are displayed on the calendar in daily, weekly,
and monthly views. Calendar can be viewed through web access. In addition, all changes are
synchronous between the client and web.

Microsoft will initially open in the e-mail portion of the program. You must select the calendar
from the navigation pane to view your calendar.

1 click Calendar in the Navigation Pane |-? i

Calendar, - Microsoft Outlook EJ@‘E‘

I Fle Edt WView Go Took Actions  Help Type a question for help =

§ luew - | 4 < il g7 Today || C]Day] E]wors week 7]week 3ijMonth | EpFind | (4 Type acortact ofind x| @)
Calendar Calendar March 27, 2008 B8
4 March 2006 » Thursday, March 27 -~
SMTWTEFS
1
2345678 gem
9101112 13 14 15
16 17 18 19 20 21 22 w
23 24 25 z6[z7]2e 29 9
30 31
April 2008 10
SMITWTFS
12345 oo
6 7 8 9101112 11
13 14 15 16 17 16 19
20 21 22 23 24 25 26 A
27 28 29 30
1%
My Calendars
E4 Calendar 2%
Open a Shared Calendar... 30
share My Calendar. ..
4EIEI
5 oo
|~ Mail 5"
] calendar 76
&=| Contacts o
7] Tasks
gw
N L v

0 Items Al folders are up todate. O] Connected -

Outlook 2003 has two major panes — Navigation Pane and Calendar Pane.

Pane Description
Navigation Pane Allows you to navigate between Mail, Calendar, Contacts, and

Tasks. In addition it also allows you to view the Reference
Calendar and personal and shared calendars.

Calendar Pane Allows you to view your calendar in Day, Week, or Month format.
It displays all the appointments, events and tasks within a selected
calendar(s).
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The Navigation pane consists of:

Navigation Pane

Reference Month

My Calendars

4 March 2008 »
SMTWTEFS
1
2345678
910111213 14 15
16 17 15 19 20 21 22
23 24 25 26 27 [28] 20
30 31
April 2008
SMTWTEFS
12345
67 8 9101112
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

My Calendars
:ﬁ Calendar

Open a Shared Calendar...
Share My Calendar...

L~ Mail
j Calendar
g Contacts
)jd Tasks
N

Description

Allows you to view and select dates within a chosen month.

Allows you to select your personal calendar, any additional
personal sub-calendars. Shared calendars will appear under Other
Calendars.

A. Using the Standard Toolbar

The Standard Toolbar has the following options available:

Ponew ~ | 4 A =i gd | Today || D]Day| 5] work wesk | 7] week 31]Month | PoFind | LA Type acontacttofind - | (@) H

Option

:ﬁ (=1

ke

Description

Allows you to create appointments, meeting requests, folders and
calendars. You are also able to open a mail message, contact
window, distribution list, task, and task requests.

Allows you to print your calendar.
Deletes desired selections.

Allows you to choose a color to categorize your scheduled
appointments or events.
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g4

Today
Type a contack ko find
(£

I@.\_,-'I

B. Calendar Views

-

Allows you to create a group schedule and set up a meeting. It
also allows you to save that group and add additional groups as
needed.

Takes you back to the current date on the calendar.
Searches for contacts within your address book.
Opens your address book.

Opens the Help menu for Microsoft Office Outlook

Microsoft Outlook 2003 has four different ways to view a calendar.

Calendar View

Day

Work Week

Week

Month

Description

Contains meetings, appointments, events and tasks for one day.

Contains the list of meetings, appointments, events and tasks for
the work week. The work week that is displayed are the days you
have designated as your workweek.

Contains the list of meetings, appointments, events and tasks for
the full week. It displays the days that were not designated as your
work week.

Contains the list of meetings, appointments, events and tasks for
the month.

There are additional views that can be found if you click View, select Arrange By, and click
Current View. The additional views are: Day/Week/Month With AutoPreview, Active
Appointments, Events, Annual Events, Recurring Appointments, and By Category

C. Sharing a Calendar

Microsoft Outlook Calendar provides the option to share calendars with other individuals. You
can also set specific permissions for individual users.

1. Sharing a Calendar with another user

Microsoft will initially open in the e-mail portion of the program. You must select the calendar
from the navigation pane to view your calendar.

{iclick Calendar in the Navigation Pane ] colendar

iselect a calendar from My Calendars

26
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Note: You can only share your main calendar in Outlook 2003. Sub-calendars cannot be shared in
Outlook 2003.

click Share My Calendar

Cpen a Shared Calendar. ..
Share My Calendar...

The Calendar Propertieslialog box displays.

Calendar, Properties D_<|
General Harne Page: Aukodrchive
Adrniniskration Farms | Permissions Synchronization

Mame Permission Level:
Calin Harris Reviewer
Joseph Constanting Reviewer
Anorymous Mone
[ add... ] [ Remove
Permissions
Permission Level: |None w
[CJcreate items [IFolder owner
[CIread items
[Jcreate subfolders [ Falder visible
Edit items Delete kems
() Mone (&) Mone
O Cnn O Cnn
Oall Oall
[ K l ’ Cancel ]

ficlick Add
fiselect a user from the Add Userdialog box and click Add

Add Users E'
Twpe Mame or Select Fram List: Shaw Marmes Fram the:
|Global Address List v |
Business Phone Cffice
A~
Aanenson, Aaron 1. (212) 396-1735
Abrahams-John, Lorraine Vanessa (914) 422-4292
Abrams, Sarah
|#&-| Academic Performance Com...
Acevedo, Ms, Denise (914) 422-4292
& ACS
adarmik, Ms. Jillian K, (914) 422-4137
|#&| Adjunct Faculty
|#&-|adm-fax-users
/& Administration and Budget C...
ADMINISTRATOR
R Aot ek b
< I >
Add Users
(o> ] | |

OK ][ Cancel ]
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fclick OK

The name of the user appears in the Name box along with his/her Permission level.

Note: In order for the person to view your calendar, you must set the permission level to something other

than None. ‘Reviewer’ is the recommended permission level for 2003 Outlook users. See Setting
Permissions for Shared Calendars.

fclick OK

2. Viewing a shared calendar by another user

Microsoft will initially open in the e-mail portion of the program. You must select the calendar
from the navigation pane to view your calendar.

fclick Calendar in the Navigation Pane -] calendar
ficlick Open a Shared Calendar

The Open aShared Calendadialog box displays.

Cpen a Shared Calendar...
Share My Calendar..,

f'type the name of the person who has shared a calendar with you
_Or_
fclick Name and select a user from the Add Userdialog box and click Add

Select Name g|

Type Mame ar Select from List: Show Mames From the:

| Global Address List v

| Mame Business Phone Office

mConference

163 William Conference 4074
163 WilliamConference
Y
&]AALSA
Aanenson, daron 1,
Aanenson, Aaron 1. (212) 346-1735
Aanouz, Bouchra
Aaron- Albanese, Rebecca A,
Aaron, Stacey L.
Abady, Abraham Aaron
Abajian, Amanda L.
Abalos, Regina Ramores
Abata, Cristen T,
ALemdo Mt

< >

Ok ] [ Cancel

fclick OK
fclick OK
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The shared calendar appears next to your calendar with the person’s name at the top. It will also
appear under Other Calendars with a [¥] next to the name.

