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I.  INTRODUCTION  

 

Microsoft Outlook 2007 is a Personal Information Manager. Outlookôs 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 userôs 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.  

 

II.  GETTING STARTED  
 

To open Outlook: 
 

¶ click Start  

¶ click All Programs and select Microsoft Office 

¶ select Microsoft Office Outlook 2007 

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

double-click the icon         .  

To exit Outlook: 

 

¶ click File and select Exit  

 

A. Launching Microsoft Outlook  on the Exchange Server 

 

¶ double-click           on the desktop 

 

The Connect to email1.pace.edu dialog box displays. 

 
¶ type your MyPacePassword and click OK  

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

box. 

¶ click      next to Mailbox ï your username if your folders are not visible 
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III.  MAIL  

 

A. Email Messages 
 

Microsoft Outlook consists of three panes: 

 

 

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. 

To-Do Bar Displays the Date Navigator, upcoming appointments and tasks. 

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.  If the To-Do Bar 

does not display, click View and select To-Do Bar. 

  

Mail 

Folders 

Message Pane 

 
Reading Pane Navigation 

Pane 

To Do 

Bar 
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1. Viewing an Email Message 

Email messages can be viewed in two ways.   

 

¶ click Mail  in the Navigation Pane  

¶ select the message and the body displays in the Reading Pane 

-or- 

¶ double-click the message in the Message Pane to open it in a separate window 

a. Using the Standard Toolbar 

The Standard Toolbar has the following options available: 

 

  Option    Description   
 

    Opens the Untitled Message window to compose a new  

  message. 

    Prints the current message. 

 

      Moves email from one folder to another. 

 

      Moves selected messages to the Deleted Items folder. 

 

      Replies to the sender of the email.  
 

      Replies to the sender and all users on the recipient list. 
 

      Forwards the current message to another user.  
 

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

name/color. 

   Flags a message for follow-up action. 
 

    Downloads new messages from email.pace.edu.  
 

     Creates a rule for incoming mail. 
 

     Opens to the users Address Book: Global Address List. 
 

  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.   
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2. Sending an Email Message 

To create a new email message: 
 

¶ click  

-or-  

¶ click Actions and select New Mail Message 

 

The Untitled Message window displays. 
. 

 
 

Within the Untitled Message dialog box the Message tab displays by default.  

 

The Message tab is organized into 6 groups: Clipboard, Basic Text, Names, Include, Options, 

and Proofing. Within each group are commands related to creating messages. 

 

To send an email: 
 

¶ type recipientôs email address in the To field 

¶ type brief email description in the Subject field 

¶ type the body of the email message in the message body pane 

¶ click  

 

 

Message 
Body 

Message 
Header 
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3. Receiving an Email Message 

¶ click  

-or-  

¶ click Tools and select Send/Receive, Send and 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. 

 

¶ click Tools and select Options and click Mail Setup tab 

¶ click Send/Receive button 

¶ click the checkbox next to Schedule an automatic send/receive every under Setting 

for group ñAll accountsò 

¶ type 15 in the minutes box 

¶ click Close 

¶ click OK  

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

5. Replying to an Email Message 

¶ double-click an existing email message 

¶ click Reply or Reply to All 

¶ type a response in the message body pane 

¶ click  

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 

¶ select an email message 

¶ click Edit  and select Delete 

-or- 

¶ right-click and select Delete 

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

To empty the Deleted Items Folder: 
 

¶ right-click on Deleted Items folder in the Navigation Pane 

¶ select Empty ñDeleted Itemsò Folder 

 

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

subfolders in the óDeleted Itemsô folderò?  
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To PERMANENTLY delete: 

 

¶ click Yes 

 

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

 

¶ click No 

Note: I f 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 

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

¶ click          in the Include group on the Message tab 

 

The Insert File dialog box displays. 

 

¶ type the file name and the qualifying path 

  -or- 

¶ browse to find the file to attach  

¶ select the file to attach 

¶ click Insert to attach the file  

 

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

 

¶ click Send  

b. Receiving Attachments 

If a message has an attachment, a paper clip icon appears to the left of the Senderôs column in the 

Message pane.  
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To view attachments: 

 

¶ open a message with an attachment in the Message pane 

 

An icon appears to the left of the file name in the Attachments text box. 

 

The following is a message with attachment icons. 

 

To preview the attachment: 

¶ click on an attachment icon  

¶ the alert message displays 

 

¶ click Preview file 

 

To return to the message: 

¶ click on Message icon  

 

To open or save the attachment: 
 

¶ double-click on an attachment icon  

 

The Opening Mail Attachment dialog box displays. 

 

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. 
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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 

 

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. 

  

¶ click the Sent Items Folder in the Navigation Pane 

¶ double-click the message you want to recall to open it 

¶ click Other Actions and select Recall This Message in the Actions group from the 

Message tab 
 

The Recall This Message dialog box displays. 

