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DRAFT COPY INTRODUCTION

I. INTRODUCTION
Microsoft Outlook Web App is a Personal Information Manager. Outlook’s purpose is to
organize your entire desktop. It includes e-mail, a task list, a calendar to plan your schedule, a
contacts list to organize the people in your life, and a meeting planner to be able to plan meetings
at a convenient time for all involved.
Il. GETTING STARTED
A. Signing In and Existing Outlook Web App

e click Start, select Programs and select the Web browser of choice
o type https://email.pace.edu in the Address box and press Enter

The Office Outlook Web App window displays.

Microsof

Outlook Web App

Security

This is & public or shared computer
This is a private computer

®
O
[0 use the light version of Outlook Web App

User name: ||

Password:

Connected to Microsoft Exchange

© 2009 Microsoft Corporation, All rights reserved.

o type UserID in the User name field
e press Tab to advance to Password and type EmailPassword

Note: The EmailPassword is your MyPace Portal password.
eclick Sign in
Note: The password is case sensitive.

B. Exiting Outlook

e click Sign Out
e click Close Window
eclick Yes

User Services Department 1
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1. MAIL
A. Email Messages

Outlook Web App consists of three panes.

Outlook Web App Harts, . Colin .

| oo u o
CR Favorites Stew = X - Move ter *| 8
/- “* w e

| # @ wars, w. Cotnp P . -
3 wrbox Aerange by . : Exchange Calendar
3 Meetng Requests ~
d USD Test Messages

. ) Drafts (4
Mail 3

s
L
s 3
5o
¥

4l Deleted Items
RSS Peeds

ExNRE

Folders 8 Akl

—

[ maa
=

3] Calendar
| 85] contacts
| ] Tasks

| =9 Public rolders

Reading Pane

P /

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

Navigation Pane Message Pane

Pane

Navigation Pane

Mail Folders
Message Pane

Reading Pane

Description

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

Displays the different folders accessible by the user.

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

Displays the contents of the selected email message in the Message

pane.

Note: If the Reading pane does not display, click view = Off/Right Reading Pane, then click Right.

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

e click Mail in the Navigation Pane |- Mail

2 User Services Department



DRAFT COPY MAIL

e select the message and the body displays in the Reading Pane
_Or_
o click View Original Message in the Reading Pane &

Outlook Web Apps
4 =1 Moreno, Gabriel Actions = (3
Tuesday, February 02, 2010 1:18 PM

Tae: Harris, Mr, Colin P,

Thank you. Yes, Iwas able connect to Outlook Web Apps.

> i3 Hi Gabe, Welcome to Outlook Web Apps! Fle... Tue 2/2

Note: The default view in Outlook Web Apps is Conversation view. This view will group multiple
threads from a single conversation together which will make your inbox management more
efficient. Clicking = to the left of a message opens the body of email.

a. Using the Outlook Web App Toolbar
The Outlook Web App Toolbar has the following options available:

Harris, Mr. Colin P. -

Outlook Web App
rbox ) v
Option Description
[E3; Open up the default Global address book.
Searches for a contact
Options Opens the Option Pane. You can customize your Outlook or set options
for specific messages.

Harris, Mr. Colin P.~ Opens other mailboxes you have permission to open. This option is only
available if you have full access. (This type of access can only be given
by the administrator.)

Sign out Logs you off of Office Outlook Web App.
@ - Opens the Help menu.

User Services Department 3
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b. Using the Inbox Message Toolbar
The Inbox Message Toolbar has the following options available:

SdNew = | X - Move - Fiter ~ View ~ | £

Option Description

Bl New Opens the Untitled Message window to compose a new message.
X Moves selected message(s) to the Deleted Items folder.

Move = Moves or copies message(s) to a folder.

Filter = Options to use a pre-set filter to find items that match the filter.
View = Closes or displays the reading pane on the right.

o Checks the server for new messages.

c. Using the Reading Pane Toolbar
The Reading Pane Toolbar has the following options available:

- =2 =

x

Option Description
1 . .
—E Replies to the sender of the email.
¥ Replies to the sender and all users on the recipient list.
—d i
Forwards the current message inline to another user or
_..% as an attachment.

d. Using the Action Menu

When using the right reading pane, a number of actions are available to perform on a message in
the action menu.

e click Mail in the Navigation Pane |~ mail
e select the message and the body displays in the Reading Pane
eclick = next to Action in the Reading Pane

Within the Actions menu the following commands displays.

4 User Services Department
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Actions = [F

Reply

=
@ Reply Al
=4

Forward
[f=d Forward as Attachment
b<d  Mark as Unread

% Create Rule...