Calendar, - Microsoft Outlook Q@E|
i Fle Edt WView Go Tools  Actions  Help Type a question for help =
i THinew + | 4 X = gH | Today | T]Day | 5]work week|[7]wesk [3T|Month | 2o Find | (G Type s contacttofind  ~ | @)
Calendar March 31 - april 04
« March2008 b Calendar | Colin Harris |
SMTWTFS Mon3l | Tusol | wedoz | Thuos Fri 04 Mon 31 TusOl | Wed02 | Thuo3 Fri 04
1
2345678
9101112 13 14 15 g
1617 18 19 20 21 22
23 24 25 26 27 28 29 =
0Bl 1 2 3 4 9
My Calendars
109
Calendar
Test
i}
[ Testsubshare 11
other'cmanuars 1z B
Colin Harris:
1m 0 Excf] B
©Open a shared Calendar... € Doc ve
Share My Calendar, ., Stal ¢
L Meet #
Carf 4%
4 i [}
3%
40
5o
] Mail
5%
1] calendar
i}
S| Contacts 7
=
] Tasks g
o)A 2 o v
2 Items Al folders are up to date, | 0| Connected ~

D. Setting Permissions for Shared Calendars

When sharing calendars you can specify permission levels for certain individuals or the entire
community. There are nine different permission levels.

Permission

Owner

Publishing Editor

Editor

Publishing Author

Author

Description
Users can create, read, modify, and delete all items and files. They

can also create subfolders and change permission levels that other
people have for those folders.

Users can create, read, modify, and delete all items and files. They
can also create subfolders.

Users can create, read, modify, and delete all items and files.

Users can create and read items and files. They are also able to
create subfolders and modify and delete items and files that you
create.

Users can create and read items and files. They are able to modify
and delete items and files that you create.

User Services
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Nonediting Author
Reviewer

Contributor

Custom

None

Users can create and read items and files.
User can only read items and files.

Users can only create items and files. They cannot see any items
or files on the calendar.

The permissions are manually defined by the folder owner.

Users will have no access to your calendar.

To set permissions for a user:

fclick Share My Calendar
fselect Permissions tab
fselect the individual to set permission level

ficlick * next to Permission Level and select a permission level

Permissions

Permission Level: | Mone “

Cwner
[Jcreate items |Publishing Editor

Editor
[Jreaditems |Publishing Author
Author

[ create subfa Monediting Author
Edit items Reviewer
@® Hone Contributor
O Cnin J U
Oal Oal

Based on the level selected the choices below will automatically switch to the appropriate
selections. You will be able to see which levels (Create, Read, Edit, Folder, and Delete) the user

will be given based on the Permission Level selected.

Note: If you choose to give access rights that are not found in any of the existing permission levels, the type of
level will automatically change to display Custom.

fclick OK

To edit permissions for a user:

ficlick Share My Calendar

Iselect Permissions tab

iselect the individual to adjust permission level

ficlick ™ next to Permission Level and select a permission level

ficlick OK

30
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To remove a user from the permissions menu:

click Share My Calendar
fiselect Permissions tab

fiselect the individual to remove
ficlick Remove

ficlick OK

E. Scheduling an Appointment

An appointment is a specified date and time in your personal calendar that does not involve
inviting people to attend or reserving a resource.

fclick Calendar in the Navigation Pane

1. Adding a Appointment in Day/Week view
To add a simple appointment:

ficlick a time in Planner area
ftype an appointment description
fpress Enter

_Or_
ficlick outside of Planner area

If an appointment will be recorded in a contiguous time slot:

ficlick a start time in Planner area
fposition pointer in selected area
fclick and drag to the ending time
fitype an appointment description
fipress Enter

-Or-
ficlick outside of Planner area

2. Adding a detailed Appointment
To open the Appointment window

ficlick Actions and select New Appointment
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The Untitled Appointmemnivindow d

B Untitled - Appointment

isplays.

fle Edt Vew Insert Format

;[ save and close | 4 (] | OV

t  Tools Actions  Help

| Emnvie Attendees | 1§ | X | o -

ecyrrence.

el

Appointment | scheduing

Subject:

Location:

Starttime: |Fri 3/28/2008

End time: Fri 3/26/2008

[“IReminder: |15 minutes

Contacts...

| Label: []

v| [s00am v| [Jaldayevent

| |gm0am v

v Show time as: | Il Busy

Categories...

Nane

Private [ ]

The appointment window is where a more detailed description of the appointment is recorded to
specify options such as: recurring entry, appointment classification, reminders and private (hide

option) setting.

To schedule an appointment:

fclick in the Subject field and type description of appointment
fclick in the Location field and type location of appointment

Press Tab to advance to each succeed

ing field.

ftype start timefor appointment next to Start time field
fitype end timefor appointment next to End time field

-0r-

fclick the down arrow next to Start time and End time fields
fitype the description of the appointmerit the bottom pane

Additional options are:

Select Free, Tentative, Busy or Out of the Office classification type for

Set a reminder for the appointment by selecting number for the minutes,

hours, days or weeks to ring alarm before an appointment.

Option Description
Show time as

the appointment.
Reminder
Private

Sclick |l 5ave and Close

3. Editing an Appointment

fidouble-click the appointment

in Planner area

If selected, appointment details will be hidden from other users.
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_Or_
fselect the appointment in Planner area
fclick File and select Open
fclick Selected Items
fTmake desired changes
ficlick H Save and Close

4. Deleting an Appointment

Iselect the appointment in Planner area
ficlick Edit and select Delete

_Or_
v click the delete button X

F. Scheduling an All Day Event

An event is an entry that does not occupy blocks of time in your calendar. The event unlike an
appointment or meeting is an activity (e.g., seminar) that can last for one day or several days
displayed at the top of the selected date as a banner in your calendar.

fclick Calendar in the Navigation Pane

1. Adding a All Day Event
To add an All Day Event:

fidouble-click in the grey area above the timescale in Planner area

-0r-

fclick Actions and select New All Day Event

The Untitled Eventwindow displays.

I Untitled - Event

i Fle Edt Wiew Insert Format  Took  Actions  Help
i |l save and Closs | 4 1] | 40¥ Recurrence... | P Invice Attendees | § B | X | & -+ | @ H
Appointment | Scheduling
Subject: |
Location; | Label: []none -
Starttime; | Wed 4/3/2008 v [ 4l day event
End time: Wed 4192008 v
[¥Reminder: 18 hours v Show time as: | [] Free -
Contacks... Private [ ]

The untitled event window is where a more detailed description of the all day event is recorded
to specify options such as: recurring entry, event classification, reminders and private (hide

option) setting.
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fclick in the Subject field and type description of all day event
fclick in the Location field and type location of all day event

Press Tab to advance to each succeeding field.

ftype startdatefor event next to Start time field
fitype enddatefor event next to End time field

_Or_
fclick the down arrow next to Start time and End time fields
ftype the description of the all day event in the bottom pane
ficlick L‘;_-‘ Save and Close

2. Editing an All Day Event

fidouble-click the event in Planner area
_Or_

fiselect the event in Planner area

fclick File and select Open

ficlick Selected Items

fimake desired changes

ficlick &l save and Close

3. Deleting an All Day Event

fiselect the event in Planner area

ficlick Edit and select Delete
-Or-

fclick the delete button X

G. Scheduling a Meeting

A meeting is an appointment that involves inviting others to attend or reserving a resource. The
resource may include a conference room, audio —visual equipment, or other shared resources.
Outlook will notify people you invite to a meeting via e-mail

fclick Calendar in the Navigation Pane

fclick Actions and select New Meeting Request
-Or-

fclick Actions and select New Appointment

ficlick Invite Attendees = 1nvite Attendees
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The Untitled Meetingwindow displays.

I Fle Edt View Insert Format Tools  Actions  Help
iidgend | o (] | [ 8 | 20 Recurrence... T Cancel Invitation | ¢ B | X | @) !

