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DRAFT COPY INTRODUCTION

INTRODUCTION

Microsoft Outlook 20071 s a Per sonal |l nformati on Manager.
your entire desktop. It includesneail, a task list, a calendar to plan your schedule, a contacts list
to organize the people in your life, andaeduling assistata be able to plan eetings at a
convenient time for all involved.

The Outlook software must be configured with the @sPace profile and server settings to send
and receive emailt is the responsibility of Pace systems users to agree to the terms and
conditions outlind in thePace University Appropriate Use for Information Technology Policy
and theElectronic Mail (Email) Policy and Procedures

GETTING STARTED
To open Outlook

ficlick Start
fclick All Programs andselectMicrosoft Office
fselectMicrosoft Office Outlook 2007

Note: Some computers have MicrosofOutlook accessible from the desktopf this is the case
double-click the icon - .

To exitOutlook
{click File and selecExit

A. Launching Microsoft Outlook on the Exchange Server
fdoubleclick / on the desktop

The Connect to emaill.pace.edialog box displays.

Connect to emaill.pace.edu

Connecting to emailt pace.edu

User name: € paceatumminelli_tmp e

Passwor d: |

[[]remember my passwor d

fitypeyour MyPaceRasswordand clickOK

Note: Users who configure their Outlook clients to remember their password will not get this dialog
box.

ficlick & next toMailbox i your usenameif your folders are not visible

User Services Department 1



MAIL DRAFT COPY

II. MAIL

A. Email Messages

Microsoft Outlookconsists othreepanes:

& Inbox - Microsoft Outlook - = x
File Edit View Go Tools Actions Help Type a question for help =
EANew - | i 23 X | SaBeply (5 Replyto Al (5 Forward | 85 ¥ | [ Send/Regeive - [ | [ Search sddressbooks - | @)

« |2 Inbox Good Morning To-Do Bar o X
A £ ] = || Anita J. Tumminelli [ajcbt@optonline.net LI 2
Arranged By: Date Newestontop | Sun 1/13/2008 206 PM SOV TVES

123 45

Anita 1. Tumminel i 6 7 8 91011 12

Mail Folders 2 SR = L A8 o A D
| Anita J. Tumminelli 207PM Welcome to the Outlook class. 02122232425 %
£] All Mail Items - Good Mormin g 27 28 29 30 31
Ma|l =) 85F Mailbox - Studenti2 =
© (5 Deleted Items (7)
(7| Drafts [10]
Folders 3 oo 1
a

da
K & Deleted Items
[ Inbox (12} -
1 Mail
55 catendar
8] contacts
7] Tasks
M= e =
1ltem This folder was last updated on 1/7/2008. g Disconnected ~
Navigation Message Pane Reading Pane To Do
\_ Pane J\_ VAN I\ Bar )

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

Pane Description

Navigation Pane Provides navigation to all parts 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 fadécted in the
Navigationpane.

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

To-Do Bar Displays the Date Navigator, upcoming appointments and task:

Note: If the Readingpane does not display, clic View and selectReadingPang then click Right. If
the Navigation panedoesnot display, click View and selectNavigation Pane If the To-Do Bar
does not display, click View and select T®o Bar.

2 User Senices Department



DRAFT COPY MAIL

1. Viewing an Email Message
Email messages can be viewed in two ways.

fclick Mail in theNavigation Pane| = "
{select thanessagandthe body displays in thReading Pane
_Or_
fdoubleclick the messagéen theMessagePaneto open it in a separate window

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

| SiNew - | g3 (23 X | CxReply (i Replyto All i) Forward | BY W | 1 Send/Receive + [ | [} Search addressbooks - | (@) =

Option Degcription

Silew Openghe Untitled Messag&indowto compose a new
message.

|
Prints the current message.

A Moves email from one folder to another.

x Movesselectednessageto the Deleted Items folder

_aReply Replies to the sender dfd email.

~§iReply to Al Replies to the sender and all users on the recipient list.

5 Forward Forwards the current message to another user.

|

Allows user to categorize messages, contacts, tasks, etc. by

name/color.

v Flags a message for follewp action.

- sendiReceive - Downloads new messages fremail.pace.edu

) Creates a rule for incoming mail.

T Opendgo the userf\ddressBook: Global Address List

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

- Provides adxtbox to type an Outlook related question or

topic. The Search button accesses Outlook Help and
displays help options in a series of hyperlinks.

User Servica Department 3
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2. Sending an Email Message
To create a new email message:

ficlick adnew -
_Or_
ficlick Actions and selecNew Mail Message

TheUntitled Messag&indow displays.

1) |
g/ -
— Message Insert Options Format Text 7]
EwiETEE) | (3] @ 8 e W | AF
e 0 !
B 7 U|® \ -|[= = =|[z= =|| Address Check Follow Spelling
— — Book Mames | up~ B
Clipboard ™ Basic Text MNames Include Options = || Proofing
=
Send
Message
-A(munt -
Header
Subject:
&
=
Message
Body
-

Within the Untitled Messagéialogbox theMessage tab displays by default.

a1

Untitled - Message (HTML)

)\ d

b
— Message Insert Options Format Text Add-Ins

Arial -l - AN A2 &L SSH %jl 0 = =4 -
IAGE
te B [ U|®- A -||= = =||£E ££| Address Check Follow Spelling
J — = — Book MNames P2 Up~ -
Clipboard M= Basic Text F} Mames Include Options ™ || Proofing

The Message tab is organized into 6 groups: Clipboard, Basic Text, Names, Include, Options,
andProofing. Within each group acmmmands related to creating messages.

To send an email:

fityper eci pi ent O sinteefroefield addr ess
ftypebrief email descriptionn the Subjectfield
ftype thebody of the email message themessage bodyane

fclick
Send

4 User Senices Department
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3. Receiving an Enail Message

ﬂC"Ck -j5end/Recsive ~
_Or_
ficlick Tools and selec6end/ReceiveSend and Receive All

Note: Email mesages are listed in the Messad®ane and new messages appear in bold.
4. Configuring to Schedule an Automatic Send/Receive

Outlook can automatically check tbnail.pace.ed server for new messages.

ficlick Tools andselectOptions and clickMail Setup tab
fclick Send/Receivébutton
ficlick the checkbox next t8chedule an automatic send/receive eveanderSetting

for group AAlIl account so
ftype 15in theminutes box

fclick Close

ficlick OK

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

5. Replying to an Email Message

fdoubleclick an existing email message
click Reply or Reply to All

fitype aresponsen the message body pane
ﬂc"ck =1 5end

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

6. Deleting an Email Message

{selectan email message

ficlick Edit and selecDelete
-Or.

fright-click and selecDelete

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

firight-click on Deleted Itemsfolderin the Navigation Pane
selectEmpty HfADelodolderd |t ems

A message displays Ar e y ou s u rpermanently delete alktthe tems and
subfol ders i n Ofchleg0?0Del et ed |t ems

User Servica Department
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To PERMANENTLY delete
ficlick Yes
If you change your mindnd you do not want to delete the message(s):

ficlick No
Note: If you click Yes, he items arepermanently 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 t8ending an Email MessagebutDO NOT pressSend
ficlick [ inthdnclude group on theMessage tab

Attach
File

Thelnsert Filedialog box displays.

v| @ B XCiE-

fitype the file name and the qualifying path
-Or.

fibrowse to find the file to attach

fiselect the file to attach

ficlick Insert to attach the file

The file's icon and name appears in Atteached field.

ficlick Send

b. Receiving Attachmens

If a message has an attachment, a paper clip icon appears to the le§ ef thel mluninsn the
Messageane

—-3' ] Babette Kro... Re:Ihad time - searching Wed 3/5/2008 ... 1MB [:] business
—4 10 Anita ). Tum... FW: aTa, Jessica Baer, Lucy Barnard, Barnard, Bruce, Baumann, Alex B... Wed 3/5/2008 ... 34 KB C]E] Yellow ...

6 User Senices Department
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To view attachments:
fopen a message with an attachmenhe Message pane
An icon appears to the left of the file name in Ateachments text box.

The following is a message with attachment icons.

From: Babette Kronstadt [bzkrons@yahoo.com]
To: Anita J. Tumminell
Cc Russakoff, sylvia
Subject: Re: T had time - searching
| Message | ] edsitement.doc (440 KE) 8 standards Alignment.doc (556 KB] ] thinkfinity grant.ppt (143 KB)

To preview the attachment: -
ficlick on anattachment icon )

fithe alert message displays

| Message | ]2 filter formatted.docx (208 KE)

/f\  Youshould only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete, up-to-date content, open the file.

Preview file

Always warn before previewing this type of file.

ficlick Preview file

To return to the message:
ficlick onMessageicon M= |

To open or save the attachment:

{ldoubleclick on anattachment icon EJ

The Opening Mail Attachmertdialog box displays.

Opening Mail Attachment E|
“:/ ‘ou should only open attachments From a trustworthy source.
"

Attachment: day13,JPG From Inbox - Microsoft Outlook,

‘would you like ko open the File or save it to your computer?

[ Open ] ‘ Save | Cancel

[¥] Always ask before opening this kvpe of file

The following options are available:

Option Explanation
Open Launches the associated application. The file only opens if the

application necessary is available the computer.

User Servica Department 7
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Save Opens th&save Asvindow to specify the location to save the file.
Cancel Cancels any option and returns you to the message.

{select arOption

8. Recalling an Email Message

You might want to recall a message you have sent. Recallingssage is only possible if the
recipient isogged on to Outlook through the Exchange Serverhasdot read or moved the
message from the Inbox.

fclick theSent ItemsFolderin theNavigation Pane

fdoubleclick the message you want to recall to ofien

ficlick Other Actions and selecRecall This Messagen the Actions group from the
Message tab

TheRecall This Messag#ialog box displays.

Recall This Message @

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 yvet read this message,

ArE yau sUre you want bo
(#) Delete unread copies of this message

() Delete unread copies and replace with a news message

[#] Tell me if recall succesds o Fails For each recipisnt

I O H Cancel ]

fselectDelete unread copies of tis message

_or_
fselectDelete unread copies and replace them with a new message
fselectTell me if recall succeeds or failsf you want an email notifying you
ficlick OK
fclose message

Note: You canonly recall messages if the recipient is logged on to Outlook through the Exchange
Server and has not read or moved the message from theblox.