@ JunkE-Mai v
x

Delete

.,;I Ignore Conversation

[’y Move to Folder...

[ Copy to Folder...

a._=| Open Delivery Report

A few of the new options included in Outlook Web App for Exchange 2010 include Forward as
Attachment, Ignore Conversation and Open Delivery Report.

Option Description

B Forward as Attachment Forward an email message as an attachment.

[ Ignore Conversation New message(s) in conversation will be automatically
deleted.

®9 Open Delivery Report Open Delivery Report will show the date and time message

was submitted and successfully delivered.
2. Managing Mailbox

a. Using a predefined Filter

e click on your Inbox or a subfolder in the navigation page
eclick ™ next to Filter on the toolbar in the Message Pane

Filter ~ view ~ | & y
Show items in this folder that are:
Sent to me
Cc'd to me
Unread
Categary: +
Fram: L4
Flagged
High Importance
Attachments

Cancel

e select your desired filter from one of the pre-defined actions and conditions under Show
items in this folder that are:
eclick Apply

User Services Department 5
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b. Filtering Messages by Category
e click on your Inbox or a subfolder in the navigation page

eclick = next to Filter on the toolbar and select a Category:

[l Blue Categary

[l Green Categary

[ Orange Categary |
[l Furple Cateqory

:
[l Red Category

OO0O0000

[] vellow Categary

eclick Apply
c. Filtering messages by sender
To filter messages from senders:

e click on your Inbox or a subfolder in the navigation page
eclick . nextto Filter on the toolbar and select From:

Enter an e-mail address aor, to
find @ name, enter the name and
press EMTER..

[E5
Samuel, Mr, Danny Dominic

Maorena, Gabriel

Harris, Mr. Colin P,

charris@pace.edu

o type e-mail address or name in the space provided
e press Enter
eclick Apply

_Or_
e click i and select name from Global Address List
eclick Apply

d. Adding Filter to Favorites Folder

e select and activate a predefined filter, filtered message by category or sender

eclick &
Inbox: Yellow Category

e. Clearing a Filter from Inbox

eclick &

User Services Department
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Inbox: From Samuel, Mr. Danny Dominic '.g.-{f &

3. Sending an Email Message
To create a new email message:

eclick Anew

The Untitled Message window displays.

/= Untitled Message - Microsoft Internet Explorer provided by Pace University

[](=/E3

& | https:{/172.17.26.101 fowa/7 ae=Itemaa=Hewet=TPM  HoteRoc=MT QUMC4ZMkuMIESZ WAL WMSHDISNOZNZISM | &dl Certificate Error

Message Esend | 0 W@ R ¢ $ @ ¥ - - Bopos. |Fm -

Header e
[ e

Subject:

Tahoma vl »| B I U == iEE=E B, A oy

Message
Body

N

@

Done [® €D Internet #100% ~

Within the Untitled Message dialog box the following toolbar displays.

=send W 0 @ & Y 8 & V- E- | [ optons..

Option Description

=3 Send Sends email message.
= Saves the message in the Drafts folder.
0 Attaches a file or item to the email message.
[E%] Opens the users address book.

HTML

8, Automatically checks names in the To, CC and Bcc against names in the

address book.

L Sets the priority of an email message to High.
il Sets the priority of an email message to Low.

& Inserts a signature.
v Checks spelling in the message.

= Sets the message classification

23 options...  Accesses the Bcc, priority, and tracking options.
HTML + Formats the outgoing email to HTML, or Plain text.

User Services Department
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@ Opens the Microsoft Outlook Web App help window.

To send an email:

o type recipient’s email address in the To field
_Or‘_
e click To and select from the Default Global Address List
o type brief email description in the Subject field
o type the body of the email message in the Message Body Pane
eclick :=isend
4. Receiving an Email Message

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

5. Replying to an Email Message

o click View Original Message in the Reading Pane @
e click Reply or Reply to All

o type a response in the Message Body Pane

eclick :=dsend

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

e select an email message
eclick 2 on the toolbar

_Or_
eright-click and select Delete

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

eright-click on Deleted Items in the Navigation Pane
e select Empty Deleted Items

A message displays “Are you sure you want to delete all the items and subfolders in the
Deleted Items folder”?

To PERMANENTLY delete:
e click Yes to permanently delete selected message(s)

If you do not want to permanently delete the message(s):

8 User Services Department
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eclick No

7. Attachments

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

a. Sending Attachments

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

eclick

The Attach Files dialog box displays.

2 Attach Files -- Webpage Dialog,

7.26,101 /owaf?ae=Dialogit=AttachFileHost | e C

To indude an a ment, dick Browse,
file, click Attach. The file will be uploaded to your message.

i, and then select the file, After you've selected the
ge.