 

¶ select Delete unread copies of this message 

-or- 

¶ select Delete unread copies and replace them with a new message 

¶ select Tell me if recall succeeds or fails if you want an email notifying you 

¶ click OK   

¶ close message 

Note: You can only recall messages if the recipient is logged on to 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.  

 

¶ open the message with subject Message Recall Success:originalmessagesubject 
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¶ 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.  

 

¶ create a new message 

¶ click the Options tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

¶ click Request a delivery receipt under Tracking group 

 

 

 

 

¶ complete the steps for Sending an Email Message 

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 Tracking in the Show group on the Message 

tab. Click on Tracking to see the delivery date. 
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To receive an email when the user opens your message:  
 

¶ click Request a read receipt under Tracking group 

 

 

 

 

¶ complete the steps for Sending an Email Message 
 

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

receipt for: 

 

Note: You will receive an email message if the person chooses to send you notification. After you read the 

message, your original message (in the Sent Items Folder) will now have Tracking in the Show group 

on the Message tab. Click on Tracking to see the read date 

 

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 

¶ click Tools and select Options 

¶ click  tab 

¶ click Signatures 
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The Signatures and Stationery dialog box displays. 

 

¶ click New 

 

¶ type a SignatureName in the New Signature dialog box  

 

Where SignatureName is the name given for the signature. 

 

¶ click OK  

¶ type SignatureInformation in the Edit Signature box 

 

Where SignatureInformation is the information to be attached to the email.  

 

¶ format SignatureInformation as desired 

¶ click OK  

¶ click OK 

b. Editing a Signature 

¶ click Tools and select Options 

¶ click  tab 

¶ click Signatures 

¶ select SignatureName to edit 

¶ edit SignatureInformation in Edit Signature field 

¶ click Save 

¶ click OK 

¶ click OK 
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c. Deleting a Signature 

¶ click Tools and select Options 

¶ click  tab 

¶ click Signatures 

¶ select SignatureName to delete 

¶ click Delete 
 

A message displays: ñAre you sure you want to delete the selected signature?ò 
 

¶ click Yes  

¶ click OK 

¶ click OK 

d. Adding a Signature to a Message Automatically 

¶ click Tools and select Options 

¶ click  tab 

¶ click Signatures 

¶ select SignatureName to add 

¶ select a SignatureName from New messages in the Choose default signature section 

-and/or- 

¶ select a SignatureName from Replies/forwards in the Choose default signature 

section  

¶ click OK 

¶ click 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 by clicking Insert  and selecting Signatures from the 

Message tab. 

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 are out of the office. 

a. Turning On the Out of Office Assistant 

¶ click Tools and select Out of Office Assistant 
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¶ click the radio button next to Send Out of Office auto-replies 

 

To set an automatic time range: 

 

¶ select Only send during this time range 

¶ enter start and end date/time 

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

¶ click Inside My Organization tab 

¶ type yourmessage  

-and/or- 

¶ click Outside My Organization tab 

¶ select the check box Auto-reply to people outside my organization 

¶ type yourmessage for outside  

¶ click OK  

Note:  The message with Out of Office AutoReply:Subject is sent only once to each user. If a user 

sends another message to you before you disable the Out of Office Assistant, they wonôt be 

notified again.  

b. Turning Off t he Out of Office Assistant 

The next time you open Outlook, youôll get a balloon message in the bottom right of the window 

asking if you want to turn off the Out of Office Assistant. 

 

¶ open Outlook 

 

 

 

 

 

¶ click on the Out of Office icon on the bottom right of the window 

¶ click Turn off Out of Office auto-replies from the pop-up 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: 

 

¶ click on Out of Office  

 

The pop-up menu displays: 

 

 

 

 

¶ click Turn off Out of Office auto-replies from the pop-up menu 
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12. Categories 

a. Assigning a Category to a Message 

¶ click a message in the Inbox 

¶ click Edit and select Categorize, select a category from the Categories menu 

-or- 

¶ click   Categorize on the toolbar and select a category from the Categories menu 

 

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. Click Yes. 

 

b. Removing a Category from a Message 

¶ click on a message in the Inbox 

¶ click Edit and select Categorize, select the category to remove it 

-or- 

¶ click   Categorize on the toolbar and select the category to remove it 

c. Changing an Existing Category Name 

¶ select Edit and select Categorize, select All categories  

-or- 

¶ click  Categorize on the toolbar and select All categories 

 

The Color Categories Dialog box displays. 
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¶ click categoryname you want to change 

¶ click Rename 

¶ type newname 

¶ click OK  

d. Adding a New Category 

¶ select Edit  and select Categorize, select All Categories  

-or- 

¶ click  Categorize on the toolbar and select All categories 

 

The Color Categories Dialog box displays. 

 

¶ click New 

The Add New Category dialog box displays. 