If you choose to be notified, you will get a message in your Inbox with a sisgsstage Recall
Successoriginalmessagesubject

fopen the message with subjdtitssage Recall Successiginalmessagesubject

8 User Senices Department
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o Message Recall Success: recll - Report Q@]EI

i Fle Edt Wiew Insert Tools  Actions  Help
promard | | 23 X+ - o -@ i
From:  Studentz 917 Sent: Tue 4/15/2008 §:50 AM

Tor Student13 917
Subject: Message Recall Success: recll

Hour message

To Studentz 917
Subject: recll
Sent: 4/15/2008 8:45 AM

was recalled successfully on 4/15(2005 & 50 AM.

fthemessage tells you the status of theahe
fclose the message

9. Message Receipts

With some messagg®u may need to be notified if and when the recipient eittats or
receives the messages.

ficreatea new message

;’E,'a‘-. =] ¥ )= Untitled - Message (HTML) - = X
L Z
Message Insert Optians Format Text Adobe PDF (7]
v 8 B4 AaPlain Text 0 1 T
As n - - | 1= V| Requesta Delivery Receipt =4 T &
... 2 1% =4
[a]- =4 B (A8 HTML A
Themes Page Show  Show h Use Wating Request a Read Receipt Sawe Sent  Delay Direct
- [C) | corar B Fram || Az RichText | guttons - & 2 Ttem = Delivery Replies Ta
Themes Fields Farmat Tracking e} Mare Optians e}

This message has not been sent,

j
Subject:

Altached: |8 shikha Bairachanyasct (5 KEI

-] v &

PACTE Shikha Bajracharya
EnivEREITY  SUpErvisor
! User Services
Division of Information Technology

4 — L | »

To receive an email when the message asnnehe recipients Inbox:

ficlick Request a delivery receiptinderTracking group

@':I’g’ ' Request a Delivery Receipt

Use Woting [ ] pequest a Read Receipt
Buttons =

Tracking F]

f'complete the steps f@ending an Email Message

Note: You will receive an email message from the System Administrator when the person receives
the message. After you redthe message from the System Administrator, your original
message (in the Sent Items Folder) will nowave Tracking in the Show group on the Message
tab. Click on Tracking to seethe delivery date.
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Dﬂ\ =] * ¥ |7 check - Message (HTML) - = X

i) =

- Message Add-Ins @
3 . 23 Mave to Fe . =] aorize *

(¥ Message 3 % i& x (23 Move to Folder [ B2 categorize F

4] Tracking ¢ - [ Create Rule ¥ Follow Up ~

Reply Reply Forward Delete . Junk Find

to Al ] Other Actions = | |E_mail = -

Show Respond Actions Options

{3 Mark as Unread
&

This message was sent on 5/16/2008 12:40 PM,
Status Totals: read by 1 recipient; delivered to 1 recipient

Recipient Delivery Read
Student2 420 Deliverad: 5/16/2008 12:40 PM Read: 5/16/2008 12:41 PM
Student 11 414 Delivered: 5/16/2008 12:40 PM

To receive an email when the user opens your message:

fclick Request a read receiptinderTracking group

Q’g Fequest a Delivery Receipt
Useoting ] Request a Read Receipt
Buttons -

Tracking i

f'complete the steps f@ending an Email Message

The recipient receives the following alert when opening oy@ssage you requested a read
receipt for:

Microsoft Office Outlook

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

{.}

[ oon't ask me about sending receipts again

[ es I [ Mo ]

Note: You will receive an email message if thperson chooses to send you notification. After you read the
message, your original message (in the @dtems Folder) will now haveTracking in the Show group
on the Message tab. Click on Tracking to sethe read date

* F |5 Please read this - Message (HTML) - = %

/ -
j Message Add-Ins '!’)

3 \ . EENNY . v -
¥ Message 3 i ,;‘); x L} Move to Folder g &, safe Lists - %E v gj 84
£4] Tracking - v - [ Create Rule
Reply Reply Forward | Delete ) Black Jot Jun Categarize Fallow Markas | Find
to Al ] Other Actions = || sender - Up~ Unread

Show Respond Actions Junk E-mail & Options &

This message was sent on 5/16,/2008 2:47 PM.
Status Totals: read by 1 recipient

Recipient Read
Student2 420 Read: 5/16/2008 2:47 PM

10. Signatures

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

a. Creating a Signature

ficlick Tools and selecOptions
ficlick | Mail Farmat | tab
ficlick Signatures
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TheSignatures and Stationedyalog box displays.
E-mail Signature ‘ Personal Stationery
Select signature to edit Choose default signature . |
2
<
New
o B u E =E = | [mdsu card | [
fclick New
ftype aSignatureNaman the New Signaturelialog box
WhereSignatureNameis the name given for the signature.
ficlick OK
fitype Signaturd nformation in the Edit Signaturebox
WhereSignaturelnformationis the information to be attachedtte email.
{formatSignaturd nformation as desired
ficlick OK
ficlick OK
b. Editing a Signature
ficlick Tools and selecOptions
ficlick | Mail Format | tab
ficlick Signatures
fIselectSignatureNameto edit
fedit Signaturdnformation in Edit Signature field
fclick Save
click OK
fclick OK
User Servica Department 11
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c. Deleting a Signature

ficlick Toolsand lectOptions
ficlick | Mail Format | tab

fclick Signatures
fselectSignatureNameto delete
fclick Delete

A message display§Are you sure you want todelete the selected signatuf®

ficlick Yes
ficlick OK
ficlick OK

d. Adding a Signature to a Message Automatically

1 click Tools and selecOptions
ficlick | Mail Format | tab

fclick Signatures
{selectSignatureNameto add

fselect &SignatureNamdrom New messagem theChoose default signaturesection
-and/or

fselect &SignatureNamdrom Repliesforwards in theChoose default signature
section

ficlick OK

ficlick OK

Note: You can select and edit the signature in the message body at any time. You can also create
new signatures from within a message bylicking Insert and selecing Signatures from the
Message tab.

11.Out of Office Assistant

The Out of OfficeAssistant is designed to generate automatic replies to messages sent to you
whenyou arenot in your office antbr you arenot checking emailyou can set it up so that
Outlook automatically sends a response to anyone who sends you an email lettingatvem kn
you areout of the office

a. Turning On the Out of Office Assistant
ficlick Tools andselectOut of Office Assistant

Out of Office Assistant

() Do net send Cut of Cffice auto-replies
(&15end Qut of Gffice auto-replies
[Jionly send during this time range:

Autar-reply once for each sendsr with the fallowing messages:
B 1rside 1y organization Q Outside My Crganization (On)
Tahoma v v B r O AISEEE

L am currently out of the office.
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fclick the radio button next t8end Out of Office autereplies
To set an automatic time range:

{IselectOnly send during this time range
flenter start and end date/time

Note: If you do not specify a start and end time, auteeplies will remain active until you change it.

fclick Inside My Organization tab
fitypeyourmessage
-and/or
fclick Outside My Organization tab
fselect the check bakuto-reply to people outside my organization
ftypeyourmessage for outside
fclick OK

Note: The message with Out of Office AutoRephBubjectis sent only once to each user. If a user
sends another message to you before you disable the Out of Office Assistang, th won o6t be
notified again.
b. Turning Off the Out of Office Assistant

The next ti me you daleonmessagenlthe bokom righbobitibelwindog e t
asking if you want to turn off th@ut of Office Assistant.

fopenOutlook

Click here ta change Out of Office auto-reply setting:

;J Out of Office auto-replies are on ’_]
5

£3 Online with Microsoft Exchange  gal Out of Office ™

fclick on theOut of Office icon on the bottom right of the window
ficlick Turn off Out of Office auto-repliesfrom the popup menu

If Outlook is still open:

At the bottom right of the Outlook window there is a status icon stating you are Out of Office:

v click on Out of Office &l out of Office

The popup menu displays:

Qut of Office Assistant. ..
Turn off Qut of Office auto-replies [
:] Out of Office =

ficlick Turn off Out of Office auto-repliesfrom the popup menu
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12.Categories

a. Assignng a Category to a Message

fclick amessagen thelnbox
click Edit and selecCategorize,select acategoryfrom theCategoriesmeru
_Or_
ficlick & Categorizeon the toolbaandselect acategoryfrom theCategoriesmenu

]
N (7]

Create Categary Search Folder...
Haliday

Blue Category

Green Category

Orange Categary

Purple Categary

Red Category

Yellow Category

SO EeDOoed .

All Categories..,

Set Quick Click...

Note: The first time you assign a category a Rename dialog box displays. You can type a new name
in the Name field, change the color and/or add a short cut key. Ckcyes.

Rename Category

This is the First time you have used "Blue Category." Do you wank ko
rename it?

Name: |Blue Category

Colar: C] “ | Shorkcut Key: | ({Mone) R

b. Removinga Category from a Message

ficlick on amessagen thelnbox
fclick Edit and selecCategorize,selectthe categoryto remove it
_Or_
ficlick &= Categorizeon the toolbaandselectthe categoryto remove it

c. Changingan Existing Category Name

fselectEdit and selecCategorize,selectAll categories
_Or_
ficlick 55 Categorizeon the toolbaandselectAll categories

TheColor CategoriedDialog box displays.
Color, Categories @E

Ta assign Color Categories ko the currently selecked ikems, use the checkboxes next to each
category, To edit a category, select the category name and use the commands bo the right,

Mama Shortcut key New...

@] Y

Dgr=

[]1[2) Orangs Category

(@) Purple Catagory e

[0 Red Category

[0 vellow Catagory =] v
Shorteut Key:
(Mone) v
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fclick categorynameyou want to change
fclick Rename

fitypenewname

fclick OK

d. Adding a NewCategory

fselectedit and selecCategorize selectAll Categories
_Or_
ficlick &= Categorizeon the toolbaandselectAll categories

TheColor CategoriedDialog box displays.

Color, Categories EJ&l
To assign Color Cakegories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and Use the commands ko the right.
Mame Shorteut key Mew, .,

[1 () Business

et

[][0) orange Category

[ (@ Purple Category

Colar:
1 (@) Red Category
117 Yellow Cateqory @ b

Shortedt Key:

(None) v

fclick New
The Add New Categorglialog box displays.

Add New Category
Mame: |
Color; C] | Shortout Key: | (Mone) w

Cancel

fitypenew category name

fchose acolor

f’chooseashort cut keyif you want one
ficlick OK

e. Remove a Category from the Master Category List
fselectEdit and selecCategorize selectAll Categories
_Or_
ficlick &= Categorizeon the toolbaandselectAll categories

User Servica Department
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TheColor CategoriedDialog box displays.

Color, Categories

P

To assign Color Catsgories to the currently selected items, Uss the checkboxes next ko each
category. To edit a categary, select the category name and use the commands to the right.

DRAFT COPY

Name Shorteut key Hew..
[0 business
10 creen catemory
S g Orange Category
Pace
Color:
() [Project 2006
[ (@) Purpls Category o] b
1@ Red Category Shortcut Key:
() vellow Categary (Mone) v

fselectcategory nameyou want to delete
fclick Delete

The below message displays.

Microsoft Office Outlook

'E Are you sure you want to delete the category "Project 2006"7 Deleting this cateqgory remaves it from your categaory list but does nat affect vour

previously categorized items.

ficlick Yes
ficlick OK

Note: In the Categories window the category you deleted still displays with (not in Master Category
List) next to it if it has been asigned to messages. If you have already assigned messages to
that category it will not be removed.Only the name not the color of the category will display.

f. Viewing by Categories
ficlick View and selecArrange By, Categories

13.Flags

Flags make it easier tdentify 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. Flagged messages crdatiéets.