Appointment Scheduling

|
Location: | Label: |[] Mone -

Starttime; | Fri 3/28/2008 v| [sooam  ~| Clalday event
Eng time: Fri 32812005 v| [o30aM v

[FReminder: |15 minutes v Show time as: |l Busy v

[ This is an online meeting using:

To schedule a meeting:

ftype recipient’s email address in the To field
ftype brief meeting description in the Subject field
fitype location of meeting in the Location field

Press Tab to advance to each succeeding field.

ftype startdate andtime for meeting next to Start time field

fitype enddate and timefor meeting next to End time field
_Or_

fclick the down arrow next to Start time and End time fields

ftype the text of the meetingn the bottom pane

fclick (=7 Send

1. Add an Attendee using the Global Address List

There are two ways to add an attendee to a meeting: the Appointment tab by using the To field or
in the Scheduling tab.

ficlick in the Appointment tab

_Or_
fclick Scheduling tab
ficlick Add Others
ficlick Add from Address Book
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The Global Address Listlialog box is displayed:

Select Attendees and Resources @

Type Mame or Select from List: Show Names from the:
Global Address Lisk »
| Mame Business Phone Office

FE AR ~
E|ABLGA

Aanenson, Aaron 1, (212) 346-1735

Abrahams-John, Lorraine Vanessa (914) 422-4202
@ Academic Performance Con..

Acevedo, Ms, Denise (914) 422-4292
E]ACS
Adarik, Ms. Jilian K. (914} 422-4137

@ Adjunct Faculty
& adm-fax-users
@ Administration and Budget C... hd

Reguired -=
Optional -

Resources - =

-~

=

o
1=

w

2

a

o

o

4

[ K ][ Cancel ]

The Select Attendees and Resourtiesog box is where names and/or resources are added to an
attendee list.

Classification Description
Required To require someone’s attendance, select the name from the Global

Address list and click the Required button.

Optional To add someone’s as an optional attendee, select the name from
the Global Address list and click the Optional button.

Resources To book a room/resource for the meeting, change the drop-down
under Address Book to All Rooms and locate the meeting room,
then click the Resources button.

To add new attendee/Resource:

ftype lastnameor resourcein Type Name or Select from List field
_Or_

fiscroll down and highlight the name in the bottom window pane

ficlick on Required, Optional, or Resources

Repeat the above process for every attendee/resource to add to the Attendees and Resources
dialog box.

ficlick OK
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2. Checking Common Time Availability

The Scheduling tab in Untitled Meetingwindow allows for checking common time availability

for colleagues. The meeting organizer can view the free/busy time slots for each attendee in the
scheduling table.

fclick Scheduling tab

The Scheduling tabléisplays.

il Exchange Calendar - Meeting (S|
s "

i Fle Edt Mew Insert For

iizigend | U | By | O Recurence.,, T cancellpviation | 1§ | X | @ BE | |A|B 7 U]
Appainkment Scheduling

Zoom; | 100% (Day Yiew) v Friday, June 13, 2008
11:00 12:00 1:00 2:00 300 4100 8:00 9:00 10:00 11:00 12:00 1:00 2:00 3:0(
I I I I I [ [
| | | I | | | [
.
RN, ‘\\\\\\\\‘ NN ‘\\\\\\ W NS \\\\\\\\‘ SR ‘\\\\\\\ NN \\\\\\\\\l NS l\\‘
I \\\\\\\\\\\\\\ \\\\\\\\\\\\\\ \\\\\\\ \\\\\\ R . \\\\\\\\\\
AR RN SRR A R

[

<

Add Others '

= & Mesting stat time: | Fri6/13(2008 v [mooam v
AutoPick ezt =2 | Meeting end time: | Fri €/13/2008 v | [tzooem v
M Busy B Tentatve B Outof Office [ NoInformation

After you have added attendees or resources to the All Attendees list, their availability is color
coded in the scheduling table. The meeting time in the scheduling table is indicated by the green
and red vertical bars. The green bar indicates the meeting start time and the red bar indicates the
meeting end time. The legend displayed at the bottom of the scheduling window shows the color-
coding associated with availability (i.e., free/busy times) of invitees.

B Eusy B Tentative [ Out of Office 0~ Mo Information

Legend Description
B Busy Blue color-code show attendee availability as busy.
# Tentative Blue and White color-code show attendee availability as tentative.
B Out of Office Purple color-code show attendee availability as out of office.
2 Mo Information Black and White color-code show no information available for
attendee.
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The status of an attendee or resource is depicted on the all attendee list with the following icons:

Symbol Description
=] Indicates the originator of the group meeting
(+] Indicates a required attendee
o Indicates a optional attendee
o Indicates a rooms or equipment

To change the attendee’s status for meeting:

ficlick icon (e.g., @) next to the attendee name
select the desired status for meeting

3. Using AutoPick Tool

The AutoPick feature automatically locates the first free time slot available for the specified
invitees and resources.

To find the next period of available time:
ficlick AutoPick Next
To return to a previous period of available time:

1 click

Note: The start and end dates and times for the meeting will be updated accordingly.

Additional Options:

flclick

Option Description

Show only working hours ~ Owner of calendar specified working hours displays in
free/busy grid.

Show Calendar Details View some details of attendee’s appointment in the

free/busy grid if given read access to the calendar.

Auto Pick Select AutoPick options for all people and resources, all
people and one resource, required people, or required
people and one resource.

Refresh Free/Busy Update free/busy information in the calendar.

ficlick Send after making desired selections

38 User Services Department



DRAFT COPY CALENDAR

H. Replying to a Meeting Request

When an invitation to a meeting is sent, the attendee will receive an e-mail message from the
originator stating the time, date, and location of the meeting.

To respond to the invitation:
click Mail in the Navigation Pane
The e-mail message will have a meeting request icon 7 to the left of the Sender’s column in

the Message pane. Within the e-mail message, options to respond to invitation will display at the
top of the e-mail message: Accept, Tentative, Decline, Propose New Time and Calendar.

Option Description
Accept Adds the meeting to your Calendar and sends an e-mail to the

meeting organizer, informing him or her of your decision.

Tentative Adds the meeting to your Calendar, marks it as tentative, and sends
an e-mail to the meeting organizer.

Decline Sends an e-mail to the meeting organizer, informing him or her
that you will be unable to attend.

Propose New Time  Displays the schedule of all attendees so that you select a new time
for meeting.

Calendar Displays your Calendar so that you can view your schedule and
select a new time.

To respond to invitation from the message pane:
select the e-mail message in the Message Pane

Options to respond to invitation from the message pane display at the top of the e-mail message:

" Arccept ‘@ Tentative # Decline v Propose Mew Time IﬁCalendar...

fclick the desired response

If you select Accept, Tentative, or Decline, Outlook will display options to ‘edit the response
before sending,” ‘send the response now,’ or ‘don’t send a response’.

Microsoft Office Outlook @

' This meeting has been accepted and wil
. be moved ko vour Calendar, Do vou wank
to inchide comments with vour response?

() Edit the response before sending.
(%) 5end the response now,

() Don't send a response,

[ Ok, i [ Cancel
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Note: if you want to add a note to the meeting organizer select the edit the response before sending option. An
acceptance or tentative response will automatically place the meeting on your calendar. Accept will
show as dark blue border and tentative as cross-hatched blue border.

To include a comment with your response:

{select Edit the response before sending
fitype commentsn the space provided
fclick Send

To send response with no comments:

{select Send the Response Now
ficlick OK

The option “Don’t send a response” will add the meeting to your calendar. However, the
organizer will not know your response (e.g., accept, tentative) to the invitation, no e-mail will be
sent.

To send no response:

fiselect Don’t send a Response
ficlick OK

To suggest a new meeting time:
ficlick Propose New Time

The Propose New Timeindow displays.