 

¶ type new category name 

¶ chose a color 

¶ choose a short cut key if you want one 

¶ click OK  

e. Remove a Category from the Master Category List 

¶ select Edit  and select Categorize, select All Categories  

-or- 

¶ click  Categorize on the toolbar and select All categories 
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The Color Categories Dialog box displays. 

 

¶ select category name you want to delete 

¶ click Delete 

 

The below message displays. 

 

¶ click Yes 

¶ click 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 assigned 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 

¶ click 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. Flagged messages create To-do items. 

 

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  

¶ click on a message 
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¶ right-click Follow Up  and select a flag option in the Standard toolbar 

 

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

b. Mark ing a Flagged Message as Complete  

¶ click on the messageôs Flag Status icon  in the Inbox 

¶ the flag changes to a check mark  

Note: The date that the item was marked 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  

¶ click View and select Arrange By, Show in Groups 

¶ click View and select Arrange By, Flag Due or Start Date 

 

d. Setting a Reminder with a Flag  

¶ right-click on the messageôs Flag Status icon  in the Inbox 
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¶ select Add Reminder  

 

The Custom dialog box displays. 

 

 

 

 

 

 

 

 

 

 

 

¶ select a start date and due date 

¶ select when you want to be reminded 

¶ click OK 

Note: A Reminder dialog box will appear on the date and time you selected for follow up of the 

message. 

e. Removing a Flag  

¶ right-click on the messageôs Flag Status icon  in the Inbox 

¶ click Clear Flag 

Note: The flag is removed and the task is removed from the To-Do Bar. 

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: 

 

¶ folders should be created without spaces in the name  

¶ folders should be created at the top level (off of Mailbox-yourusername), NOT within 

other folders 

Note:  All University Faculty, Staff, and student email accounts are allocated 100 megabytes of disk 

space on email.pace.edu.  
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a. Adding a Folder 

To create a folder on the Pace Exchange server: 

 

¶ right-click Mailbox - yourusername and select New Folder 

 

The Create New Folder dialog box displays. 

 

¶ type foldername in the Name field 

 

Where foldername is the name given to the new folder. 

 

¶ click 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: 

  

 

 

 

 

 

 

 

 

 

b. Renaming a Folder 

¶ right-click on a  foldername under Mailbox ï yourusername  

 

 

 

 



MAIL    DRAFT COPY 
 

20   User Services Department 

 

 

 

  

 

 

 

 

 

 

 

¶ select Rename ñfoldernameò 

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

¶ type newfoldername 

¶ press Enter 

c. Deleting a Folder 

 

¶ right-click the foldername in the Folder List  

¶ select Delete ñfoldernameò 

 

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

 

A message displays ñAre you sure you want to delete the folder ñfoldernameò and move all 

of its contents into the Deleted Items folder?ò 
 

¶ select Yes to delete 

 

2. Creating Personal Folders  

Folders can also be created within Outlookôs Personal Folders. These folders are stored on the 

local PC and do not affect email.pace.edu e-mail quotas. Folders created within Outlookôs 

Personal Folders are not accessible from the Web interface.  

a. Adding a Folder 

To create a folder in Outlook: 
 

¶ right-click on Personal Folders under Mail folders  in the Navigation Pane  

¶ select New Folder 
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The Create New Folder dialog box displays. 

 

 

 

 

 

 

 

¶ type foldername in the Name field 

 

Where foldername is the name given to the new folder. 

 

¶ click OK   

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

 

b. Renaming a Folder 

¶ right-click on a foldername under Personal Folders  

 

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

¶ type newfoldername 

¶ press Enter 

c. Deleting a Folder 

¶ right-click the foldername in the Folder List  

¶ select Delete ñfoldernameò 

 

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

 

A message displays ñAre you sure you want to delete the folder ñfoldernameò and move all 

of its contents into the Deleted Items folder?ò 
 

¶ click Yes to delete 

 

C. Rules 

 

All in coming 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 

¶ click Mail  in the Navigation Pane 

¶ click Tools and select Rules and Alerts 

 

The Rules and Alerts dialog box displays. 

 

¶ click New Rule from E-mail Rules tab 
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¶ select a template from one of the pre-defined actions and conditions under Step 1 

 

Rule Description 

Move messages from 

someone to a folder. 

Messages from a certain person or distribution list 

are moved to a specified folder. 

Move messages with specific 

words in the subject to a 

folder. 

Messages are moved to specific folders based on 

words found in the subject or body of the message. 

Move messages sent to a 

distribution list to a folder. 

Message that are sent to a specified distribution list 

are moved to a designated folder. 

Delete a conversation. Deletes messages based on specific words in the 

subject header. 

Flag messages from someone 

for follow-up. 

Flags a message from a specified sender with a 

specific color. 

Move Microsoft Office 

InfoPath forms of a specific 

type to a folder 

Moves a Microsoft Office InfoPath form that you 

received to a designated folder. 