There are five predefined flags: Today, Tomorrow, this Week, Next Week, and No Date. The
custom flag option allows you to specify any date you want.

a. Flagging a Message

ficlick on a message

5 Inbox o~
1% [ 8 From Subject Receive d Size Categories v
1"l Enita 1 Tummi... FW: Canfirmation Wed 4/33/3008 .. 341 kB
(3 Susan_Oliva.. Re:Socter..Soccer. Soccer Mon3/31/2008 .. 15KB () business ¥

i
(5 0 Anit: ummi W: T had time - searching Thu3/6/2008 7:0... 1MB  [TJ Green Caten... W
4[] Telecharge.com Save 50% on Christine Baranski and Bradley Whitford in BOEING-BOEING ~ Thu 3/6/2008 5:... 30 KB \'d

{4 Jacob Burns F... JBFC E-Bulletin 03/06/08 Thu 3/6/2008 4:1... 90 KB
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firight-click Follow Up ¥ and select 8ag optionin theStandard toolbar

¥ Ioday

Y Tomorrow

N Thiseek

N Hestiweek

¥ Mo Date

?’ Custam..,

2 Add Reminder..
" Mark Camplete
Cleat Flag

Set Quick Click...

Note: Flagged messages are displayed in tAask list, in the To-Do bar.

b. Marking a Flagged Message as Complete

fcl i ck on tFlagStatngcers ¥ M ¢hélisbox
f'the flag changes to a check m +

Note: The date that the item was marled complete is displayed in the InfoBar of the open message
and in the Completed Tasks view in the Task window. Messages marked as complete are
removed from the Task list in the To-Do bar.

c. Viewing Flagged Messages

fclick View andselectArrange By, Show in Groups
1 click View andselectArrange By, Flag Dueor Start Date

Date

Conversation

Erom

To

Categories

Flag: Start Date
«  Flag: Due Date

Size

Subject

Type

Attachments

E-mail Account

Importance

Custom...

v Show in Groups

d. Seting a Reminder with a Flag
fright-c | i ¢c k on tFlagStatngcers ¥ @ ¢éhélisbox

Today
Tomorrow

This Week

Mo Date
Custom...
Add Reminder...

A\ d

\d

\

Y MextWeek
A d

¥

a

v

Mark Complete

Set Quick Click...
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fselectAdd Reminder

The Customdialog box displays.

Flagging creates a to-do ikem that reminds vou to Fallow up, After vou
follow up, vou can mark the to-da item complete.

Flag to: Follow up “
Start date: |Saturday, May 03, 2008 W
Due date: | Sunday, May 04, 2003 v

Reminder:
Sunday, May 04, 2008 w | |4:00PM w b

%) [om )

{select astart date anddue date
{select when you want to be reminded
ficlick OK

Note: A Reminderdialog box will appear on the date and time you selected for follow up of the
message.

e. Removing a Flag

fright-c | i ¢ k on tFlagStatngEcers ¥ @ ¢éhélisbox
fclick Clear Flag

Note: The flag is removed and the task is removed from the FDo Bar.
B. Folders
Folders can be creaténlstore email messages and to keep them organized.

1. Creating Folderson the Exchange Server
WhenExchanges configured, folders can be created onRheeExchangeserver. The
advantages for creating foldess the Exchange servare as follows:

ffolders createdn Exchangeare accessible from the Web interé
{folders and email messages stored orPéee Exchangserver are backed up daily

The followingguidelines should be followed when creating folders:

fifolders should be created without spaces in the name

fifolders should be created at the top level (offlailbox-yourusernamég, NOT within
otherfolders

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

18 User Senices Department



DRAFT COPY MAIL

a. Adding a Folder

To create a folder on the Pace Exchange server:

firight-click Mailbox - yourusernameand selecNew Folder

TheCreateNew Folderdialog box displays.

Mame:

Folder contains:

Mail and Post Ttems

Select where to place the folder:

+ £ Mailbox - Studenti 420
# 3 Personal Folders
+ = Public Folders

ftypefoldernamein theNamefield
Wherefoldernameis the name given to the new folder.

fclick OK

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

The folders created are displayed in the Folder List

Mail Folders £
2] All Mail tems -

=] ‘r:,-\i Mailbox - Tumminelli, Anita
[J Created folder Contracts
= (3 Deletad Items
[_d Documentation
7| Drafts [4]
[ Inbox 1)
L@ Junk E-mail
[ Mew on line
4] Outbox
[J Personal
L[| RS5 Feeds
=] Sent Ttems
[ Test Folder
i LG Search Folders
= &3 Personal Folders
(&) Deleted Items
[ Mew folder an Personal
L3 search Folders

b. Renaminga Folder

firight-click on a foldernameunderMailbox T yourusername
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Mail Folders
£ All Mail Items

=] 15:,-5 Mailbox - Tumminelli, Anita
2 3 Deleted ltems (2)
|1 Documentation
L7 Drafts [3]
L) Inbox
L@ Junk E-Mail
L[] Outbox 3]
L] RSS Feeds

= !
4 LE Search Folders
= =3 Personal Folders
[ contracts
@ Deleted rems
L3 Search Folders

fIselectRenamefifoldernamed

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

ftypenewfoldername

fpressEnter

c. Deleting a Folder

fright-click thefoldernamein the Folder List
fselectDeletefifoldernamed

Wherefoldernameis the name of the folder that is to be deleted.

A message displays A r e
of its contents into the Deleted Items folde? 0

fIselectYesto delete

you

2. Creating Personal Folders

Fol

ders can

a l

SO

sur e

be

you

created

widoldérnarhadandineoVealt e t

Wi

t hi

n Outl

local PC and do not affect email.pace.eduasl quotas. Folders createdthin Outlookd s

Personal Folderare not accessible from the Web interface.

a. Adding a Folder

To create a folder i©utlook:

fright-click on Personal FoldersunderMail folders in theNavigation Pane

fiselectNew Folder

he

ook ods
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TheCreateNew Folderdialog lox displays.

Create New Folder

Hame:

Folder cortains:

Mail and Post Ttems

Select where to place the folder:

€45 Mailbo - Studentl 420
25 Perscnal Falders
5 Public Fokders

PR

fitypefoldernamein theNamefield

Wherefoldernameis the name given to the new folder.

fclick OK

MAIL

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

b. Renaminga Folder

Mail Folders
2] All Mail tems

=] ‘r:_,-\i Mailbox - Tumminelli, Anita
[J Created folder Contracts
= (3 Deletad Items
[ Documentation
7| Drafts [4]
[ Inbox 1)
L@ Junk E-Mail
[ Mew on line
4] Outbox
[d Personal
L[ RS5 Feeds
L3 Sent Items
[ Test Folder
H L@ Search Folders
= 5§ Personal Folders
(&) Deleted Items
[ MNew folder an Personal
L3 search Folders

S

fright-click on afoldernameunderPersonal Folders

Mail Folders
2] Al Mail tems

=] ‘E;;‘ Mailbox - Tumminelli, Anita
® 3] Deleted Items (2)
|1 Documentation
7| Drafts [3]
L] Inbox
L gl Junk E-Mail
L] Outbox [3]
LE]| RS55 Feeds
L= Sent tems
[ test
H L0 Search Falders
= &3 Personal Folders
[ contracts
3 Deleted Itams
L& Search Folders

fselectR e n a rolderramed

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

f'typenewfoldername
T pressEnter

c. Deleting a Folder

fright-click thefoldernamein the Folder List
{selectDelee fifoldernamed

Wherefoldernameis the name of the folder that is to be deleted.

A message displayjs Ar e you sure Yyou whiolldrnarhedandineovealt e t he
of its contents into the Deleted Items foldét 0

ficlick Yesto delete
C. Rules

All incoming messages are stored inltit@ox 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 discgisgip moved to a
specific folder.

1. Creating a Rule
fclick Mail in theNavigation Pane
ficlick Tools and selecRules and Alerts

TheRules and Alertdialog boxdisplays.

Rules and Alerts @EJ
E-mail Rules | Manage Alsrts

[ Wew Rule... ChangeRule - 23 Copy... X Delete Run Rules Now... Options

Rule (applied in the order shown) Actions
Clear cateqaries on mail (recommendsd) )

Ruls description (click an underlined valus ta edit);
#pply this rule after the message arrives
assigned to any category
clear message's categories

[CJEnable rules on all RS Feeds

ficlick New Rulefrom E-mail Rulestab
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Rules Wizard

Stay Organized

Start from a template or From a blank rule
Step 1: Select atemplate

EX

| ,:: Move messages from someone ko a Folder

Stay Up to Date

[ Move messages with spedific words in the subject ko a Folder

[} Move messages sent bo & distribution list ko & Folder

K Delete a conversation

Y Flag messages from someone For Fallow-up

™3 Mawve Microsoft OFfice InfoPath forms of a specific bype to & Folder
3 Move RSS tems from a specific RSS Feed ko a Folder

;. Display mail from somenone in the Mew Trem Alert Windaw

Wl Play a sound when I gst messages from someone

.'! Send an alert ko my mobile device when I get messages from someone
Start from a blank rule

. Check messages when they arrive

=1 Check messages after sending

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives

From penple or distribution list
move it to the spedfied Folder

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

Cancel

{select a templatéom one of thepre-definedactions and conditionsnderStep 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 conversatio

Flag messages from someone
for follow-up.

Move Microsoft Office
InfoPath forms of a specific
type to a folder

Move RSS items from a
specific RSS Feed to a folder

Display mail from someone
in the New Item Alert
Window.

Play a sound when I get
messages from someone

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

Messagesire moved to specific folders based on
words found in the subject or body of the messag

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

Deletes messages based on specific words in the
subject header.

Flags a message from a specified sender avith
specific color

Moves a Microsft Office InfoPath form that you
received to a designated folder.

Moves RSS items from a feed to a designated fol

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

Plays a custom sound when messages are recei\
from someone.

User Servica Department
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Send an alert to my mobile  Sends Eert to cell phone when messages are
device when | get messages received from someone.
from someone

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

{selectMove messagefrom someone to a folder
fclick peopleor distribution list under Step 2underStep 2: Edit the rule description

Use theRule Addresslialog box to select the name or distribution list to apply to the rule.