3

ertificate Error

by copying and pasting the item usi
or using a drag-and-drop operat

https:/{172.17.26. 101 jowa/?ae=Dialogit=AttachFil €@ Internet

ing the keyboard
ion. Learn

A 5qf

o type the file name and the qualifying path

_Or_

e click Browse to find the file to attach

e select the file
e click Open

The file displays in the field box.

e click Attach to attach the file

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

eclick Send

To remove an attached file:

e select file to remove

e press Delete
e click Send

b. Receiving Attachments

If a message has an attachment, a paper clip icon appears to the right of the Sender’s column in

the Message pane.

User Services Department
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+ (= attachment m
Harris, Mr. Colin P, 1f14/2010

To view attachments:
e 0pen a message with an attachment in the Message Pane

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

Harris, Mr. Calin P
Sent: Monday, January 25, 2010 433 PM

Tao: Harriz, Mr. Calin P.

Attachments: II@Test email attachment. docx (10 KB) [Open as Web Page

To view the attachment:

° CIle on the attaChment name or ICOI’I B Test email attachment.docx (10 KB) [Open 2s Web Page

Note: Not all attachments have the option, Open as a Web Page.

The File Download dialog box displays.
File Download g|
Do you want to open or save this file?

fiw j Mame: Cutlook 2003 Lab Document 051208, docx
Type: Microsoft Office Word Docurnent, 1.06 MB

From: exchange.pace.edu

Open ] [ Save ] I Cancel

harm pour computer. If you do not trust the zource, do not open ar

@ while files fram the Internet can be useful, zome files can patentially
zave this file. What's the rizk?

The following options are available:

Option Explanation

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

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

Cancel Cancels any option and returns you to the message.

e select an Option

To view the attachment as a web page if the option displays on the attached name icon.

e click on Open as Web Page next to the attachment name

10 User Services Department
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II\_EI;]Test email attachment.docx (10 KB) [Open 25 Web Page

Note: A new browser window opens up with the attached file displayed.

8. Message Receipts

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

e Create a new message
eclick [: options...

The Message Options dialog box displays.

Message Options K

Current Message Settings

Importance | Mormal [+

Sensitivity | Mormal R
[ 5how Bec
[[]Show From

Tracking Options

[[] Request a delivery receipt for this message
[[] Request aread receipt for this message

More Message Options

i=] Click the Mail tab in Options for more message options.

QK Close

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

o click Request a delivery receipt for this message under Tracking Options
eclick OK

Note: You will receive an email message from Microsoft Exchange when the person receives and/or
reads the message.

To receive an email when the user opens your message:

o click Request a read receipt for this message under Tracking Options
eclick OK

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

| The sender of this message has requested a read receipt. Click here to send a receipt. |

Note: You will receive an email message if the person chooses to send you notification. Read:originalsubject
will be in the Subject. If the person chooses not to send you notification, then you will not receive an
email message.

User Services Department 11
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9. Signatures
A signature is text that is automatically added to the end of an outgoing email message.

a. Creating a Signature
e click Options at the top of the Outlook Web App window

The Options window displays.

rnot Explorer provided by Pace University.

o click Settings in the Navigation Pane
o type Signaturelnformation in E-Mail Signature field

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

e format Signaturelnformation in E-Mail Signature field
eclick + sawe
e click My Mail in the Header Pane to return to your messages

Note: If Mail does not display in the Navigation Pane click the Mail icon ~ on the bottom of the
Navigation Pane.

b. Editing a Signature

e click Options at the top of the Outlook Web App window

o click Settings in the Navigation Pane

e edit Signaturelnformation in E-Mail Signature field

e click Save

e click My Mail in the Navigation Pane to return to your messages

c. Deleting a Signature

o Click Options at the top of the Outlook Web App window
o click Settings in the Navigation Pane
e select Signaturelnformation in E-Mail Signature field

12 User Services Department
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e press Delete on the keyboard
e click Save
e click My Mail in the Header Pane to return to your messages

d. Adding a Signature to a Message Automatically

¢ Click Options at the top of the Outlook Web App window

o click Settings in the Navigation Pane

e select Automatically include my signature on messages | send check box
e click Save

e click My Mail in the Header Pane to return to your messages

Note: You can select and edit the signature in the message body at any time.

10. Using 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

o click Options on the top right side of the Outlook Web App window
e click Tell people you’re on vacation on the right side

Heading out?