Move RSS items from a 

specific RSS Feed to a folder 

Moves RSS items from a feed to a designated folder. 

Display mail from someone 

in the New Item Alert 

Window. 

Message sent from certain people or distribution 

lists are placed under a New Item Alert window. 

Play a sound when I get 

messages from someone. 

Plays a custom sound when messages are received 

from someone. 
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Send an alert to my mobile 

device when I get messages 

from someone. 

Sends alert to cell phone when messages are 

received from someone. 

 

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

¶ select Move messages from someone to a folder  

¶ click people or distribution list  under Step 2 under Step 2: Edit the rule description 

 

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

 

¶ type the name  

-or- 

¶ select a name from an address book under Address Book  

¶ click From 

¶ click OK  

 

Under Rule description the following displays ñApply this rule after the message arrives from 

juser@pace.edu move it to the specified folder.ò  
 

Where juser@pace.edu is the name or distribution list chosen for the rule.  

 

Once the name or distribution list is selected the designated folder needs to be selected:  

 

¶ click specified under Step 2 

 

¶ select a folder and click OK   

¶ click Finish  

mailto:juser@pave.edu
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Note:  If you are designating a folder under Personal folders, a message appears ñThis rule is a 

client-only rule, and will process only when Outlook is running.ò Click OK and continue.  If 

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 

¶ click OK  

 

2. Editing a Rule 

¶ click Tools and select Rules and Alerts 

¶ select the rulename to edit  

¶ click Change Rule on the toolbar 

¶ select Edit Rule Settings 

¶ make any necessary changes to the rule 

¶ click Finish to save the changes 

¶ click Apply  to activate rule 

 

To close the Rules and Alerts dialog box:  

¶ click OK 

 

3. Deleting a Rule 

¶ click Tools and select Rules and Alerts 

¶ select the rulename to delete and click Delete 

 

A message displays ñDelete rule ñrulenameò?ò 

 

Where rulename is the name of the rule to be deleted. 

 

¶ click Yes  

 

To close the Rules and Alerts dialog box:  

 

¶ click OK
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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.  

 

¶ click Calendar in the Navigation Pane 

 

 

 

 

 

 

 

 

 

 

 

Outlook 2007 has three major panes ï Navigation Pane, Calendar Pane, and Reading 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, shared, and/or group 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). 

 Reading Pane 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 To-Do Bar. 
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The Navigation pane consists of: 

 

 

 

 

 

 

 

 

 

Navigation Pane Description 

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

My Calendars Allows you to select your personal calendar, any additional 

personal sub-calendars 

Peopleôs Calendars Allows you to view shared calendars.  This section appears only 

after a calendar has been shared with you. 

A. Using the Standard Toolbar 

 

The Standard Toolbar has the following options available: 

  

 Option   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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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 

B. Calendar Views 

 

Microsoft Outlook 2007 has three main ways to view a calendar.   

 

 Calendar View Description 

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

 Week Contains the list of meetings, appointments, events and tasks for 

the week.  There are two options within the week view ï Show 

work week and Show full week.  Show work week will display 

the days designated as your workweek.   Show full week will 

include the remaining days not indicated as 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 

viewed ï Low, Medium, and High. 

There are additional views that can be found if you click View and select Current View .  The 

seven additional views are: Day/Week/Month With AutoPreview, All Appoinments, 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 share a calendar by sending an e-mail 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 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.  
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¶ click Calendar in the Navigation Pane 

¶ select a calendar from My Calendars 

 

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

 

¶ click on Share My Calendar 

 

 

 

 

 

 

The e-mail window for sharing a calendar displays.  

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ type the e-mail address of the individual with whom you wish to share your calendar 

 -or- 

¶ click To and select from Global Address List 

¶ type a subject for the e-mail if desired 

¶ click  next to Allow recipient to view your Calendar 

¶ click  next to Request permission to view recipientôs Calendar 

Note:  The default subject ñSharing invitation: YourUsername ï Calendarò changes to ñSharing 

request: Calendarò after selecting Request permission to view recipientôs Calendar.  The 

subject will not change if you had typed a custom subject. 

¶ type a message in the body of the e-mail and click Send 

 

A Microsoft Office Outlook dialog box confirming the permissions appears. 
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¶ click Yes 

 

 

 

 

 

¶ click OK  

 

2. Viewing a shared calendar by another user 

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

mail account.   

¶ select Mail  from the Navigation Pane 

¶ select the unread message with the subject beginning with ñSharing invitation:ò or 

ñSharing request:ò 

 

 

The subject of the invitation e-mail appears. 

 

 

 

 

 

 

 

 

¶ click Open this Calendar  

 

Outlook automatically adds the userôs calendar to your Peopleôs Calendars list and displays it as 

a tab next to your own calendar 
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When viewing two or more calendars Outlook offers an overlay feature which layers 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 must either Allow  or Deny the 

request.   The request  is sent in the form of an email similar to a ñSharing Invitationò request.  