Student Assistant ¥
Assistant Professor (914) 773-3935 Mark:

Prafessor (314)773-3303 Mark:

ftype thename
_Or_
fselectanamefrom an address boaknderAddress Book
ficlick From
ficlick OK
Under Rule description the followingsplaysin Appl 'y thi s rul e after the
juser@pace.edmove it to thespecifiedf ol der . 0

Wherejuser@pace.edis the name or distribution list chosen for the rule.
Once the name or distribution listselected the designated folder needs to be selected:

fclick specified underStep 2

Rules and Alerts @g]
Choose a folder

[ Created folder Contracts

# (5] Delsted Items

3 Documentation

(2 Drafts [2]

[ Inbox (1)

S 30urnal

L'l Junk E-Mail

[ Mew on line

|| Mokes

i) Cutbox

[ Personal 3

fiselect a folder and cliod®K
ficlick Finish

24 User Senices Department


mailto:juser@pave.edu

DRAFT COPY MAIL

Not e: I f you are designating a folder under Person
client-only rule, and will process only wheQickOK ant eoutikue.ilfs r unni ng
you designate a folder under the Exchange server you will not receive this message since
Outlook is not required to be running for the rule to take effect.

click Apply to activate rule
ficlick OK
2. Editing a Rule

fclick Toolsand selecRules and Alerts
{select theulenameto edit
fclick Change Ruleon the toolbar
fselectEdit Rule Settings
fTmake ay necessary changesthe rule
fclick Finish to save the changes
ficlick Apply to activate rule

To dose theRules and Alertdialog box:

ficlick OK

3. Deleting a Rule

ficlick Tools and selecRules and Alerts
fiselect theulenameto deleteandclick Delete

A message displaybel et e rul@®@ Arul enameo?
Whererulenameis the name athe rule to be deleted.

ficlick Yes
To close th&kules and Alertdialog box:

fclick OK

User Servica Department 25



CALENDAR

DRAFT COPY

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 dbjily, week
and monthly views Calendar can be viewed through web accéssddition, all changes are
synchronous between the client and web.

Microsoft will initially open in the email portion of the program. You must select the calendar
from the navigatiompane to view your calendar.

1 click Calendar in theNavigation Pane

o| Calendar

File Edit View So Tools  Actions

[ Constanting, Mr. Joseph C. - Scantron Appointments PLY - Microsoft Outloak

Help

Type 2 question forhelp |

e - X IR | §F | Today | 4 Search address books  + | @) =
Calendar « Day Week Manth
ebrary]2003 © = February 25, 2008 Search Shikha Test Calendar ERd
MOTW T F 5 s = e .
1203 5 Monday
456 7 8 310
1112 13 14 15 16 17
15 19 20 21 22 3% 24 gam
25 26 27 2 29
[
2 All Calendar Rems - B
My Calendars & =
MO Meeti
[ ;] shikha Test Calendsar 1% | Rynrlanabt
O i calendar; Bajrachatyal, M3, Shikha
FopiisClend i 1100 10:003m-11:003m IMO Meeting
Other Calendars ¥ [Miller Lecture Hall)
USD-CRC v =l ——
12pm
How ta Share Calendars
Open a Shared Calendar., 100
Search Calendars Online
Share My Calendar,.. ] 2™
Send a Calendar wia E-mail
Bublish b Calendar. b4 Sm
(=4 Mail
] catendar Show tasks on: Due Dat Start Dat Due Daty Reminder Time ¥
=] contacts ]
8
7] Tasks =
a8

—

1ltem

£3 Online with Microsoft Exchange

Outlook 2007 has three major pafiedavigation Pane, Calendar Pane, and Reading Pane.

Pane

Navigation Pane

Calendar Pane

Reading Pane

Description

Allows you to navigate between Mail, Calendar, Gatg, and
Tasks. In addition it also allows you to view the Reference
Calendar and personal, shared, and/or group calendars.

Allows you to view your calendar in Day, Week, or Month format.
It displays all the appointments, events and tasitsn a selected

calendar(s).

Allows you to read the details of a select appointment or event.

Note: If the To-Do Bar is not visible, you can access it by clicking on View and selecting-Dm Bar.

26
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The Navigation pane consists of:

Navigation Pane

Reference Month

My Calendars

Peopl eds

Calendar «

harch 2008

M Tw T F 5 §
12

304 5 6 7 8 3

10 11 12 13 14 15 16

17 15 19 20 21 22 23

24 25 26 27 28 20 30

31

8] All Calendar Items hd

My Calendars ¥

People's Calendars

Other Calendars

UsD-CRC

“

How to Share Calendars

Cpen a Shared Calendar..,
Search Calendars Online

Share My Calendar..,
Send a Calendar via E-mail...
Publish My Calendar...

Add Mew Group

Description

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

Allows you to select your personal calendar, any additional
personal suealendars

Bllaws gau tb aiewsshared calendar$his section appears only
after a calendar has been shared with you.

A. Using the Standard Toolbar

The Standard Toolbar has the following options available:

HHNew - | X | BR | £ | g8 | Today | @ Search addressbooks - | (@)

Option
Eﬁﬂew -

&
Pt

-]

.

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 categorize your tasks.
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g4 Allows you to create a groupltsedule and set up a meeting. It
also allows you to save that group and add additional groups as
needed.

Today Takes you back to the current date on the calendar.

Searchaddressbooks— » - Searches for contacts within your address book.
[ Opens your address book.
(7] Openghe Help menu for Microsoft Office Outlook

B. Calendar Views

Microsoft Outlook 2007 has threeainways to view a calendar.

Calendar View Description
Day Contains meetings, appointments, events and tasks for one day.

Week Contains the list of meetisgappointments, events and tasks for
the week. There are two options within the week vieshow
work week andShow full week Show work week will display
the days designated as your workweek. Show full week will
include the remaining days not indiedtas your designated work
week.

Month Contains the list of meetings, appointments, events and tasks for
the month. There are three levels that the monthly calendar can be
viewedi Low, Medium, andHigh.

There are additional views that can be found if giick View and selecCurrent View. The
seven additional views arBay/Week/Month With AutoPreview, All Appoinments, Active
Appointments, Events Annual Events, Recurring Appointments, andBy Category

C. Sharing a Calendar

Microsoft Outlook Calendar pvides the option to share calendars with other individuals. You
can share a calendar by sending-amad@ or forward an iCalendar to any users not using

Outlook through the internet. You can also set specific permissions for others to be able to view
your shared calendars.

1. Sharing a Calendarwith another user

Microsoft will initially open in the email portion of the program. You must select the calendar
from the navigation pane to view your calendar
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1 click Calendar in theNavigation Pane| " catendar
1 select a dandar fromMy Calendars

Note: You can share the default calendar or any personal sutalendar you might have created.

1 click onShareMy Calendar

Howe to Share Calendars

Cpen a Shared Calendar...
Search Calendars Online

Share My Calendar...
Send a Calendar via E-mail...
Publish My Calendar...

Add Mew Group

The email window for sharing a calendar displays.

:ha: H ¥ = Sharing invitation: Bajracharya, Ms, Shikha - Calendar - Share =

Y
— Share Insert Crptions Format Text

(A a === ﬂ &f@ %i: v ' v

53
Paste . ||| B & u|3? = ||Z= £=| | Address Check Follow | Spelling
4 = = Book  Mames Up~ =
Clipboard ™= Easic Text Marmes Include Options = || Praofing

_Tou |

Subject: |Sharing irwitation: Bajracharya, Ms, Shikha - Calendar

M allow recipient to view your Calendar

/1 Bajracharya, Ms. Shikha - Calendar
L Microsoft Exchange Calendar

r Request permission to view recipient's Calendar

A ]y &

1 type the email address of the dividual with whomyou wish to share your calendar
-or-
1 click To and select fronGlobal Address List
1 type a subject for the-mail if desired
1 click ¥ next toAllow recipient to view your Calendar
fclick ¥ nexttoRequest permi ssion mdaod view recipien

Note: The default subj ecYourBsShamé Cabendar bathanges to AS
reqguest: aCfatleerndsaerloect i ng Request per mthesion to vi
subject will not change if youhad typed a custom subject.

1 type a mesage in the body of thereail andclick Send

A Microsoft Office Outlooklialog box confirming the permissions appears.

Microsoft Office Outlook

Share this Calendar with Harris, Mr. Colin P.
iﬁ <charris@pace.edu=?

Petmissions: Reviewer (read-only)
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T click Yes
Microsoft Office Outlook @E|
\iJJ Your Calendar has been shared.
1 click OK

2. Viewing a shared calendar by another user

All requests to share calendars are sent in the form ofaail.e You must go to your Outlook-e

mail account.
1 selectMail from theNavigation Pane
fsel ect the unread mes s ag8hanmgitvilation:be subj ect
fiSharing requestd

|_l Constantino, Mr. Jos... Sharing invitation: Constantino, Mr. Joseph C. - Calendar Mon 3/2442... 7 I{B|

The subject of the invitationmail appears.

:ﬁ Cpen this Calendar

Sharing invitation: Constantino, Mr. Joseph C.- Calendar
Constantino, Mr. Joseph C.
Constanting, Mr, Joseph C, [jconstantino@paceu.test] has invited you to view his aor her Calendar. Click the Gpen button above,

hon 3/24/2008 11:58 AM
Bajracharya, Ms, Shikha

/71  Constantino, Mr. Joseph C. - Calendar

3

4

1 click Open this Calendar [ open this Calendar

Outl ook automatically #®codpl the |ldat didgpielyatasl end a
a tab next to your own calendar

30 User Senices Department



DRAFT COPY

CALENDAR

¥

EElIe Edit  Wiew Go  Tools  Actions  Help

Type a question for help =

fimew - | X 15 | @ | Today | [@ Search address books  + | @) o
Calendar « Day Week Wianth & Showwork week 3 Show full week
4 March 2008 3 @ & _ Search Calendar Pl x
mor € (3 March 24 - 28, 2008 ¥
Loz Calendar = Constanting, Mr. Joseph C
345 6 7 8 9 N & s
1011 12 13 14 15 16 24 25 26 27 28 24 25 26 27 28
17 18 19 20 21 22 23
[24] 25 26 27 23 20 =0
3l
am -
8
,g] All Calendar Tte ms -
My Calendars & = 700
9
[ 57 calendar
O i TestingSharingCalendars
People's Calendars & 1000
[ £ constanting, Mr. Joseph ¢,
B e £ 17 00 PPaint Documer
[ 23 Constantino, Mr. Joseph ¢, - USD Wacation D!S"-lﬂ; et
a Fal Joseph Constantino - CRC Meetings LI ] ™
O Ll Constanting, Mr, Joseph C, - Scantron &ppail 12 pm
USD-CRC £
[ ] Bonilla, Mr. Matthew F, ) Exchang:
[ ] Moreno, Mr. Gabriel =| 1 Meeting
[0 (] samala, Mr. Alfred Miranda
[ 4 Cowan, Ms, Argie €, 500
O didl Silverstein, Mr, Jazon H. in Internet Calendars et L
[ ] Sitverstein, Mr. Jason H. T
3 o testing-
How to Share Calendars phi
Bajrace®
Open a Shared Calendar... 4 o0
Search Calendars Cnline
Share My Calendar.., 5 o
Send a Calendar via E-mail... 2 N
Publish My Calendar., — F
- Show tasks on: Due Date ¥
—— . S_DY
Mail =
b—J z L O¥
| Calendar ~ = ¥
LERE] 7

21Items

T2 Online with Microsoft Exchange

When viewng two or more calendars Outlook offers an overlay featureiwlaiers all the
selected calendars and their appointments and events over each other.

3. Viewing a shared calendar containing a request to also view your calendar

If a user has requested permission to view your calendar, you mustAgitireror Deny the

request

The

request

You must go to your Outlook email account.