Zoom: | 100% (Day Yiew) + ||arch 31, 2008
S:00 10:00 11:00 1z2:00 1:00 Z:00 300

Al Attendees
{=1| @ [shikha Bairacharva
=1\ @ |Calin Harris

< >
-~
Meeting start time: | Mon 3/31/2008 | | 1:00PM w
[ 22 | actopickhext >> | Mestingendtime: |Mon 331/2008 v| [3:00Pm v

B Busy % Tentative W Out of Office Current Meeting Time [~ Mo Information
Current Meeting Time [ Propose Time ] [ Cancel ]

The Scheduling view will allow you to check all attendees’ available schedules. Rather than
scrolling through the timeline to find an available meeting time, you can use AutoPick Next to
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have Outlook search for the next available time slot of free time for all attendees.
To find the next period of available time:

ficlick AutoPick Next
To return to a previous period of available time:

1 click

Note: The start and end dates and times for the meeting will be updated accordingly.

The common time availability for meeting attendees is shown with a green and red column.
To send proposed new time:

fclick Propose Time and click Send
. Tracking Meeting Response
The meeting organizer can track the response of an invitee. A Tracking tab is added to the
meeting request window allowing the meeting organizer to keep track of the responses received
from each invitee (i.e., who has accepted, is tentative, or has not replied).

ficlick Calendar in the Navigation Pane

1. Checking Attendee Responses
To track the attendee response:

fidouble-click meeting request in calendar
fclick the Tracking tab

The Trackingtab window displays.

i Scheduling Tab - Meeting [BEE
f Fle Edt Vew Insert Fomet Tooks Actions  Help

: | Save and lose | 4 1] | (43 8 | O Recurrence. | Aimitependees | ¢ 8 X @ [ Al B o= = ===l
Appoirtment | Scheduling | Tracking Fant

The Fallowing responses to this mesting have been received:
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Note: The meeting organizer will have access to the tracking tab to view the response of an invitee. Although
the Tracking tab is not available to an attendee, the scheduling tab is available to an attendee to view the
attendee list.

The meeting organizer can change the attendee’s response and/or attendance status from the
tracking tab.

To change an attendee response status:

fclick in the Response column next to invitee name
ficlick * and select a new response status
fclick Save and Close

To change an attendee attendance status:

9iclick in the Attendance column next to invitee name
ficlick # and select a new attendance status
ficlick Save and Close

The Send Update to Attendegialog box displays.

Send Update to Attendees E|

‘fou have made changes to the list of attendees. Choose
! one of the Following:

(%) Send updates only to added or deleted attendees,

(7 Send updates to all attendees.
() Don't send update,

[ O ] ’ Cancel ]

ficlick Send updates only to added or deleted attendees, Send updates to all
attendees, or Don’t send update
ficlick OK

2. Updating a Meeting Request

fldouble-click meeting request in Planner area
fTmake the desired changes
ficlick Save and Close

The meeting organizer receives the following alert when updating a meeting request to send an
update to the attendees

Microsoft Office Outlook

'E ‘fou have changed the meeting "Scheduling Tab", Would vou like ko send this updated meeting to the attendees
L3 oy

[ ves | [ Mo ] [Cancel ]
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3. Canceling a Meeting Request

The meeting organizer can cancel the meeting. An e-mail notification is sent to all of the
attendees and deletes the appointment in their respective calendars.

fidouble-click meeting request in planner area
fclick Actions and select Cancel Meeting

The meeting organizer receives the following alert when deleting a meeting request to notify the
attendees of cancellation of meeting.

Microsoft Office Qutlook @

The attendees have nok been notified that
! this meeting "Scheduling Tab" has been
canceled, Choose one of the Following:

(3) Send cancellation and delete meeting.

() Delete without sending a cancellation,

| oK | [ Cancel l

fclick Send cancellation and delete meeting
_Or_

click Delete without sending a cancellation

ficlick OK

If you selected Send cancellation and delete meeting, you are able to type a message before
sending a cancellation notice to the invitees. The invitees can then remove the meeting from

their calendar by clicking #< Remave from Calendar within the cancellation notice.

If you selected Delete without sending a cancellation, the meeting will be cancelled only on the
organizer’s calendar. No notice gets sent to the invitees and the meeting remains on their
calendars unless they delete it themselves.

ficlick Send if you chose Send cancellation and delete meeting

J. Recurring Entries

An appointment, event, or group meeting which repeats on a regular schedule can be scheduled
as a recurring entry.

flopen a New Appointment, New All Day Event, or New Meeting Request

fifollow instructions for Scheduling New Appointment, New All Day Event,
or New Meeting Request

fIclick the Recurrence button in the Standard toolbar #_*Recurrence. ..
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The Appointment Recurrenaialog box displays.

Appointment Recurrence E|
Appainkrment ke
Start: |10:00AM v End: |12:00PM v | Duration: |2 hours v
Recurrence pattern
O Daily Recur every |1 weekis) on:
© weekly [5unday Mondary [ Tuesday Wednesday
O Marthly [ Thursday [CIFriday [5aturday
O vearly
Range of recurrence
Start: | Mon 4/14j2008 v| OMaenddate
(JEnd after: |10 OCCUFFENCES
(DEndby:  |'Wed 5/14j2008 v
[ Ok ] [ Caneel ]

A Recurrence Pattermran be scheduled—for Daily, Weekly, Monthly or Yearly. These options

allow an appointment, event or group meeting to repeat on a regular basis for the scheduled
recurrence pattern.

To specify appointment time:

ftype the start timenext to Start and endtime next to End under Appointment time
_Or_
ficlick * next to Start and End fields to select appointment time

To select frequency of recurrence pattern:

fselect Daily, Weekly, Monthly, or Yearly under Recurrence Pattern
fTmake desired selection of options for recurring entry

To set time period for range of recurrence:

ftype the startdate of repeat pattermext to Start field under Range of recurrence
flclick @ next to a desired End option

Note: An appointment, event or group meeting for a recurring entry can terminate in one of three
ways: (1) select the option to not include an end date by clicking the box beside “No end date”
(2) type in an amount which represents the number of occurrences to create (3) type in a
specific date to terminate a reoccurring appointment

ficlick OK
ficlick Save and Close

The recurring entry icon t* displays in the appointment, event or group meeting planner area.
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K. Printing Calendars

The print option provides users with five print styles - Daily, Weekly, Monthly, Tri-fold, and
Calendar Details.

To print a calendar:

fselect calendar to print
fclick File and select Print

The Print dialog box displays.

Print

Printer

Marme: 8150-PICRC-P3 on creprintsry (from SBATRACHARTAXP_) v

Status:
Type: HF Laser Jet 5150 Series PCL

Where: [CIPrint ko file
Caomment:
Prrint this calendar: Copies

Calendar e Mumber of pages: | all v
Print skyle Nurnber of copies: |1 E

" A [Page setup... [ collate copies
Define Styles.. Ijl .] .I
2 3

wheekly Style

w
[RRTR
Print range
Skart: Mon 3/31/2008 w
End: Fri 4f4/2008 v

[CIHide details of private appaintments

[ K ] [ Cancel ][ Presview

fselect preferred printer and desired options
ficlick OK

To edit print style options:

fclick File and select Page Setup
fclick on the style to edit

Daily Skyle

Weekly Style

Manthly Style

Tri-fold Styvle
Calendar Details Style

Memo Style

Define Print Styles,..

select desired options
ficlick OK

Note: At any time you can click on Preview or Print Preview to view the changes to the calendar.
You can also click on Define Print Styles to make your changes to the calendar print styles.
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V. CONTACTS

An Address Book is a collection of names, e-mail addresses and distribution lists used to store
information. Address Books simplify sending email. On the exchange server an address book
called the Global Address List is available to you. On your drive your personal address book is
called Contacts. A name added to this book is referred to as a Contact.

A. Using the Global Address List

The Global Address List contains the e-mail addresses of all the people on the Pace network.
You can choose a specific address list under the Show Names from. After you have chosen the
Address List you can then select a Name.