&J Tell people you're on vacation

-Or-
e click Organize E-Mail in the navigation pane

‘|=_]

Automatic Replies

eclick

Automatic Replies

Create automatic reply (Out of Office) messages here. You can send replies to senders the whole time yourre away or for a spedific period of time.

ved 2/3/2010 - || 3:00pM -

Endtime:  Thu 2/4/2010 -|[3:00pM v

Send a reply once to each sender inside my organization with the following message:

Tahoma v[w B T U

m
[}
il
[l
1
m
mr
§
3
fo
i
5

X K o

type automatic reply (out of office) message here.

o click the radio button next to Send automatic replies

To set an automatic time range:

User Services Department 13
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e select Send replies only during this time period
e enter Start and End time

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

e click in the text box below Send a reply once to each sender inside my organization
with the following message

e type yourmessage
-and/or-

o click the check box to Send automatic reply messages to External Senders

¢ choose Send replies only to senders in my Contacts list
_Or‘_

e choose Reply to all senders outside my organization

o click in the text box below Send a reply once to each sender outside my organization
with the following message

e type yourexternalmessage

eclick +" Save

Note: The automatic reply message is sent only once to each user. If a user sends another email to
you before you disable Automatic Replies, they won’t be notified again.

b. Turning Off the Automatic Replies

The next time you open Outlook, you’ll get a dialog box asking if you want to turn off the Out of
Office Assistant if you did not set start and end dates.

e open Outlook Web Apps through a web-browser

The Automatic Replies dialog box displays.

Automatic Replies X

| Automatic replies are currently
turned on.
Would you like to turn them off?

fes Mo

eclick Yes

If you set a start and end date, a message appears above your Inbox toolbar telling you that
automatic replies will be sent until end date and time you specified.

Inbox
- Automatic reply messages will be sent until Saturday, January 30, 2010 5:00 PM  Click to hide
BdnNew * | K v Move - Filter = vView = &

2 .y

14 User Services Department
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To turn it off prior to the end date:

o click Options on the top right side of the Outlook Web App window
e click Tell people you’re on vacation on the right side

Heading out?

‘«|='J Tell people you're on vacation

_Or_
o click Organize E-Mail on the left side
|_
.CIICk the Auton?ti-:-]Replies tab
o click the radio button next to Don’t send automatic replies

F
4

eclick + Save
To return to the Mail folder:
e click My Mail on the top right side of the Outlook Web App window

11. Organizing Messages with Categories

a. Assigning a Category
e double-click a message

=
e click Categories ©E on the toolbar in the message pane

The Category list displays.

B Appointment with Faculty

B Appointment with Student
B DoIT Meeting

B IMO Meeting

B Important!

[0 Meeting with Non-USD Staff
B USD Staff Meeting

OoooooOod

Manage Categories...

e click a checkbox to select an available category
e click in the message pane to close the Category list
o close the message

b. Removing a Category from a Message
e double-click a message

User Services Department 15
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e click Categories ED on the toolbar

o click the check box of the assigned category to remove it
_Or_

e select Clear Categories to remove all categories

e click in the message pane to close the Category list

o close the message

c. Assigning or Removing Categories from the Inbox

In your Inbox there is a category icon located at the end of each message. It is a small white
rectangle if no category is assigned; it is a colored rectangle if a category is assigned.

Arrange by; Date - Meweston Top -

+ (= Budget Proposal
Morena, Gabriel 11:30 AM

. i Outlook Web Apps
Harris, Mr. Calin P. Tue 1:14PM

o click the rectangle icon on the right side of the message in the Message Pane

The Category list displays.

B Appointment with Faculty

B Appointment with Student
[ DolT Meeting

B MO Meeting

B Important!

[ Meeting with Non-USD Staff
B USD Staff Meeting

OOoOooood

Manage Categories...

To assign a category:

o click a checkbox to select an available category
e click in the message pane to close the Category list

To remove a category:

o click the rectangle icon on the right side of the message in the Message Pane
o click the check box of the assigned category to remove it
_Or_
e select Clear Categories to remove all categories
e click in the message pane to close the Category list

16 User Services Department
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12. Flags

When you flag a message for follow-up, it becomes a task on your task list. Outlook Web App
allows you to choose a flag that specifies when the task is due to be completed.

a. Flagging a Message

» [~ Training for OWA 2010 L 4
Moreno, Gabriel 3:21PM
» [~ Budget Proposal v
Moreno, Gabriel 11:30 AM

. ; Outlook Web Apps
Harris, Mr. Colin P. Tue 1:14PM

o click on the message’s Flag Status icon in the Inbox

The clear flag changes to red and a task is created with a default due time.

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

e right-click on a message’s Flag Status icon ¥

The Follow-Up Flag list displays.