You must go to your Outlook email account.   

¶ select Mail  from the Navigation Pane 

¶ select the unread message with the subject beginning with ñSharing request:ò 

 

 

 

 

 

 

 

 

 



CALENDAR   DRAFT COPY 
 

32   User Services Department 

The subject of the invitation e-mail appears. 

 

 

 

 

 

 

 

 

 

¶ click                 or  

 

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 calendar: 

¶ click   next to the calendar to overlay  

 

 

 

 

 

 

 

 

 

 

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 overlay of a calendar:  

¶ click  next to the calendar to overlay  

 

 

 

 

 

 

 

 

 

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 permission levels for certain individuals or the entire 

community.  There are twelve different permission levels. 

 Permission  Description 

 Owner 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. 

 

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

    can also create subfolders. 

 

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

 

Publishing Author 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. 

 

Author  Users can create and read items and files.  They are able to modify  

   and delete items and files 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 your calendar. 

To set permissions for a user: 

¶ click Tools 

¶ select Options and click Calendar Options 

¶ click Free/Busy Options  

¶ select Permissions tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.   
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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 clicking on Add.   

   

¶ select a user from the top name box 

 

Once the user is selected you can set the permission level for that user. 

 

¶ click   next to Permission Level 

 

 

 

 

 

 

 

 

 

 

 

Based on the level selected the choices below will automatically switch to the appropriate 

selections. You will be able to see which levels (Read, Write, Delete, 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.   

 

 

¶ click Apply  and  

¶ click OK  

 

To edit permissions for a user: 

¶ click Tools 

¶ select Options and click Calendar Options 

¶ click Free/Busy Options   

¶ select Permissions tab 
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¶ select the user to be edited 

¶ make desired changes  

¶ click Apply   

¶ click OK  

 

To remove a user from the permissions menu: 

 

¶ click Tools 

¶ select Options and click Calendar Options 

¶ click Free/Busy Options  

¶ select Permissions tab 
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¶ select the user to be removed 

¶ click Remove 

¶ click OK  

 

E. Creating Groups 

 

Microsoft Outlook allows users to create various groups out of the calendars that are shared with 

a user.   

 

To create a calendar group: 

 

¶ click Add New Group in the Navigation Pane  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ the New Group textbox appears under My Calendars 

 

¶ type a new group name   

¶ press Enter 

The new group name will appear below My Calendar and Peopleôs Calendars. 

 

¶ click and drag a calendar under My Calendar or Peopleôs Calendars to the desired 

group 



CALENDAR   DRAFT COPY 
 

38   User Services Department 

To edit a calendar group name: 

 

¶ right-click on the desired calendar group name and select Rename Group 

 

 

 

 

 

 

 

 

¶ enter changes to the group name  

¶ press Enter 

 

To remove a calendar group: 

 

¶ right-click on the desired calendar group name and select Remove Group 

 

 

 

 

 

 

 

 

A message displays. 

 

¶ click 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.   

 

¶ click Calendar in the Navigation Pane 

 

1. Adding an Appointment in Day/Week view 

To add a simple appointment: 

 

¶ click a time in Planner area 
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¶ type an appointment description  

¶ press Enter  

-or- 

¶ click outside of Planner area 

 

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

 

¶ click a start time in Planner area  

¶ position pointer in the selected area 

¶ click and drag to the ending time 

¶ type an appointment description  

¶ press Enter  

-or- 

¶ click outside of Planner area 

 

2. Adding a detailed Appointment 

To open the Appointment window: 

 

¶ click Actions and select New Appointment 

 

The Untitled Appointment window displays. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

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: 

 

¶ click in the Subject field and type description of appointment 

¶ click in the Location field and type location of appointment 

 

Press Tab to advance to each succeeding field.   
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¶ type start time for appointment next to Start time field 

¶ type end time for appointment next to End time field 

-or- 

¶ click the down arrow next to Start time and End time fields 

¶ type the description of the appointment in the bottom pane 

 

Additional choices in the Options group are: 

 

Options Description 

Show As Mark your availability as free, tentative, busy or out of office by clicking 

the down arrow next to Show as. The default is Busy. 

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

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

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

¶ click Save & Close  

 

3. Editing an Appointment 

¶ double-click the appointment in Planner area  

-or- 

¶ select the appointment in Planner area 

¶ click File and select Open 

¶ click Selected Items  

¶ make desired changes  

¶ click Save & Close  

 

4. Deleting an Appointment 

¶ select the appointment in Planner area 

¶ click Edit  and select Delete 

-or- 

¶ click  the delete button  
 

G. 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. 

 

¶ click Calendar in the Navigation Pane 
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1. Adding an All Day Event in Day/Week view 

To add an All Day Event: 

 

¶ click in the blue area above the timescale in Planner area 

¶ type description of all day event in the space provided  

¶ press Enter  

-or- 

¶ click outside of Planner area 

 

2. Adding a detailed All Day Event 

To open the All Day Event window: 

 

¶ click Actions and select New All Day Event 

 

The Untitled Event window displays. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

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. 