Select Names E]

Type Mame or Select From List: Show Names from the:
| Global Address List v

Asnsnson, Aaron J. (212) 346-1735

aron- Albanese, Rebecca A,
Aaron, Stacey L.
Abady, Abraham Aaran v

Message Recipients
e

1. Sending an Email Using the Global Address List

fIclick Mail in the Navigation Pane | = Mai

lcreate a new message

fclick To in the message header

fiselect Global Address List from Show Names from
fIselect a Name

ficlick To

ficlick OK

T fill in the rest of your message and click Send

2. Adding a New Contact from the Global Address List

fclick Tools and select Address Book
fiselect the nameof the person in the Global Address List you want to add as a contact
ficlick File and select Add to Contacts
_Or_
firight-click on the selected name
ficlick Add to Contacts

A Contactwindow displays with the Name and Email of the person you selected.
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CONTACTS

[ Student11 420 - Contact CEX

! Fle Edt Vew Insert Format Tools  Actions  Help

il saveandclose Igh | & ) | ¢ o 50y G-

y - ! i S snaglt (2 | window

IM address;

Fhone rumbers

=) \
=) \
\
\

[ Business...

[Home....

[wsressror |[7)]
[ Makile... ]B

Addresses

)

[[1This is the mailing

address

Gereral | Detals | activities | Certificates | Al Fields

[Fulpame... | [Btudent11 420 | emal.. (7]
Job title: \ \ O Display as: Student11 420 (11P420@class,com)
company: \ | J“ webpagesidhess: |
File as: 420, Student11 | l:|

flenter any other information
ficlick Save and Close
click [E] to close the Address Book

B. Using Contacts

Information such as email addresses, phone numbers, etc. can be saved for any individual in or
out of your organization. The information, also known as Contacts, is stored in your Contacts

folder.

1. Opening the Contacts Folder

ficlick Contacts in the Navigation Pane

The Contacts Foldewindow displays.

P Ele Edit Yew Go Tooks  Acions Help

facdiew - 3 X | ¢ 6 5 - |[Bornd] a3 1vpe acontsct o ind

&—| Contacts

-leof

} & snaglt &' | window - !

Contacts - Microsoft Outlook E‘@‘El

Type s question for help =

Look For: v SearchIn~

|C—

Cortacts

Find Now Clear Options © X

My Contacts Contacts 420 - Tum BB
[85 Contacts &
123
e 420, Student11 Powell, Jim Smith, James
E-mall: L1P420@class com 1 Martine fve. 225 Martine Ave
@ address Cards wihite Plains, NY 10606 White Plains, Y 10660
) Detalor Aedrass Carte Brown, Mary Ann United States of America United States of Americ:
O o 3 E-mail: mabrown@acl.com Business: (914) 452-9054 Business: (10601) 555-9999
Phone List Hore:! (914) 555-1234
O By Category Clark, Super E-mails jpow@pace edu Tumminedli, Anita . G
) By Company E-mail: super@aol.com Business: (814) 655-9874
Ny E-mails ace@anl, com
) By Location L P
m
© By Followup Flag 123 College Ave
Wt Berton, Ma 110327
Open Shared Cortacts. || |jted States of America
[re—— =]
| Mail
global group o "
"] calendar Members, Board
(w]
&=/ Contacts o
= Business! (914) 452-4054 ™
/] Tasks E-mail: Irene@optoning. ...
=]
»
e L= P 3
11 Items | 0] oniine

Note: The Contacts window displays your contacts in the last selected contact view.

2. Adding and Saving a New Contact

It is easiest to be in the Contacts window to add, edit or delete contacts.

ficlick Contacts in the Navigation Pane
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ficlick New g5 on the toolbar

The New Contactvindow displays.

= Untitled - Contact

EEX

i Fle Edt View Insert Format Took  Actions  Help
i [l saveandcClose Iy | & 0 | ¥ B S @] & - -!

Genersl | Detals | Activies | Certficates | Al Fields

o [5]

Job Hitle: 3‘ Display as:

Company: & web page address:

File as: 5 IM address;

Contact: Cateq: Private [ ]

fitype contact’s full name in the Full Name field
ftype contact’s email addressn the Email field

fpress Tab key to display contact’s name and email address in the Display as field

f'type in any other information you want to enter for the Contact

Note: The General tab in the Contact dialog box is where required information (e.g., full name, email

address) must be entered. The other fields are optional.

To save the Contact and close the window:

9iclick Save and Close on the toolbar

3. Editing a Contact

fidouble-click on a contactnamein Contacts Folder
f'modify the contact in the contactnamewindow
ficlick Save and Close

4. Deleting a Contact

fIselect a contactnamein Contacts Folder and click X to delete

_or_
firight-click on a contact nameand select Delete
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5. Viewing Contacts

Contacts - Microsoft Outlook EJ@|E|
i Fle Edt Yew Go Iools Acions  Help Type & question for help |+
Faduew - | 3 X | ¥ 6 &~ [[Bpend]) [ Type acontact tofing x| @l
i & snaglt [+ | window - l
ontacts Lok For: ~ SearchIn~ Contacts Find Now Clear Options X
k F hin~ Contact d I
My Contacts Contacts 420 - Tum FE I
85 Contacts &
o 420, Student11 Powell, Jim Smith, James \
urrent Yiew
E-mall: L1P420@class com 1 Martine fve. 225 Marting Ave
Address Cards White Plains, NY 10606 whits Plains, NY 10660 o
hite Pl hite P
) Detalled adldress Cardd Brown, Mary Ann Urited States of America Uried States of America
VIEW 8 ohone Lt E-mail: mabrown@anl,com Business: (914) 452-4054 (10601) 555-9999 LetterS tO
one List Home: (914) 555-1234 .
h | O By Category Clark, Super E-mail: jpow@pace. edu Tumminell;, Anita J. d | Sp I ay
C 0 Ces ) By Company E-mail: super@aol.com Busine (914) 658-9574 @
N E-mal: pace@aol.com
By Locatian
O prteann (on] contacts
By Follow-up Flag - fe
L Ma 110327
Ogen Shared Contacts... ¥ Initex es of America Business: (845) 445-8319
= fr dastedatn..
global group 5] -
ilvers, King
7] calendar Members, Board 1 Miarting fve.
= wihite Plains, NY 10606
S| Contacts United States of Ametica
= (<]
— Business: (914) 4524054 -]
/] Tasks E-mail: Trene@optoniine....
-Z )
RI=IL P >|[E8]
11 Teems |©] Online

Switching views in contacts:

Iselect the radio button for one of the 7 choices in the Current View Pane under the
Contacts folder

Note: Outlook has 7 ways to view contacts — Address Cards, Detailed Address Cards, Phone List, By
Category, By Company, By Location, and By Follow-up Flag. If the Current View pane is not
displayed, click View and select Arrange By, Show Views in Navigation Pane.

6. Finding Contacts

You can find contacts within your organization or search for contacts in your personal address
book.

a. Find a Contact

fclick reemr=tioind = on the toolbar
ftype the partial name a first or last name an e-mail or company name
fpress Enter

Note: If the contact is not found you get the message: Outlook cannot find the requested contact.

If Outlook finds more than one match you will get a message allowing you to choose which
contact to open.

Check Names @

Microsoft; Office Cutlook found more than one "cococcia”,

Select the address to use:

Mame Business Phone Office

Cocon , M. Brian
Cococeia, Prof. Ronald John

< >

Properties | [ Show More Names... | [ tew Contat... |
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b. Find a Contact by the Alphabet Buttons or Keyboard
By default you are in Address Cards view beginning at A

If you are not in that view:

click Address Cards under Current View in the Navigation Pane

fclick on the first letter of the last name you are looking for on the right side of the
window
_Or_

Tquickly type the first couple of letters of the last name (e.g., Be for Bellini)

¢. Find a Contact Using the Find Bar
This feature searches through your contacts.