1 selectMail from theNavigation Pane

fsel ect t h

e unread

i's sent

in the

me s s a g 8hanmg reqoestd h e

[

Harris, Mr. Colin P.

Sharing request: Calendar

Fri 3/21/200... 7KE|

form of

subj ect

User
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The subject of the invitationmail appears.

+ Allowe | K Deny | ;:@Openthis Calendar

Sharing request: Calendar
Harris, Mr, Colin P,

Harris, Mr, Colin P, [chartis@pacew.test] has requested permission to view your Calendar, Allow or deny permissions by clicking the
buttons abowve, This person has also invited you to view his or her Calendar,

Sent: Fri 372172008 2:15 Pt
To: Bajracharya, Ms, Shikha

/3 Harris, M. Colin P. - Calendar
Lﬁ Microsoft Exchange Calendar

»

Hi shikha,

My sharing request for our calendars. -Colin

<

ficlick « &llow  OI% Dery

Note: Selecting Allow will grant permission for the user to view your calendar, and selecting Deny
will not grant permission to your calendar.

To overlay a alendar:

- .
. i .o Constantino, Mr. loseph C.
f click = next to the calendar to overl . |
Day | ek ‘ Manth ‘ @ Showwork week O Show full week
(€ (2 March 24 - 28, 2008 Searcn Constanting, Mr. Joseph €. - C2 0 v | %
. Calendar ] . Constantino, Mr. Joseph €.
24 Monday 25 Tuesday 26 Wednesday 27 Thursday F:) Friday
e} am 1
10 no
11 no Documentation Due [ PPoint Desk-to-desk
e L303, Pl
12em
1 Exchange Meeting
2W 4
3 Ll testing-document stu
ph
Bajracharya, M3, 01
4 no I
5 Ll
5 o
Show tasks on: Due Date ¥
. Start docume.., oY
= st ov
T || compiete ot ¥

The calendar is superimposed on the calendar(s) to the left. All the appointments and events will
merge into one calendar differentiated by the colors of the calendar tabs.
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To remove an oveneof a calendar:

9 click #! next to the calendar to overl %

Constantino, Mr. Joseph C.

Day

‘ Week ‘ Month ‘ @ Showwork week & Show full week

10 M

1100

12

|

P

g

400

3

(€ (3) March 24 - 28, 2008 Search Canstanting, Mr. Joseph .- G2 0 v ¥

Calendar -+ Constantino, Mr. Joseph C.

24 25 26 27 28 24 25 26 27 28

PPoint Documer
Desk-to- =
1303, PL

Tasks

Show tasks on: Due Date ¥
5@ ¥
= A

The superimposing of the

calendar is removed and the calendar is separated into its own tab.

D. Setting Permissions for Shared Calendars

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

Permission
Owner

Publishing Editor

Editor

Publishing Autlor

Author

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

can also create subfolders and change permissiels lthat 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 andds that you create.
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Nonediting Author Users can create and read items and files.
Reviewer User can only read items and files.

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

Free/Busy time, Users can only see your free/busy times, subjects, and locations.
subject, location

Free/Busy time  Users can only see your free/busy times.
Custom The permissions are manually defined by the folder owner.

None Users will have no access to youleralar.

To set permissions for a user:

ficlick Tools
fselectOptions and clickCalendar Options
fIclick Free/Busy Optlons[ Free(Busy Options... |
{selectPermissionstab
Calendar Properties E]E|
(GGeneral Home Page Autodrchive
Administration Forms Permissions Synchronization
Marne: Permission Lesvel A
Free/Busy time
Hatris, Mr, Colin P, Reviewer
Mock, Ms, Deborah L. Free/Busy time, subject, location
Marena, Mr, Gabriel Reviewer 3
.................... u [y
< >
Permissions
Permission Level: | Free/Busy time A
Read Wirite
) Hone [Jcreate items
(%) Free/Busy time [Jcreate subfolders
o) Free/Busy time, subject, [JEdit own
lacation [edit al
O Full Details
Delete items Other
(&) Mone [CIFolder owner
O Cwn
Oal [CIFolder visible

If you have previously shared your calendar with specific users, their names will appear in the
name box along with the permission level currently assigned to them.

Harris, Mr, Calin P,

Mack, Ms, Debarah L Free/Busy time, subject, lacation
Marena, M, Gabriel Reviewsr 7
Cilsmembmim B Tomme L Flmt simiime

< >

Add... ] [ Remave
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If the user you wish to give access to your calendar does not appear in the name box, you can
add them by clickig on Add.

fIselect a user from the top name box

Once the user iselected you can set the permission level for that user.

ficlick EI next toPermission Level

Permissions
Permission Level: | Reviewsr w
Read “Wirite
|:| Create items
() Free{Busy time []create subfolders
[®) :;rceai,;'oB;lsy time, subject, Fl Edit oW
[JEdit al
(=) Full Details
Delete items Other
(=) Mone []Falder awner
) Cwn []Falder contact
Chal Folder wisible

Based on the level selected the choices below will automatically switch to the appropriate
selections. You will be able to see which levels (Read, \\Digdete, and Other) 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.

Permissians

Permission Level: | Cuskom A

fclick Apply and
fclick OK

To edit permissions for a user:

ficlick Tools
fselectOptions and clickCalendar Options

fIclick Free/Busy Options[ FEE Ul Bl
fselectPermissionstab
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Calendar Properties

General Hormne Page Autodrchive
Administration Forms Permissions Synchronization
Permission Level L)

Hatris, Mr. Calin P, Reviewer
Mock, Ms, Deborah L. Free/Busy time, subject, location—
Marena, Mr. Gabriel Reviewer 3
Cilamucbnin B 1mmmm 1 [ hd
< |
Permissions
Permission Level: ‘FreeJ‘Busy tirne: v

Read Wirite

) Hone [Jcreate items

(%) Free/Busy time [Jcreate subfolders

o) Free/Busy time, subject, [CJEdit v

lacation et &l
) Full Details
Other Free/Busy. .,

Delete iterms Other

(%) Hone [CJFolder owner

O Cwn

Oal [CIFalder visible

1 select the user to be edited
1 make desired changes

1 click Apply
1 click OK

To remove a user from the permissions menu:

ficlick Tools

{selectOptions and clickCalendar Options

fIclick Free/Busy Options[ Free/Busy Options...
fIselectPermissionstab

Calendar Properties

General Hormne Page Autodrchive
Administration Forms Permissions Synchronization
Permission Level L)

e k Fi w kime:
Hatris, Mr. Calin P, Reviewer
Mock, Ms, Deborah L. Free/Busy time, subject, location—
Marena, Mr. Gabriel Reviewer 3
sk Mo Tnroe U [ b
< | X
Permissions
Permission Lewel: ‘FreeJ‘Busy time: R

Read Wirite

) Hone [Jcreate items

(%) Free/Busy time [Jcreate subfolders

o) Free/Busy time, subject, [JEdit own

location [Jedi &l
) Full Details
Other Free/Busy. ..

Delete irems Other

(&) None [ Folder owner

O Cwn

Oal [CIFolder visible

36
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9 select the user to be removed
9 click Remove
9 click OK

E. Creating Groups

Microsott Outlook allows users toreate various groups out of the calendars that are shared with
a user.

To create a calendar group

1 click Add New Group in theNavigation Pane

Calendar <«
July 2008
SM TW T F 5§
1 2 3 4 5

6 7 & 910 11 12
13 14 15 16 17 18 19
W2 2233 4 25 2%
27 28[29) 30 31 1

L] Al Calendar Items -
My Calendars

%ﬁ Calendar

[] 5] Calendar in Personal Folders

»

People's Calendars &

8] Constantino, Mr, Joseph C. - USD Vaca
=81 Silverstein, Mr. Jason H,
=5l Constantino, Mr, Joseph C.

O™

Other Calendars

»

Classrooms

[ E8 willcox 21

[ B8 willcox 34

D 5] Martola Electronic Classroom
How ta Share Calendars

Open a Shared Calendar...
Search Calendars Onling

Share My Calendar...
Send a Calendar via E-mail...
Publish My Calendar...

Add New Group

1 theNew Group textbox appears undéty Calendars

|New Group
1 type anew group name
1 pressknter

The new group name will appear belMy CalendarandPe opl eds . Cal endar s

1 click and drag a calendar unddy CalendarorPe o p | e 6 s tdtleldesined ar s
group
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To edit a calendar groupame

1 right-click on the desiredalendr groupnameand selecRename Group

Rename Group
Remowve Graoup
Mew Group
Arrange By Mame
i@ Mowe Upin List

Mowe Dowerifn List

1 enter changes to the group name
9 pressknter

To remove a calendar group:

1 right-click on the desiredalendaigroupnameand selecRemoveGroup

Rename Group
Remowve Group
Mewy Group
Arrange By Mame

@ Mowve Upin List

Mowve Down in List

A message displays.
Microsoft Office Outlook E|

! E Are you sure you want to remove the group 'Test' and move its contents into the Deleted Items folder?

ficlick Yes
F. 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.

ficlick Calendar in theNavigation Pane

1. Adding an Appointment in Day/Week view
To add a simple appointmien

ficlick a time inPlanner area
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fitype an appointment description
fipressEnter

_or_
fclick outside ofPlanner area

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

fclick a start time irPlanner area
fposition pointer irtheselected area
ficlick and drag to the ending time
fitype an appointment description
fpressEnter

_or_
ficlick outside ofPlanner area

2. Adding a detailed Appointment
To open thédppointment window

ficlick Actions and selecNew Appointment

The Untitled AppointmenWindow displag.

Uniitled - Appointment

App met 1 Format Text

_f_]m u

n = busy
‘ﬁ“:' X Delete

s & Imite Appoi tmelshd\g |15 minutes

Close Attendee -)F”""/E"

Actiol Show Optians

3| & | )
'«'L SpHg Mtg

EPngNte

supject: ||

Location: |

stagttime: [Thu 4r10/2008 x| [movam x| T i day eyent
Eng time: [Thu 47102008 x| [30am =l

In Shated Folder: 54 Calendar

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 appointnten

ficlick in theSubjectfield and typedescription of appointment
ficlick in theLocation field and typdocation of appointment

PressTab to advance to each succeeding field.
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ftypestart timefor appointment next t8tart time field
ftypeend timefor agpointment next tecnd time field

_or_
ficlick the down arrow next tBtart time andEnd time fields
fitype thedescription of the appointmenh the bottom pane

Additional choices in th©ptions group are:

Options Description
Show As Mark your availabilityas free, tentative, busy out of officeby clicking

the down arrow next t8how as The default iBusy.

Reminder Set a reminder for the appointment by selecting number for the min
hours, days or weeks to ring alarm before an appointment.