 

To schedule an event: 

 

¶ click in the Subject field and type description of all day event 

¶ click in the Location field and type location of all day event 

 

Press Tab to advance to each succeeding field.   

 

¶ type start date for event next to Start time field 

¶ type end date for event next to End time field 

-or- 

¶ click the down arrow next to Start time and End time fields 

¶ type the description of the all day event in the bottom pane 
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¶ click Save & Close 

 

3. Editing an All Day Event 

¶ double-click the event in Planner area  

-or- 

¶ select the event in Planner area 

¶ click File and select Open 

¶ click Selected Items  

¶ make desired changes and click Save & Close 

  

4. Deleting an All Day Event 

¶ select the event in Planner area 

¶ click Edit  and select Delete 

-or- 

¶ click  the delete button  
 

H. Scheduling a Meeting 

 

A meeting is an appointment that involves inviting others to attend and/or reserving a resource.  

The resource may include a conference room, audio ïvisual equipment, or other shared 

resources.  

 

¶ click Calendar in the Navigation Pane 

¶ click Actions and select New Meeting Request 

-or- 

¶ click Actions and select New Appointment 

¶ click Invite Attendees in the Actions group 

 

The Untitled Meeting window displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

To invite attendees to the meeting: 

 

¶ click  
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The Global Address List dialog box is displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Global Address List dialog box is where names and/or resources are added to an attendee 

list. When preparing a meeting request, you can designate some attendees as required and others 

as optional. 

 

Classification  Description 

 
Required To require someoneôs attendance, select the name from the global 

address list and click the Required button. 
 

Optional To add someoneôs 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: 

 

¶ type lastname or resource in the Search field 

-or- 

¶ scroll down and highlight the attendee name in the Name column 

¶ click on Required, Optional, or Resources  

 

Repeat the above process for every invitee or resource to add to the All Attendee list. 

 

¶ click OK 

 

To schedule the date and time of meeting: 

 

¶ click in the Subject field and type description of appointment 

¶ click in the Location field and type location of appointment 

 

Press Tab to advance to each succeeding field.   
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¶ type start date and time for appointment next to Start time field 

¶ type end date and time for appointment next to End time field 

-or- 

¶ click the down arrow next to Start time and End time fields 

¶ type the text of the appointment in the bottom pane 

¶ click  

Note: The people you invite to a meeting will receive the meeting request as an e-mail. 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 daily schedule 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.   
 

¶ open a New Appointment or  New Meeting Request 

¶ click Scheduling Assistant in the  Show group  

 

The Scheduling Assistant table displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Adding or Removing Attendees 

The Scheduling Assistant is where names and/or resources are added to an attendee list. 

 

To add new attendee: 

 

¶ click  
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The Global Address List dialog box is displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ type attendeeôs lastname in the Search box 

¶ scroll down and highlight the name in the bottom pane 

¶ click Required, Optional, or Resource  

 

Repeat the above process for every invitee to add to the All Attendee list. 

 

¶ click OK 

 

To reserve a room for the meeting: 

 

¶ click  

 

The Select Rooms dialog box is displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ click on your desired choice from the Name column 

¶ click Rooms and click OK   
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To remove an invitee or room: 

 

¶ highlight the attendee name or room from All Attendees list 

¶ press Delete or Backspace 

¶ press Enter 

 

After you have added attendees or resources to the All Attendees list, their availability is color 

coded on the schedule. 

 

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 

   Indicates a optional attendee 

   Indicates a rooms or equipment 

To change the attendeeôs 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 table.  In the All 

Attendees row at the top of the schedule and directly under the times, a color coded summary is 

displayed of the availability of the attendee(s) and resource(s) in a given time period.   

 

 

 

Similarly, in the row to the right of each inviteeôs name under All Attendees are colored bars that 

represent each of the inviteeôs availability for a given time period.   

 

 

 

 

 

 

 

The legend displayed at the bottom of the scheduling assistant shows the color-codes associated 

with availability (i.e., free/busy times) of invitees to the meeting.   

 

 

Color-Code  Description 

 

  Blue show attendee availability as busy. 

 

  Blue and White show attendee availability as tentative. 
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  Purple show attendee availability as out of office  

 

Black and White show no information available for attendee.  

 

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

 

To select common availability for attendees: 

 

¶ scroll through the Suggested Times listing column 

 

Outlook Exchange Calendar helps you to setup a convenient time for a meeting according to the 

availability of the attendees.  A suggested times listing  allows you to perform a check on the 

other inviteeôs Exchange calendar to find whether they are busy according to their calendar, if so, 

you can reschedule the meeting. 