Yclick ZoFind on the Contact’s toolbar

The Find bar displays at the top of the Contacts window.

| Look Far: |Pace | - |SEarch In = Contacks Find Mo Cpkions = =

fitype the partial name a first or last name an e-mail or company namef the contact
you want to find in the text box Look for
ficlick Find Now on the Find bar

All matches display in Contacts window.

To clear the find and view all contacts:
iclick Clear

7. Printing Contacts

Outlook offers six different print styles for the Contacts folder, depending on which view you are
currently in.

a. Printing Styles in Card Views

Card Style: Similar to the appearance in Address Card view.
Small Booklet Style: Prints contacts in card style, formatted to be folded into a
small booklet.
Medium Booklet Style: Prints in card style, formatted for folding into a medium
booklet.
Memo Style: Prints selected contacts, one per page. Includes all notes.
Phone Directory Style: Prints contacts in telephone style.

fiselect Address or Detailed Address Cards in Current View pane
fclick File and select Print
iselect one of the 5 above styles in the Print style box and click OK
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b. Printing Styles in Other Views
Table Style: Prints in column format.

fiselect a non Card view in Current View
fclick File and select Print
f Table Style is already selected in the Print style box and click OK

8. Distribution Lists

A Distribution List is an entry containing a selected group of contacts from the accessible
Address Books. Contacts must be added to the Address Book before creating a distribution list.

a. Creating a Distribution List

9iclick Tools and select Address Book
ficlick &4 and select New Distribution List
ficlick OK

The Untitled DistributionList dialog box displays.

FXE Untitled - Distribution List

Eile Edit W¥ew Insert TIoals Actions  Help

|l Save and Close | =5 v X @

Members ] Mates ]

Name: ||
Select Members.. | Addbew. | | |

L3 Mame E-mail J

There are no ikems to show in this view,

Categories... | | Private |

fitype distributionlistnamein the Name field

Where distributionlistnameis the name given to the Distribution List.
fclick Select Members

The Select Memberdialog box displays.

Select Members
Tiytols Wasvon or Sasct from List: ‘Sreces Madten Frien thesc:
| obesl Al Lint w
N Busiress Phoew ffice

155 Wil onisrence ~

163 Willkem Corfanercs #0TA

163 willsmConference
| AA
A AALSA

Aprafion, Aanon ],

Aanenson, Aaron 1. (212} M46-1735

Sz, Boude s

daron Albanese, Rebeccs &,

Aaron, Stacey L.

iy, Abeabiam fanon b
€ >

Furdel Ry et tion k<
Members ->

e
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fIselect adressbooknam&om Show Names from

fIselect the Namefrom the Name list

ficlick Members to add Nameto the distribution list
_Or_

fitype namein the Type Name text box

Repeat the above process for every contact you want to add to the list. When all names are
added:

fclick OK
fclick Save and Close
fclick [td] to close the Address Book

b. Editing a Distribution List

fclick Contacts in the Navigation Pane
fidouble-click on the DistributionListhame

Note: A double-headed icon on the right side '8 | denotes it is a distribution list and not a single
contact.

The DistributionListnamedialog box displays.

= Marketing Group - Distribution List
File Edt ‘“ew Insert Tools Actions Help
|l Save and Close | v iy X @ |-
Members ] okes ]
Marme: |Marketing Group
Select Members... | Add Mew... | Remove | Update Mow |
1| Mame E-mail J
S| Anita Bryant {gg@aol.com) gg@aol.com
6= John jav (jon@anl. cam) jon@anl, cam
= Mary martin {pan@aol.com) pan@aol,com
_comres.. | | prvate I~

To add new members:

9ficlick Select Members

fIselect adressbooknamé&om Show Names from

fIselect the Namefrom the Name list

ficlick Members to add Nameto the distribution list
_Or_

fitype namein the Type Name text box

Repeat the above process for every contact you want to add to the list. When all names are
added:

fclick OK
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To delete members:

fIselect the Name
ficlick Remove

To save changes:

ficlick Save and Close

c. Deleting a Distribution List

When you delete a distribution list, you are not deleting the information that is stored in your
address books. You are only deleting a group of names that make up the list.

fclick Contacts in the Navigation Pane
fclick on the DistributionListname

Note: A double-headed icon on the right side E denotes it is a distribution list and not a single
contact.

fright-click and select Delete

Note: You will not get any warning message when you delete because it was moved to the Deleted
Items folder. It is not yet permanently deleted.

9. Schedule a Meeting for a Contact

{select a contactnamein Contacts folder
fclick Actions and select New Meeting Request to Contact
_Or_
fright-click on a contact nameand select New Meeting Request to Contact
Tfill in the New Meetingvindow (see Creating a Meeting)

E Untitled - Meeting Q@@

{ Fle Edt Yiew Insert Format Took Actions  Help

fidgend [ 4 ] |4y 8. ||V Recurrence invtaton | 14X @ g
: 9 snaglt [ | window - | Remreme

Appaintment | Scheduing

Jameson Woodsrd (nwo@yahoe.co

Location: | Label: |[] hone w

Startumer | Tue 4/15/2008 v| [1zooem v| Clalday evert

End time: Tue 415/2008 v [izzoem |

[]Reminder; |15 minutes v show time as: | Il Busy v

Meeting Workspace... | [ This is an online meeting using:

Note: The contact’s email is already in the To: field.

1 click Send
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10. Sharing Contact Information

You can only share contacts if you are using the client version of Microsoft Exchange. You can
give different levels of permission to specific people to access your contacts. If you are given
permission you can access someone else’s contacts.

a. Sharing your Contacts:
ficlick Share My Contacts in Contacts in the Navigation Pane

The Contacts Propertieslialog box displays.

Contacts Properties

General Haome Page Outlook Address Book

=

Activities

Administration Forms Permissions Synchronization

Mame: Permission Level:

Anonymous Mone

Permissions
Permission Level: | None

[ creats tems [IFolder awner
[JRead items
[ create subfalders [JFolder visible
Edit iterms Delete items
® None @ Mone
) Own ) own
Oal Oall

To allow anyone access to your contacts:

ficlick Default in the Name box
fselect the level you want in the Permission Level list under Permissions

Mone

W

Cwiner

Publishing Editor
Editar

Publishing Authaor
Author
Monediting Author
Reviewer
Zontributar

MNone

To specify the people who can access your Contacts:

ficlick Add
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The Add Userdlialog box displays.

Add Users &‘

Type Mame or Select from List: Shows Wames from the:
| Glabal Address List v

| Hame Businsss Phone Offics

Agnenson, Azron J. (212) M6-1735

Aanouz, Bouchra

Aston- Albaness, Rebscea A,

Abady, Abraham Aaron

Abafian, Amandal.

Abalos, Regina Ramares

Abas, Yacine

Abato, Cristen T.

Abazadze, Ekaterine ~

< >
Add Users

select the address book from Show names from and click on the name
_or_
flenter the nameof the person you want in the Type Name or Select from List box
fclick Add under Add Users
fclick OK

You are back at the Contacts Propertiedialog box.

select the person you just added in the Name box

Tselect the level you want in the Permission Level list under Permissions
ficlick OK

b. Opening another Person’s Contacts
ficlick Open Shared Contacts in Contacts in the Navigation Pane

Open Shared Contacts @ EIE'

|

ficlick Name to select a name from the address book
ficlick OK

ficlick OK
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The Shared contacts display. In the Navigation Bar there is a new section named Other Contacts
displaying any shared Contacts.

My Contacts

5] Contacts

her Contacts
Shared Contacts [ [, grrmommrm

Current Wiew

(& Address Cards

(O Detalled Address Cards
() Phone List

O By Category

O By Company

Q By Location

O By Follow-up Flag

Open Shared Contacts, .
Share My Conkacks, .,
Custamize Current View...