Private If selected, appointment details will be hidden from other users.

click Save & Close H

3. Editing an Appointment

fdoubleclick the appointment iRlanner area
_or_

{select the appointment Planner area

fclick File and selecOpen

fclick Selected Items

{make desired changes

fclick Save & Close H

4. Deleting an Appointment

{select the appointment Planner area
ficlick Edit and selecDelete

_or_
ficlick thedeletebutton %

G. Scheduling an All Day Event

An event is an entry that does not occupy blocks of timeum galendar. 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.

ficlick Calendar in theNavigation Pane
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1. Adding an All Day Event in Day/Week view
To add an All Day Event:

ficlick in the blue area above the timescalPlanner area
fitypedescription ofall day evenin the space provided
fpressEnter

_or_
ficlick outside ofPlanner area

2. Adding a detailed All Day Event
To open the All Day Event window:

ficlick Actions and selecNew All Day Event

TheUntitled Evenwindow displays.

(=" | = Unitled - Event -mx
£ -
) kwent | mset  FormatText @

/ jels Calendar A_¥ Recurrence =
W @ 5 Ea et R T )
X Delete @ Time Zones 1

Saved  Invite (RreTERgsched ina 5 o - lme Speling M t 0

Close Attendees bap Forward ~ ||| =0 | aggisiant Categorize ~
Agtions Show Options % || procfing || Onetiote

subject: ||

Locatjon: | j

Start time: [\ed 47272008 | [rzonem | B it day event
End time:  [Ved 4/2/2008 | [rzonam =

In Shared Falder: ,;ﬁ Calendar

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

To schedule an event:

fclick in theSubijectfield and typedescription of all day event
ficlick in theLocation field and typdocation of all day event

PressTab to advanced each succeeding field.

fitypestartdatefor event next téstart time field
fitypeenddatefor event next t&end time field

_or_
fclick the down arrow next t8tart time andEnd time fields
fitype thedescription of the all day evem the bottom pane
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fclick Save & Close H |

3. Editing an All Day Event

fidoubleclick the event irPlanner area
_or_
fselect the event iRlanner area
S click File and selecOpen
ficlick Selected Items ;
fmake desired changasdclick Save & Close H

4. Deleting an All Day Event

fselect the evd in Planner area

ficlick Edit and selecDelete
_or_

ficlick thedeletebutton X

H. Scheduling a Meeting

A meeting is an appointment that involves inviting others to atiedér reserving a resource.
The resource may include a conference room, audsoal equipment, or other shared
resources.

ficlick Calendar in theNavigation Pane

fclick Actions and selecNew Meeting Request
_or_

ficlick Actions and selecNew Appointment

ficlick Invite Attendeesn theActions group %=

Invite
Attendees

TheUntitled Meetingwindow displays.

) = Untitled - Meeting -

i
= [ Meeting | Inset  FomatText @

) ;?c‘ ndar B S’G‘ ;'J B2 showas: | M Busy - O ‘Q liEl f ‘v
" Delete BJ i 7
Cancel |Appointment Scheduling | Meeting - - Recurrence Time Categorize ' Spelling

A Reminder: 15 minutes
Invtation G Forward - Assistant || Workspac aJ Zones

Attende Optians % || Proofing

Invitatio hentb tlthmetg
This pp intment o nmp

‘
Sﬂd' Subject:
=
tocaton: 3

Start time: | Mon 7/28/2008 v | 12:00 AM s | []an day event

End time: | Mon 7/28/2008 v | [12:30 AM v

» [E30)

In Shared Folder: 5| Calendar

To invite attendees to the meeting:

ficlick
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TheGlobal Address Listlialog box is displayed:

Select Attendees and Resources: Global Address List @@

Search: (&)Mame only ()More columns  Address Book
I Global Address List w | Advanced Find

Hame Title Business Phone Locatic
& Canference

[l 163 Wiliam Conference 4074

[l 163 willamConference

&, AL

& AALSA

§ Aanenson, Aaron 1, PT Paraprafessional/Technical (212) 346-1735

& Aanenson, Aaron J,

§ Aanouz, Bouchra Student Assiskank W3 11T

& Aaron- Albanese, Rebecca A, Student Assistant IT

& Aaron, Stacey L.

§ Abady, Abraham Aaron

§ Abajian, Amanda L.

§ Abalos, Regina Ramares v

< >

Required -
Optional -=

Cancel

TheGlobal Address Listlialog box is where names and/or resources are added to an attendee
list. When preparing a meeting requesty gan designate some attendees as required and others
as optional.

Classification Description
Required To require someoneod0s attendance,

address list and click tHeequired button.

Optional To add s ome o nlatteadea selechthe nange fromo n a
the global address list and click tBgtional button

Resources To book a room/resource for the meeting, change thedbom
under Address Book to All Rooms and locate the meeting room,
then click theResourcedutton.

To add new attendee/Resource:
fitypelastnameor resourcein the Search field
ﬂ:s(():rr_oll down and highlight the attendee name inNbene column
ficlick onRequired, Optional, or Resources
Repeat the above process for every invitee or resource to addAd Attendee list.
fclick OK

To schedule the date and time of meeting:

ficlick in theSubjectfield and typedescription of appointment
ficlick in theLocation field and typdocation of appointment

PressTab to advance to each succeeding field.
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fitypestart date andtime for appointment next t8tart time field

ftypeenddate andtime for appointment next t&nd time field
_or_

fclick the down arrow next t8tart time andEnd time fields

fitype thetext of the appointmenin the bottom pane

fclick =1

Send

Note: The people you invite to a meeting will receive the meeting request as amail. You will get an
e-mail and your calendar will be updated when they accept or decline your invitation.

I.  Scheduling Assistant

The Scheduling Assistant provides a view of the daslyedule of invitees to a meeting allowing
you to check their availability. It features functionality to suggest days and times that work best
for everyone invited taking into account the location for the meeting.

flopen aNew Appointmentor New Meeting Request
fIclick Scheduling Assistantn the Showgroup =

Scheduling
Aszistant
(Oa) | = 9 s Untitled - Meeting - = x
- Meeting Insert Format Text (7]
— 2 &
e ;:_]cmndar r'fl :;; ?% .g,j I show As: [ Bosy 0y .9 EE @ || ABG
L Delete = ]
ICatr\;_el - Appointment S:hedgllrl:g \’J\Ne:tmg ;Jv 4 Reminder: |15 minutes + Recurrence Time Categorize M Spelling
nvitation Ea ssistam orkspace ~ v
Actions Show Attendees Options % || Proofing
Q [H00%; v August 2008
:00 2:00 10:00 11:00 12:00 1:00 2:00 3:00 SM TW T F §
ES,| | All Attendees = 12

Bajracharya, Ms. Shikha 3 4586 7 8 9

Q
¥ © canbans Cramseme s R T, sazsase
B AN 5

PLV, Instructor 1

Duration: |2 hours 2

Suggested Times:

8:00 AM
@ 20f 2free

L

11:00 AM

@ 207 2 free
< m »
Add Attendees 830 AM
=) OB Starttime: | Fri3/1/2008 v [1o0am = @10f 2free
Add Rooms.. Endtime: | Fri 8/1/2008 v [tooem v 1030 AM hd
M Busy 7 Tentative B Outof Office [N Mo Infarmation Outside of working hours Good Fair M Poor

1. Adding or Removing Attendees
The Scheduling Assistantis where names and/or resources are added to an attendee list.

To add new attendee:

ﬂC"Ck Add Attendees,.,
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TheGlobal Address Listlialog box is displayed.

Select Attendees and Resources: Global Address List @@

Search: (®Mameonly (O More columns  Address Book
[ | [ Giobal Address List v|  Advanced Find

‘ HMarne Title Business Phone Locatic

& Aanenson, Aaron 1, PT ParaprofessionaliTechnical (212) 346-1735
§ Aanenson, Aaron 1,

§ Aanouz, Bouchra Student Assiskant WS 11T

& Aaron- Albanese, Rebecca A, Student Assiskank IT

§ daron, Stacey L.

& Abady, Abraham Aaron

& Abajian, Amanda L.

§ Abalos, Regina Ramaores v

¢ 3

[ Required -= I ‘ |

[ Optional - l ‘ |

[ Resources - ] ‘ |

Cancel

ftypea t t e nadteaenérsthe Search box
fIscroll down and highlight the name in the bottom pane
{click Required, Optional, or Resource

Repeat the above process for every irviteadd to the All Attendee list.
fclick OK

To reserve a room for the meeting:

ook (RaaRamms. ]

The Select Roomdialog box is displayed:
Select Rooms: All Rooms E]E]

Search: (%)Mame only () More columns Address Book

| | |AII Rooms A | Advanced Find

| Marmne Location Business Phane Capacity

156 onference

[l 163 willism Conference 4074
[l 163 wilismConference

[l Birnbaum Canference

[ Birnbaum Electric Classroom
] CRC Test Room

] €515 Room CR-Lab-PHY

[l SIS Room CR-PLY

[ 515 Raam CR-PMT L
[l 515 Room CR-PNY

[l SIS Room CR-PWP

[l 515 Room E313

[l €515 Room E314

[ 515 Roam E315

] (515 Raom G300

dczron o .

< >

[ Rooms - ] | |

Cancel

ficlick on your desired choice from thleamecolumn
fclick Roomsandclick OK
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To remove an invitee or room:
Thighlight the attendee name or room fréthAttendeeslist
fpressDeleteor Backspace
fipressEnter

After you have added attendees or resources taltifatendeeslist, their availability is color
coded on the schedule.

The status of an attendee or n@s@ 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

Tochangethat t endeeds status for meeting:

{right-click icon (e.g. @) next to the attendee name
{select the desired status for meeting

2. Checking Common Time Availability

The scheduling assistant shows invitees common time availability as a row in a tableAllin the
Attendeesrow at the top of the schedwdad directly under the timea color coded summary is
displayed of the availability of the attendgeand resourgg) in a given time periad

5:00 2:00 10:00 11:00 12:00 1:00 2:00 3:00 4:00

Ed, Al Attendees | [ — [

Similarly,i n t he row to t he r i gHhltAtteadees ara@lbredibarvthat e e 6 s na m

represent each of the inviteebs availability for
5:00 9:00 10:00 11:00 12:00 1:00 2:00 3:00 4:00

EJ, Al Attendees | [— [

) Bairacharya, Ms. Shikha W trzeting Out |

€ Harris, Mr. Colin P,

& PLV, Instructor [

The legend displayed at the bottom of the scheduling assistant shows theodes@ssociated
with availability (i.e.,free/busy times) ofnviteesto the meeting

|E Busy o Tentative W Outof Office [ Mo Information [ outside of working hu:uurs|

Color-Code Description
B Busy Blue show attendee availability as busy.
7 Tentative Blue and White show attendee availability as tentative.
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B out of Office Purple show attendee availability as out of office

Mo Information Black and White show no information aable for attendee.

[~ outside ofworking hours ~ Grey show meeting time is outside of the attendee working hours.