 

The suggested times color-coded options are: 

 

 

Suggested Times Description 

 

Good White color-code are days all attendees are available  

Fair Light Blue color-code are days most attendees are available  

Poor Blue color-code are days most attendees are not available  

 

¶ click on your desired choice in the Suggested Times listing column 

 
Note:  Selecting a new time in the suggested Times list updates the meeting start and end times.  

 

To set calendar view and refresh options within the Scheduling Assistant: 

 

¶ click  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 attendeeôs appointment in the 
free/busy grid if given read access to the calendar. 

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

Exchange calendar. 
 

¶ click Send after completing meeting requirements  
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J. Replying to a Meeting Request 

The invitee to a meeting will receive an e-mail invitation in their Outlook Inbox. 

To respond to the invitation:   

¶ click Mail  in the Navigation Pane 

 

The meeting request will display as an e-mail message, but will have a meeting request icon      

to the left of the Senderôs column in the Message pane.  Within the e-mail message, options to 

respond to the 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 response. 

 

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 and lets 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: 

 

¶ click 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: 

 

 

¶ click the desired response 

 

To respond to invitation from an opened e-mail in full screen: 

 

¶ double-click the message in the Message Pane 

 

The following options to respond to invitation display in the Respond group: 
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¶ click the desired response 

 

If you select Accept, Tentative, or Decline, Outlook will display options to óEdit the response 

before sending,ô óSend the response now,ô or óDonôt send a response.ô 

 

 

 

 

 

 

 

 

 

Note:  I f 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.  However, 

if  you decline the meeting, delete the email, or do not respond to the e-mail, the meeting will not be 

added to your calendar. 

To include a comment with your response: 

 

¶ select Edit  the response before sending 

¶ type response in the message text box 

¶ click Send 

 

To send response with no comments: 

 

¶ select Send the Response Now 

¶ click OK  

 

To send no response: 

 

¶ select Donôt send a Response  

¶ click OK  

Note: The option ñDonôt send a responseò 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 suggest a new meeting time: 

 

¶ click Propose New Time 

-or- 

¶ click     next to Propose New Time 

¶ select Tentative and Propose New Time or Decline and Propose New Time 
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The Propose New Time window displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Scheduling view will allow you to check all attendeesô available schedules. Rather than 

scrolling through the timeline to find an available meeting time, you can use AutoPick 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: 

 

¶ click AutoPick Next 

 

To return to a previous period of available time: 

 

¶ click   
 

The common time availability for meeting attendees is shown with a green and red column. 

 

To send proposed new time: 

 

¶ click Propose Time  

 

A meeting response e-mail is generated with the current meeting time as well as the proposed 

new time.  Comments can also be added to the response e-mail. 

 

 

 

 

 

 

 

¶ click 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.e., who has accepted, is tentative, or has not replied). 

 

¶ click Calendar in the Navigation Pane 

 

1. Checking Attendee Responses 

To track the attendee response: 

 

¶ double-click meeting request in calendar 

¶ click the Meeting tab 

¶ click Tracking  in the Show group 

 

The Tracking window displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 change the attendeeôs response and/or attendance status from the 

tracking tab. 

 

To change an attendee response status: 

 

¶  click in the Response column next to invitee name 

¶  click  and select a new response status  
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To change an attendee attendance status: 

 

¶  click in the Attendance column next to invitee name 

¶  click  and select a new attendance status  

 

2. Updating  a Meeting Request 

¶ double-click meeting request in Planner area 

¶ make the desired changes 

¶ click Send Update 

 

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. 

 

¶ double-click meeting request in Planner area 

¶ select the Meeting tab 

¶ click Cancel Meeting in the Actions group 

¶ click Send Cancellation 
 

L. Recurring Entries 

 

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

as a recurring entry.  

 

¶ open an Appointment, Event, or Meeting Request 

¶ follow instructions for scheduling appointment, event, or meeting request 

¶ click the Recurrence button  in the Options group 

 

The Appointment Recurrence dialog box displays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

A Recurrence Pattern can be scheduledðfor 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.  



DRAFT COPY   CALENDAR  
 

User Services Department  53 

To specify appointment time: 

 

¶ type the start time next to Start and end time next to End under Appointment time 

-or- 

¶ click  next to Start and End fields to select appointment time 

 

To select frequency of recurrence pattern: 

 

¶ select Daily, Weekly, Monthly , or Yearly under Recurrence Pattern 

¶ make desired selection of options for recurring entry 

 

To set time period for range of recurrence: 

 

¶ type the start date of repeat pattern  next to Start field under Range of recurrence 

¶ click     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 ñNo end dateò 

(2) type in an amount which represents the number of occurrences to create (3) type in a 

specific date to terminate a reoccurring appointment 

 

¶ click OK and click Save and Close 

 

The recurring entry icon      displays in the appointment, event or group meeting planner area 
 

M. Printing Calendars 

 

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

Calendar Details.   