Note: Shared Contact folders can only be viewed on the client version of Microsoft. They are not available
through the web access.

If the other person whose Contacts folder you want to open has not granted you permission to
view, Outlook prompts you to as

Microsoft Office Outlook

I 'E Unable to display the Folder, The Contacts falder could not be Faund,

ficlick OK

You must request permission from the user whose Contacts folder you wish to share.

c. Switching between My Contacts and Shared Contacts
fclick on contactnamen Other Contacts in the Navigation Pane

To return to your contacts:

fclick on Contacts in My Contacts in the Navigation Pane

d. Removing a Shared Contacts Folder

fright-click on contactnamen Other Contacts in the Navigation Pane
fclick Remove from Other Contacts
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VI. TASKS

The tasks manager in Outlook helps you organize, maintain, and track your tasks and projects.
The task manager can remind you of the status of current tasks as well as alert you about tasks

that are overdue.

fclick Tasks in the Navigation Pane
fclick File and select New
fclick Task

The Taskdialog box displays.

El Untitled - Task

i Fle Edt Wew Insert Format Tools  Ackions  Help
¢ |l save and Close | 1,

;ﬁ Tasks

1 | A¥Recurrence... | j#assion Task | #y %5 | X | @ E & snaglt [=1' | window

Task | Details

Subject:

Dus date:

Start date:

[C]Reminder:

Hone

Hone

| status;

Mot Starked

| Priority: |Normal v | % Complsts: |0%

E;

Owner: | Eajracharya, Ms. Shikha

Priva

e []

When managing tasks you can specify a variety of options in the task window.

Option Description

Status Assign the status of the task: Not Started, In Progress, Completed,
Waiting on someone else, or Deferred.

Priority Specify the priority level of the task: Low, Normal, or High.

% Complete
Reminder

Specify the percentage of the task that is finished.
Activate a reminder for the task.

Owner Shows the name of the person who created the task. If the task is sent

to another person, the recipient becomes the owner of the task.
Within the Untitled Taskdialog box the Task toolbar displays.

¢ |l Save and Close | Ll | AvRecurrence... | o AssignTask | 2y ¥ | X | @ E

1. Creating a task
ftype brief taskdescription in the Subject field

Press Tab to advance to each succeeding field.
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ficlick ¥ next to Due date field to select a due date for task
ficlick ¥ next to Start date field to select a start date for task
ftype the detail of the task in the text area

ficlick sl Save and Clase

2. Attaching a File to a Task

flcomplete steps to Creating a Task
Tclick U

The Insert Filedialog box displays

Lookin: |D My Documenks v‘ @ @ X i &~ Toos~

My Music

@My Pictures

My Recent
Dacuments

@

Desktop

=,
My Documents

o

My Computer

" Ne;;,um- File name: ‘ vl
yF’Iacss k Files of type: ‘AII Files v| Cancel
type the file nameand the qualifying path

_Or_
ficlick * next to Look in and select a file
ficlick Insert

The file’s icon and name appears in the text field.

B} Untitled - Task FEEX
P Fle Edt Wew Insert Format ook Ackions  Help

i saveandClose | 4 5 % (] | A0%Recurrence... | 2 Assion Task | 1 #% | X | @) ! & snaglt &' | window

Task | Detals

Subject: [ attaching » fis

Due dats: Mane v | Status: |Nnt5tartad V\

Start date:  |Mone | priotity: [Mormal v | % complete: 3

[Cremindsr: | ] [ | Ownet: [Bajracharys, Ms. Shikha
=

Test.doc (20 KEY

[ contacts... ] | | [categories... | | | erwvate (]

ficlick Save and Close

3. Recurring task
A task which repeats on a regular basis can be scheduled as a recurring entry.
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fopen a new task
{ifollow instructions for Creating a task
fclick *_*Recurrence...

The TaskRecurrencalialog box displays.

Task Recurrence E|
Recurrence pattern
O Daily (&) Recur every |1 weekis) on
(@) Weskly [J5unday [Ironday Tuesday [wednesday
O Marthly [ Thursday [CIFriday [ 5aturday
O vearly () Regenerake new task |1 week(s) after each task is completed
Range of recurrence
Start: |Tue 6/10/2008 v| @ noenddate
(VEnd after: |10 OCCURFENCES
(Endby: | Tue 8/12/2008 v
[ Ok ] [ Cancel ]

A Recurrence Patterman be scheduled—for Daily, Weekly, Monthly or Yearly. These options
allow a task to repeat on a regular basis for the scheduled recurrence pattern.

To select recurrence pattern for task:

click next to Daily, Weekly, Monthly, or Yearly under Recurrence Pattern
f'make desired selection from the additional recurrence options that display

To set time period for range of recurrence:

ftype the startdateof repeat pattern next to Start field under Range of recurrence
ficlick © next to a desired End option
ficlick OK and click Save and Close

4. Editing a Task
Edits can only be made for personally created tasks and any tasks that have been assigned to you.

fright-click desired task

[ o |
=4 Print

Reply

b

Reply bo Al
Forward

Mark Complete
Assign Task,

@'K'I&\‘i‘./‘l.

Cakegaries, ..

| Delete
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fclick Open

The Taskdialog box displays.

E Wy own task - Task

EE\Ie Edit  Wiew Insert Format  Tools  Actions  Help

|l Save and Close | & =5 (3% (] | £Recurrence.., | 3 Assign Task | 1y o6 | X | @ a & snaglt [ | window

Task | Details

Subject: | My own kask

Due date: Skatus) ‘Not Started v|

Skart dake: Priarity: % Complete: :
[[Ireminder: | | | | Owiner: |Ea]racharya, s, shikha

Make your modifications

[ Conkacks., ] | | [Categorles.‘.] |

| Private D

imake desired modifications
ficlick Save and Close

Note: Once a task has been assigned to another individual by you, the ownership of that task goes to
the assigned individual (i.e., recipient). You are unable to make further edits to that assigned
task. However, you will be able to monitor any additional changes made by the recipient. In
addition, tasks that are assigned to multiple individuals cannot be tracked at all.

To mark a task as Completed:

flopen desired task
ficlick « next to Status

Ed My oven task - Task

I Fle Edt View Inset Format  Tools  Actions  Help
il saveandclose | 4 4 0% (] | AC¥Recurence.., | g#iAssion Task | Sy % | X | @ E S Snaglt [& | windaw
Task | Details
Subject: |My own task
Due date: [rvone | status: [tiot Started v
Start date: Priority: INotStarted
nProEress
\Waiting on someone else :
[CJReminder: | | | |Deferred |Sh|kha
Make your modifications
l Contacts. .. ] ‘ | lcategories.‘. ] ‘ ‘ Private []

ficlick Save and Close
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The completed task will turn gray with a line through the task name.
5. Assigning a task

flopen a new task
{ifollow instructions for Creating a task
fclick sz Assign Task

The Untitled taskdialog box displays for assigning a task.

Ed Untitled - Task
I Fle Edt Miew Insert Format  Tools  Actions  Help
f:idsend | ) | G & | aOvRecurrence... 1 Cancel Assignment | X | @) i & snaalt 2] | window
Task Details
Subject:
Due date:  |None | Status;  |Maot Starked ~
Start date: | None ¥ | Priority; |Mormal | % Complste: |0% e
[¥]keep an updated copy of this task on my task list
[] Send me a status report when this task is complete
"
ftype the e-mail address of the individual you wish to assign a task

-Or-
fclick To and select from Global Address List
fitype a subject for the task
fclick [¥] next to Keep an updated copy of this task on my task list
fclick ¥ next to Send me a status report when this task is complete
ftype the detail ofthe taskin the text area
ficlick Send

Note: The recipient of an assigned task receives an e-mail message with the option to accept or
decline the task. The recipient also now becomes the owner of that assigned task.