To select common availability for attendees:
{Iscroll through th&Suggesed Times listing column

Outlook Exchange Calendar helps you to setup a convenient time fatiagngccording to the
availability of the attendees. A suggested times listing allows you to perform a check on the

other inviteedos Exchange calendar to find whe
you can reschedule the meeting.
Thesuggested times col@oded options are:
Good Fair B Poar
Suggestedimes Description
Good White colorcode are days all attendees are available
Fair Light Blue colorcode are days most attendees are available
Poor Blue colorcode are days most attendees are vaitable
ficlick on your desired choice in tiBggesed Timeslisting column
Note: Selecting a new time in the suggested Times list updates the meeting start and end times.
To set calendar view and refresh optianthin the Scheduling Assistant
fclick at the bottom of the window
Option Description
Show only my working hours Owner of calendar specified working hours displays
in free/busy grid
Show Calendar Details View some details of attend

free/busy grid if givemead access to the calendar.

Refresh Free/Busy Update the free/busy information in the Outlook
Exchange calendar

ficlick Sendafter completingneeting requirements
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J. Replying to a Meeting Request
The invitee to a meeting will receive ammail invitation n their Outlook Inbox.
To respond to the invitation:
fclick Mail in theNavigation Pane
The meeting request will display as amail message, but will have a meeting request :=n
to the left of theS e n d eoturdrsin the Message pan#/ithin thee-mail message, options to

respond to the invitation will display at the top of thenail message: Accept, Tentative,
Decline, Propose New Time and Calendar.

Option Description
Accept Adds the meeting to your calendar and sends -amaie to the

meetingorganizer, informing him or her of your response.

Tentative Adds the meeting to your calendar, marks it as tentative, and ¢
an email to the meeting organizer.

Decline Sends an-eail to the meeting organizer, informing him or her
that you will beunable to attend.

Propose New Time Displays the schedule of all attendees and lets you select a ne
time for meeting.

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

To respond to invitation from the messagme:
fclick the email message in thdessagePane

Options to respond to invitation from the message pane display at the top -oh#lengessage:

» Accept | @ Tentative | X Decline | s Propose Mew Time |E§Calendar...

ficlick the desired response
To respond to invitation from an openedail in full screen:
fdoubleclick the message in tiMessage Pane

The following options to respond to invitation display in Respondgroup:

v ?2X B

Accept Tentative Decline  Propose
Mewy Time =
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fclick the desired response

If you selectAccept, Tentative, or Decling Out | ook wi | |Editdthesepporsey opt i C
bef ore &emditnlge 6r e s poométe sneonwd 6a orresdbponse. 0

Microsoft Office Dutlook EH

This meeting has been accepted and will
! be moved to your Calendar, Do vou wank
L

to include comments with your response?

" Edit the response before sending.
{+ Send the response now,

{~ Don't send a response.

Cancel |

Note: If you want to add a note to the meeting organizeselect the edit the response before sending option.
An acceptance or tentative response will automatically place the meeting on yowalendar. However,
if you decline the meeting, delete the email, or do not respond to tharail, the meeting will not be
added to your calendar.

To include a comment with your response:
{selectEdit the response before sending
fityperesponsean the messagext box
ficlick Send

To send response with no comments:

fselectSend the Response Now
ficlick OK

To send no response:

fselecbhondt send a Response

ficlick OK

Note:The option fiDondédt send a responseodo will add the
organizer will not know your response (e.g., accept, tentative) to the invitation, neraail will
be sent.

To suggest a new meeting time:

ficlick Propose New Time
_or_
ficlick = next toPropose New Time
{selectTentative and Propose New Timer Decline and Prgpose New Time
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ThePropose New Time&indow displays.

i Propose New Time: Appt. with Shikha

Zoom |100% » Tuesday, July 29,
12:00 1:00 2:00 3:00 4:00 5:00 S:00

Bd | | Al Attendees (| |

) Moreno, Mr. Gabriel

& Bajracharya, Ms. Shikha [} .
< ¥
Meeting start Maon 7/28/2008 | 400 PM -

[ << ][ Autopicknext-- | Meeting end Man 7/28/2008 v [5:00 PM v

B Busy - Tentative W Out of Office Current Meeting >~ Mo Information

[Proposeﬂme] [ Cancel ]

The Scheduling view will allow you to check

scrolling through the timeline to find an available meeting time, you caAuts@®ick Next to
have Outlook search for the next available time slot of free time for all attendees.

To find the next period of available time:
fclick AutoPick Next

To return to a previous period of available time:

ficlick

The common time availability for meetimgtendees is shown with a green and red column.
To send proposed new time:
fclick Propose Time

A meeting responsemail is generated with the current meeting time as well as the proposed
new time. Comments can also be added to the respanaé.e

Silverstein, Mr. Jason H.
E
Cc...
s | | e

Subject: MNew Time Proposed: Meeting

Current: Tuesday, August 05, 2008 1:00 PM-2:00 PM.
Proposed: Tuesday, August 05, 2008 2:00 PM-3:00 PM.
Location: GRD

ficlick Send
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K. Tracking Meeting Response

The meeting organizer can track the response of an invitee. A separate Tracking tab is added to
the meeting window allowing the meeting organizer to keep track of the responses received from
each invitee (i.ewho has accepted, is tentative, or has not replied).

ficlick Calendar in theNavigation Pane

1. Checking Attendee Responses

To track the attendee response:
1 doubleclick meetingrequest in calendar
1 click theMeeting tab
1 click Tracking in the Showgroup

TheTrackingwindow displays.

(a (=] * ¥ |3 Exchange Calendar - Meeting
i)
— Meeting Insert Format Text
The following respanses to this meeting have been received:
Aftendance Respanse

Meeting Organizer Hone

e quired Attendee

RRRKRRLE

K

Note: The originator of a meeting 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 assistant is available to an

attendee to view the attendee list.

The meeting organizer can
tracking tab.

To change an attendee response status:

1 click in theResponsecolumn next to invitee name
1 click ¥ and select aew response status

change

t

h e

attendee
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To change an attendee attendance status:

9 click in theAttendance column next to invitee name
9 click *# and select a new attendance status

2. Updating a Meeting Request

fdoubleclick meeting request iRlanner area
fmake the desicechanges
ficlick Send Update

3. Canceling a Meeting Request

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

fdoubleclick meeting request iRlanner area
fselect theMeeting tab

ficlick Cancel Meetingin the Actions group
ficlick Send Cancellation

L. Recurring Entries

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

fopen amppointment, Event, or Meeting Request
fifollow instructions for scheduling appointment, event, or meeting request
ficlick theRecurrencebutton in theDptions group {

Recurrence

The Appointment Recurrenaialog box displays.
Appointment Recurrence @@

Appointment time
Start: F:00 PM v

End: 3130 PM "
Duration: |30 minutes ~
Recurrence pattern

i pally Recur every |1 wesk(s) on:

(@ Weekly [Jsunday Monday [ Tuesday [Jwednesday

O Monthly [ thursday [CIFriday [ 5aturday
Oveatly

RGHQE DF recurrence
Start: | Man 7j28{2008 +| @ Hoenddate

(End after: |10 aCcUTEnces

OEndby:  |Mon 9j29(2008 v

A Recurrence Patterrcan be schedulédfor 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.
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To specify appointment time:

{itype thestart timenext toStart andend timenext toEnd underAppointment time
_or_
ficlick ™ next toStart andEnd fields to select appointment time

To select frequency of recurrence pattern:

fselectDaily, Weekly, Monthly, or Yearly underRecurrencePattern
fmake desired selection of options for recurring entry

To =t time period for range of recurrence:

fitype thestartdate of repeat pattermext toStart field underRange of recurrence
ficlick™ next to a desireindoption

Note: An appointment, event or group meeting for a recurring entry can terminate in onefathree
ways: (1) select the option to not include an eni
(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 andclick Save and Close

The recurring entry ico<*  displays in the appointment, event or group meeting planner area
M. Printing Calendars

The print option providesserswith five print styles- Daily, Weekly, Monthly, Trifold, and
Calendar Details.

To print acalendar:

1 select calendar to print
1 click File and selecPrint

ThePrint dialog box displays.

Print EFIX]
Printer
Narme: lereprintsrvi4000-PLCRC-PR1 v

Status:

Type: HP LaserJet 4000 Seties PCLE

where:  Pleasantvill CRC Print Room [CIPrint to file
Carment:

Print this calendar: Copies

Calendar b Mumber of pages: | Al -

Print style Mumber of copies: |1 E

- [ cCollate copies
E Daily Style [pagesetup... |
ieekly Style Define Styles..

Print range
Start: Mon 7/28{2008 v

End: Fri &i1/2008 w
[JHide details of private appointments

OK ][ Cancel ] [ Presview
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1 select preferred printer and desired options
1 click OK

To edit print style options:

1 click File and selecPage Setup
1 click on the stylego edit

Daily Style

Weekly Style
Manthly Style
Tri-fold Style
Calendar Details Style
Memo Style

&3] Define Print Styles...

ThePage Setuplialog box displays.

Page Setup: Daily Style ﬁ

Style name: | Daily Style

Format Papet Header/Footer
Presvizw:

— OO

===
Options Fonks
Layout: age/day Date headings
Tasks: Daily Task List v il d Eont
Include: Motes area (blank) Appointments

[[motes area {ined) B S=geo Wt
Prink From: | 7:00 AM | Shading
Prink to: F:00PM w0 Print using gray shading
[ QK 1 [ Cancel ] [ Print Prewview ] [ Print. .. ]

Note: The Page Setumlialog box will consist of options that will vary depending on which print style
is selected.

1 select desired options
1 click OK

Note: At any time you can click on Previer 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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CONTACTS

An Address Book is a collection of namesnail addresses and distribution lists used toesto
information.Address Booksimplify sending emailOn the exchange server an address book
called the Global Address List is available to you. On your drive your personal address book is
called ContactsA name addetb this bookis referred to as @onact

A. Using Global Address List

The Global Address List contains thenail 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 Nam

Select Names: Global Address List E]@@\

search: (®)Nameonly (O Morecolumns  Address Book
I Global Address List v | advanced Find

Marne Title Busingss Phone Logatic

56 Wi
o 15
2] 163 WiliamConference
& AR
& AALSA
& Aanenson, Aaron 1. PT Paraprofessional{Technical {Z12) 346-1735
& Aanenson, Aaron 1.
& Aanouz, Bouchra Student Assistant W3 111
§ Aaron- Albanese, Rebecca A, Student Assistant 17
& Aaron, Stacey L,
& Abady, Abraham Aaron
& Abajian, Amandal,
& Abalos, Regina Ramores o

< >

Cancel

1. Sending an Email usinghe Global Address List

ficlick Mail in theNavigation Pane| i Mail

{lcreate a new message

ficlick To in the message header

{selectGlobal Address Listfrom Address Bookif necessary
{select eName

ficlick To

ficlick OK

fill in the rest of your message and cliSknd

2. Adding a New Contact from the Global Address List

ficlick Toolsand selecAddress Book
fIselect thenameof the persorin the Global Address List you want to add as a contact
ficlick File andselectAdd to Contacts
_or_
fright-click on theselectechame
ficlick Add to Contacts
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A Contactwindow displays with theontact informatiorof the person you selected.