 

To print a calendar: 

 

¶ select calendar to print 

¶ click File and select Print  

The Print dialog box displays. 
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¶ select preferred printer and desired options 

¶ click OK  

To edit print style options: 

 

¶ click File and select Page Setup 

¶ click on the style to edit 

 

 

 

 

 

 

 

The Page Setup dialog box displays.   

 

 

 

 

 

 

 

 

 

 

 

Note: The Page Setup dialog box will consist of options that will vary depending on which print style 

is selected. 

¶ select desired options 

¶ click 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 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Sending an Email using the Global Address List 

¶ click Mail  in the Navigation Pane  

¶ create a new message 

¶ click To in the message header 

¶ select Global Address List from Address Book if necessary 

¶ select a Name 

¶ click To  

¶ click OK  

¶ fill in the rest of your message and click Send 

 

2. Adding a New Contact from the Global Address List 

¶ click Tools and select Address Book  

¶ select the name of the person in the Global Address List you want to add as a contact 

¶ click File and select Add to Contacts 

-or- 

¶ right-click on the selected name 

¶ click Add to Contacts 

 



CONTACTS   DRAFT COPY 
 

56   User Services Department 

A Contact window displays with the contact information of the person you selected. 

 

 

 

 

 

 

 

¶ enter any other information 

¶ click Save and Close  

¶ click  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, are stored in your Contacts 

folder. 

 

1. Opening the Contacts Folder 

¶ click Contacts in the Navigation Pane  

 

The Contacts Folder window displays. 

 

Note: The Contacts window displays your contacts in the last selected contact view. 
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2. Adding and Saving a New Contact 

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

 

¶ click Contacts in the Navigation Pane  

¶ click New  on the toolbar 

 

The Untitled Contact window displays. 

 

¶ type contactôs full name in the Full Name field 

¶ type contactôs email address in the Email field 

¶ press Tab key to display contactôs name and email address in the Display as field and 

in the Business Card 

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

 

To save the Contact and close the window:  

 

¶ click Save and Close on the toolbar  

 

3. Editing a Contact 

¶ double-click on a contact name in Contacts Folder  

¶ modify the contact in the contact name window 

¶ click Save and Close  

 

4. Deleting a Contact 

¶ select a contact name in Contacts Folder and click  to delete 

-or- 

¶ right-click on a contact name and select Delete 
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5. Viewing Contacts  

 

Switching views in contacts: 

 

¶ select the radio button for one of the 8 choices in the Current View Pane under the 

Contacts folder 

Note: Outlook has 8 ways to view contacts ï Business Cards, Address Cards, Detailed Address 

Cards, Phone List, By Category, By Company, By Location, and Outlook Data Files. If the 8 

views are not displayed, click Current 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 search for contacts on the Exchange Server. 

  

¶ click  on the toolbar 

¶ type the partial name, a first or last name, an e-mail or company name 

¶ press 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. 

 

 

 

Letters to 

display 

contacts 

View 

choices 
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¶ select the name 

¶ click OK  

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  

¶ click on the first letter of the last name you are looking for on the right side of the 

window 

-or- 

¶ quickly 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 Using Instant Search 

This feature searches through your contacts. 

 

¶ click  on the top of the Contact window 

¶ type the partial name, a first or last name, an e-mail or company name of the contact 

you want to find in the text box Search All Contact Items 

 

All matches display in Contacts window. 

  

To clear the find and view all contacts: 

¶ click  in the Instant Search bar 

 

7. Printing Contacts  

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

currently in.  

a. Print ing 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. 

  



CONTACTS   DRAFT COPY 
 

60   User Services Department 

¶ select Business, Address or Detailed Address Cards in Current View pane 

¶ click File and select Print  

¶ select one of the 5 above styles in the Print style box  

¶ click OK  

b. Print ing Styles in Other Views 

 Table Style:  Prints in column format. 

    

¶ select a non Card view in Current View  

¶ click File and select Print  

¶ Table Style is already selected in the Print style box 

¶ click OK  

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

8. Distribution List s 

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  

¶ click File and select New 

¶ select Distribution List   

 

The Untitled Distribution List dialog box displays. 

 

¶ type distributionlistname in the Name field 

 

Where distributionlistname is the name given to the Distribution List. 

 

¶ click Select Members in the Members group from the Distribution List tab 
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The Select Members Global Address List dialog box displays. 

 

¶ select addressbookname from Address Book if necessary 

¶ select the Name from the Name list 

¶ click Members to add Name to the distribution list 

 

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

added: 
 

¶ click OK  

¶ click Save and Close 

b. Edit ing a Distribution List  

¶ click Contacts in the Navigation Pane  

¶ double-click on the DistributionListname  

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

contact. 

The DistributionListname dialog box displays. 

 

 

 

 

 

 

 

 

To add new members: 

 

¶ click Select Members in the Members group from the Distribution List tab 

¶ select the Name from the Name list 
