6. Replying to a assigned task
The recipient of an assigned task will receive an e-mail notification in their Outlook Inbox.

To respond to the assigned task:
fclick Mail in the Navigation Pane

The assigned task will display as an e-mail message, but will have a task assignment icon i
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Within the e-mail message, options to respond to the task will display at the top of the e-mail
message: Accept or Decline.

Option Description

Adds the task to your Tasks folder and sends an e-mail to the

Accept
assignee informing him or her of your response.

Moves task to your Deleted Items folder and sends an e-mail to

Decline
the assignee informing him or her of your response.

To respond to task assignment from within the message:

fldouble-click the e-mail message in the Message Pane

| }:f_," Harris, Mr. Colin P. Task Request: Tasks Section Mon 6/9/2008 4:14 PM 17 ...

The Tasks Sectiodialog box displays.

Bl Tasks Section - Task
:Ele Edt Wew [nset Format  Tools  Ackions  Help

i Accept | X Decline | 4 A | s#assignTask | 1 | X | & - # - | @ H : & snaglt &1 | window

Task Details

Subject:  Tasks Section
Dus date:  Skarts on 6/9/2008, due on 5/10{2008

Ststus;  InProgress Priorky:  High o Complete: 0%

Owner:  Bajracharya, Ms. Shikha

Assigning a Task section

Options to respond to task from within the message display at the top of the e-mail message:
+" fAccepk | # Decline

fclick the desired response

If you select Accept, Outlook will display options to ‘Edit the response before sending’ or
‘Send the response now’.

Accepting Task El

' This kask will be accepted and moved into
the Tasks Folder. Do wou want to edit the

response before sending it?

() Edit the response before sending

(%) Send the respanse now

[ )4 l [ Canicel
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To include a comment with your response:

{select Edit the response before sending
f'type responsdn the message text box
Siclick Send

To send response with no comments:

fselect Send the Response Now
ficlick OK

The task now gets added to your task list. The task owner will receive an e-mail message stating
whether the recipient has accepted or declined the assigned task.

7. Viewing Tasks
There are eleven view options under Current View in the Navigation Pane.

Option
Simple List

Detailed List

Active Tasks

Next Seven Days
Overdue Tasks

By Category
Assignment

By Person Responsible
Completed Tasks

Task Timeline

To-Do List

Description

Lists all tasks with minimal details for a quick glance.

Lists all tasks with additional details such as categories and
percentage complete.

Lists all tasks that are still marked incomplete or overdue.
Lists all tasks that due in the next seven days.

Lists all tasks that are overdue.

Lists all tasks by the category.

Lists all tasks that have been assigned to other individuals.
Lists all tasks by the owner’s name.

Lists all tasks that have been marked as Complete.

Lists all tasks in the form of icons in a timeline view using
the start date and end date entries.

Lists all tasks with minimal details along with the to-do
items.

1 select the @ of the view option you desire
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Current View

{* Simple List

) Detailed List

() Active Tasks

O Mext Seven Days
() overdue Tasks
O By Categary

() Assignment

() By Person Responsible
() Completed Tasks
() Task Timeline
() To-Do List

8. Deleting a Task

a. Deleting a personally created task or a task that you assigned to other individuals
fidouble-click on a desired task
iclick Z in the Task toolbar
_Or_
fiselect a desired task in the Tasks Pane
iclick X in the main Task toolbar
Note: There is no delete notification for yourself when a task gets deleted. If you delete a task from

your list that you have assigned to another individual, no notification gets sent to the other
individual about the deletion.

b. Deleting a task that was assigned to you by another individual

Note: The following steps are for assigned tasks that have been accepted.

fdouble-click on a desired task

ficlick X in the Task toolbar

_Or_
fiselect a desired task in the Tasks Pane
ficlick % in the main Task toolbar

A Delete Inomplete TasKialog displays.

Delete Incomplete Task g|

The task. "Mew Task request” has not
been completed. What do ywou want to
do?

il

(%) Decline and delste

i Mark complete and delete
iDelete
I [0]4 l [ Cancel
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There are three choices when deleting a task assigned to you.

Option

Decline and delete

Mark complete and delete

Delete

fIselect an option
ficlick OK

9. Sharing a Task folder
Users can share their task folders

a. Sharing a Task Folder
fclick Share My Tasks

The Task Propertiesialog box d

Description

Declines the task and deletes it from your task list. It also

sends a notification to the person who assigned the task to
you notifying them that you have declined the task and it

remains visible on their task list.

Marks the task as completed and deletes it from your task

list. It also sends a notification to the person who assigned
the task to you notifying them that you have completed the
task and it becomes grayed out with a line through the task
name.

Deletes the task from your task list. It does not send a

notification to the person who assigned the task to you and
it remains visible on their task list.

if desired.

Cpen Shared Tasks, .,

Share My Tasks...
Customize Current Yiew. .,

isplays.

Tasks Properties g|

General Home Page Autodrchive
Admiristration Farms Permissions Synchronization

ame: Permission Level:

Harris, Mr. Colin P Revigwer

Gabriel Moreno Editar
Add... ] [ Remove
Permissions
Permission Level: | Mone ("3
[ create items [CIFalder owner
[read items

[ create subfolders [CIFalder visible

Edit ikems Delete kems

@ Mone @ Mone
O own O own
Cal Ooall
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ficlick Add

Add Users E|
Type Mame or Select from List: Show Mames From the:
|Global Address List v |
| Mame Business Phone Office

1 anference
163 William Conference 4074 3
163 WilliamConFerence
C=LY
] AALSA
Aanensaon, daron J.
Aanenson, daron 1
Aanouz, Bouchra
Aaron- Albanese, Rebecca A,
Abady, Abraham Aaran
Ahbajian, Amanda L. w
< |

e

(212) 346-1735

v

Add Users
ETEN |

iselect a user from the Global Address List
iclick Add

ficlick OK

fiselect a permission level for the user

Permissions
Permission Level: | Mone -
Cner
[ Create items |Publishing Editor

. ditor
[CJReaditems |Publishing Author

Author
[lcreate subfol Monediting Author

Edit ikems Revigwer
® Nore Contributor
O wn N
Oal Qal

ficlick Apply
ficlick OK

b. Viewing a Shared Task Folder

fclick Open Shared Tasks

Cpen Shared Tasks. ..
Share My Tasks...
Cuskamize Current View, .,

The Open Shared Taskialog box displays.

Open Shared Tasks

Coane ] | |

Cancel

ftype the nameof the user
_Or_
ficlick Name
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Add Users El
Type Mame or Select from List: Shows Mames from the:
|G|Dba| Address List v ‘

‘ arme Business Phone Office

151 nce
163 William Conference 4074 —
163 WiliamConference
CELYS
& ABLSA

Aanenson, Aaron J

Aanenson, Aaron J. (212) 346-1735

Aanouz, Bouchra

Aaron- Albanese, Rebecca &,

Abady, Abraham Aaron

Abajian, Amanda L.
< | >

<

Add Users
[ add-> || |

fiselect a user from the Global Address List
ficlick OK

Open Shared Tasks
Mame. .. ] |Silverstein Mr. Jason H. |
I Ok l [ Cancel ]

fclick OK

The shared task folder now appears under Other Tasks in the Navigation Pane.

I —

Iy Tasks

;"d Tasks (1) 5
;E Test

Other Tasks

7| Silverstein, Mr, Jason H,

Current Yiew
(®) Simple List
(O Detailed List
() Active Tasks
O Mext Seven Days
) Cwverdue Tasks
() By Category
O Assignment
(") By Person Responsible
) Completed Tasks
) Task Timeline
() To-Do List

£
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