= Student11 420 - Contact

I Fle Edit Wiew Insett Formak  Tools  Actions  Help

ilzaveandclose Igh | 0 | ¥ o Sy S| e - o vli&SnagItL[j‘\Window vl

General | Details Activities Certificates All Figlds

(Folame... | [Frudent11 420 | E-mail.. (=]
Job itle: [ | i—l Display as: [ Student11 420 (11P420@class.com) |
Company: ‘ ‘ = Weh page address: ‘ |
File ast 420, Student11 vl M address: ‘ |

Phone numbers

[Buslness. " ]B ‘ ‘
o )| j
\ \
\ |

[Buslnass Fax.., ]B
[ Mobile. .. ]B

Addresses

Business... B

[ This is the mailing
address

fenter any other information
fclick Save and Close
fclick [&3] to closethe Addres8ook

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, are stored in your Contacts
folder.

1. Opening the Contacts Folder

[ Contacts - Microsoft Outlook -2 x
© File Edit View Go Tools Acions Help Type a question for help v
igdnew - @33 X B & - |BF ¥ | @ seachaddessbooks | @
| @ Snaglt ' Window .
Contacts « |81 Contacts Ada-sem [ £+ ¥ || To-DoBar » X
- 123
2] All Contact Items I — ) I > | == ) < . M:y ‘zlsusr . ;
My Contacts [ E-mait: gabTrecgate., | | | E-mail: LesB@Carey, | | -2 RS
= — b
18 Contacts Aitkin, Randi | 4[5 6 7 58 910
= +1 [Eman Vosniz07@s0.. | | | Becker, noma | | [Brown. June ) | < s Ao
[E-mait: Ragadopton... | | | E-mai: JuneBrown®. T 11520 20 22232
| Aett, Wer ) E-mail 2 JDBrown21 @. . 25 26 27 28 29 30 3t
| E-mail WPDA@a | | [Beliini, Barbara ) -
O Detailed Address Cards [E-mait brit @optont... | ]
O Phone List [ ] | Je
O By Category [Emait heyannieo®... | | [Berman, Reese ) n
O ey Company ‘Em‘::z reesb@osto ‘ i
O ByLoction l‘E‘PPdT“‘" o | il i No upcoming appointments
mail veatB@verizo...
© Outlook Data Fil e ‘ :
e New Sroup T —— Emai: Tbernard &6y
Email 2 msbd3LLGve... n
Customize Current View.,
u
o
[ E-mail Hchulers@m.. | | 3
] v
- o | | [Segatti Janet e
£ wmail [E-mait || &
7 | w
i e Bongaart@o... | [ Semel. Scott ] =
5= co : [ E-mait SSemeigeod.. | |
] Tasks Brdgs2Comm... | | [semel,Stacy ] ¥
[Emaii_stsemd6aol.. | ||z
NN » | [Eg
49 Ttem: g offi

Note: The Contacts window displays your contacts in the last selected contact view.
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2. Adding and Savinga New Contact
It is easiest to be in the Contacts window to add, edit or delete contacts.

fclick Contactsin theNavigation Pane
ficlick New &dl=w - on the toolbar

The Untitled Contactwindow displays.

'Eiq‘ =] - Untitled - Contact _

®

i
— Contact | Insert Format Text Add-Ins

| Iy save & New - —| |[85L (83 Activities &7 (83 53 Assign Task [ = 4y Private
8|15 o e Qg 2 23 & i

sl send ~ 4] Certificates Web Page

i) g

Save & - E-mail Meeting  Call Business Picture Categorize Follow Spelling

Close K Delete El i Fields - fyMap Card - - Up~ B Check Names B
Adtions Show Communicaf te Options Proofing

Full Name... |
Company: e
Job title: e

File as: v

General| Details

Internet

e

Display as: s

Web page address:

] » 51

IM address:
Phone numbers

r—

[asnenror ]

T
Addi

Addresses

-

[] This is the mailing
address

L

fitypec o n t fallcnange é theFull Name field
fitypec o n t en@it addsessn theEmail field

fpressTabk ey t o di spl ay cont act Displanaafield and n d

in the Business Card
fitype in any other information you want to enter for the Contact

To save the Contact and close the window:
ficlick Saveand Closeon the toolbar

3. Editing a Contact

fidoubleclick on acontactnamein Contacts Folder
f'modify the contact in theontactnamewindow
ficlick Saveand Close

4. Deleting aContact

fiselect econtactnamein Contacts Folderand click X to delete
_Or‘_
{right-click on acontact nameand selecDelete
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5. Viewing Contacts

) Contacts - Microsoft Outlook - = x
{fle Edit View Go Tools Adions Help Type aguestion for help =
SgaNew - @33 X B & - B8 W |0 Seach addressbooks  + | @
Contacts « |83 contacts Ada-Tro | P~y ‘
2] an contact tems [ Adarms, Ko || [Becken Alex || [Brodsioriee || [Somel.Stoey ey,
My Contacts By | E-mail gabTf@cgate.. | | | E-mail LeeB@Carey.. | | |E-mail stsemds@ac 2
5 Contacts [ At Randi L
G=etvien 2| LE-mait: Voshi207 @ao.. | Becker, norma | | [Brown. June ) skinner (Maddalone, angela | <
[emai: Ragaopton... | | | emai E-mall T
© Business Cards [ Aliett, Wendy ] E-mail 2: JDBrown21 @... .
. @ adaress Caras [ E-maic WPDAGaol.c,, | | | Beli Barbara ] [ Stosberg, chris :
View © Detited Adaress Coas = wrigomen] | | @] | (e fosber
) © Phone List [Annie ] g
choices O oy Gategon et hemicoe.. | | [Bemamress | | [t || (oo " Letters to
r==s=n@wm.‘.| | E-mail: | | E-mail: <dsmith@By | i .
cbema d pl y
i
= | | [smin,rea - Ispla
| | E-mail: sanscar@opt.. | E-mail: i
= | ! contacts
msbd311 @ve.. [ schitsky || [ steward, getsy L
=m nshoulberg.. | it
)
dboettig@op... | schoenteld, Marcie || [summa =
consolo@op...| | [ Emait mschoenyi0z... | | | E-mait z@uEta
liol, Celeste [ Schuler ) | [ L
mail @0 | | [Eman aschuters@m.. | | | Emai s
t
Segatti, Janet u
Email
v
w
Brdgs2Comm... | E-mail: Ssemel@cod... o
¥ j
z
) > | [E9)
gy offiine

Switching views in contacts:

fIselet¢ the radio button for one of the 8 choices inGherent View Pane under the
Contacts folder

Note: Outlook has 8 ways to view contacts Business Cards, Address Cards, Detailed Address
Cards, Phone List, By Category, By Company, By Location, an@utlook Data Files.If the 8
views arenot displayed, clickCurrent View in the 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
This feature allows you to searéor contacts on the Exchange Server.

ﬂclick|583rchaddressmk§ ~ | on the toolbar

ftype thepartial name afirst or last name ane-mail or company name
T pressEnter

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.

Choose Contact

Contacts:

[ErinDamico. Contacks oK,

Erin Damico, Conkacks

Kerry Damico, Contacks
Kerry Damico, Contacks Cancel
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fIselect thaname
ficlick OK

b. Find a Contact by the Alphabet Buttons or Keyboard
By default you are i\ddress Cardsview beginning aA.

If you are not in tht view:

fclick Address CardsunderCurrent View in theNavigation Pane

ficlick onthe first letter of the last name you are looking fam the right side of the
window
_or_

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

Note: You can use the alphabet buttons in the card views: Business, Address, or Detailed Address.

c. Find a Contact Usinglnstant Search
This feature searches through your contacts.

‘ﬂclick’ hd ‘ on the top of the Contact window
fitype thepartial name afirst or last name ane-mail or company namef the contact
you want to findn the text boxSearch All Contact Items

All matches display in Contacts window.

To clear the find and view all contacts:

ficlick [#1in thelnstant Searchbar

beck] ®|*| ¥

Clear Search

7. Printing Contacts

Outlook dfers 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 cardyde, formated 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 note
Phone Directory Style Prints contacts in telepherstyle.
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fselectBusiness Addressor Detailed Address Cardsin Current View pane

ficlick File and selecPrint

fiselect one of the 5 above styles in Ert style box

ficlick OK

b. Printing Styles in Other Views

Table Style: Prints in column format.

fselecta non Card viewin Current View
ficlick File and selecPrint

{Table Styleis already selected in th&int style box

fclick OK

Note: Memo Style is also available if you have contacts selected when you select Print.

8. Distribution List s

A Distribution Lig is an entry containing a selectgaup of contacts from the accessible
Address Books. Contacts must be added t&\tdress Boolbefore creating a distribution list.

a. Creating a Distribution List

ficlick File and selecNew
fIselectDistribution List

TheUntitled DistributionList dialog box displays.

Untitled - Distribution List

NI =

/ Distribution List Insert Format Text

. = ﬂ' =| IJ
| & -~ $ | P
H _L"JSEnd g:) : g’) Q\HJJ
Save & )( Delete | |[Members| Motes Select Add Remove Update

Close Members  New
Actions Show

&7, (B2
B

Members Communicate

Mame: |

E-mail Meeting @ Categorize Follow Private | Spelling

=Y a v

- Up~

Options Proofing

L Name E-mail

There are no items to show in this view.

fitypedistributionlistnamein the Namefield

Wheredistributionlistnameis the name given to the Distribution List.

fclick Select Membersn theMembers group from theDistribution List tab
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DRAFT COPY CONTACTS

The Select Memérs Global Address Listlialog box displays.

Select Members: Global Address List &|

Search: (5 Mame only () More columns Address Book

Global Address List | Advanced Find

Fame Title Eusiness Phone Loatic

# 16flcapier
& 2007MedProgram

& an

& ARLSA

& Aanenson, Aaron 1,

& Aanenson, Aaron 1. PT ParaprofessionaliTechnical (212) 346-1735
& Aanouz, Bouchra Student Assiskant WS 11T

& Aaron- Albanese, Rebecca A, Student Assiskant W3S 1T

& Abady, Abraham Aaron

& Abajian, Amanda L.

& Abalos, Regina Ramores

& Abas, Yacine

& Abato, Cristen T,

§ Abazadze, Ekaterine

& nhhassi Libna 5 s

Cancel

fselectaddressbooknamé&om Address Bookif necessary
fIselect theNamefrom theNamelist
ficlick Membersto addNameto the distribution list

Repeatheaboveprocess for evergontactyou want toadd to the Bt. When all names are
added:

ficlick OK
ficlick Save and Close

b. Editing a Distribution List

{click Contactsin theNavigation Pane
fidoubleclick on theDistributionListname

Note: A double-headed icon on the right sideE denotes it is a distribution list andnot a single
contact

TheDistributionListhnamedialog box displays.

To add new members:

fclick Select Membersn theMembers group from theDistribution List tab
fselect theNamefrom theName list
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