Today
Tomorraw
This Week
Mext Week

Mo Date

€4 € €4

<

Mark Complete

Set Default Flag r

o click a flag option with the desired due time

¢. Marking a Flagged Message as Complete

e click on a message’s Flag Status icon ¥
e the flag changes to a check mark
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d. Viewing Flagged Messages
e click the down-arrow or the white area next to Date

A grouping submenu appears.

Arrange by: Date - MNeweston Top =
v Date
e
From
NP . 1
» b{—y Training for OWA 20° o
Morena, Gabriel 3:21PM
. Size
» [{=y Budget Proposal
Marena, Gabriel Subject 11:30 AM
Type
. Attad ts
» [ Outlook Web Apps ALaEnmEnts
Harris, Mr, Colin P, Importance Tue 1:14FM
Flagged
(=4 I'd like to share my c: Conversation ]

o click Flagged

Note: The messages will be grouped by Flag status.

e. Removing a Flag

e right-click on a message’s Flag Status icon ¥
e click Clear Flag

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

1. Creating Folders on the Exchange Server

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

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

The following guidelines should be followed when creating folders:

o folders should be created without spaces in the name
o folders should be created at the root level (off of 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.

a. Adding a Folder
To create a folder on the Pace Exchange server:
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eright-click YourUserName and select Create New Folder

A new folder displays and the cursor is next to it.

—{ Favorites

Samuel, Mr. Danny Dominic
() 1box
=]
(7 Drafts
[ sent Items
| Notes
[ ok EMail
(&l Deleted Items
A Search Folders

o type foldername

Where foldername is the name given to the new folder.

e press Enter
Note: The folders created are displayed in the Mail List.

b. Renaming a Folder
e right-click foldername in the username section of the Navigation Pane

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

o type newfoldername
e press Enter

c. Deleting a Folder
e right-click the foldername in the Folder List

e select Delete

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

eclick Yes

d. Adding a Folder to Favorites
e right click on any folder in the navigation pane

e click Add to Favorites

-or
e click on a folder in the navigation pane and drag to the Favorites folder

19
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IV. CALENDAR

Microsoft Office Outlook offers web access to its Outlook Calendar. This access allows users to
view their Outlook information in basically the same format online. The difference between
using Outlook client and the web access is that when travelling you can check the web access on

any machine that has access to the internet.

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.

o click Calendar in the Navigation Pane | ] Calendar

Bﬁilook'WebApp
i

< January 2010+ )
SMTWTFS
27282930311 2
3456789
10111213 1415 16
17131920 21 22 23
24 2526/27 23 19 30
31123456

4 My Calendars

,E Calendar

User Service Department Calendars
» People’s Calendars

Other Calendars

[~ mail
E Calendar
% Contacts

;ﬂ Tasks

j Public Folders

Calendar
Hnew - X
£ 25

8

9

10

1

12

- Bshare -

Monday

Today | EHlDay B workweek Efweek Evonth & Gk L-E L% M

View ~

Harris, Mr. Colin P. -

Options [ @ -

a

-

Microsoft Outlook has three major panes — Navigation Pane, Calendar Pane, and Reading Pane.

Pane

Navigation Pane

Calendar Pane

Reading Pane

Description

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.

Allows you to view your calendar in Day, Work Week, Week, or
Month format. It displays all the appointments, events and tasks
within a selected calendar(s).

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

20
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The Navigation pane consists of:

4 January 2010 - ¥
SMTWTF §
27 282930 31 1 2
3 4 586 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25|26|27 28 29 30
311 2 3 45 68

4 My Calendars

,:@ Calendar

Uzer Service Department Calendars
» People's Calendars

Other Calendars

=] mail
ﬁ Calendar

8-| contacts

Sz Tasks

j Public Folders

Navigation Pane Description

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

My Calendars Allows you to select and view your personal calendar, and any
additional personal sub-calendars.

People’s Calendars ~ Allows you to view shared calendars and any additional personal
sub-calendars.

1. Using the Web Access Toolbar
The Web Access Toolbar has the following options available:

ENew ~ X A3 - Eﬁ‘ihare* View = | Today

Option Description
Efinew - Allows you to create appointments and meeting requests. You are

also able to open a mail message.
X Deletes desired selections.

£ Share ~ Allows you to share your calendar folder and request access to a
recipient's default Calendar folder.

View = Allows you to show or hide the Reading Pane.

Today Takes you back to the current date on the calendar.
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2. Calendar Views
Microsoft Outlook has four different ways to view a calendar.

Hfpay Efwork week | [E{week [ Month

Calendar View Description

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

Work Week Contains the list of meetings, appointments, events and tasks for
the work week. Work week consists of the days designated as
your work week.

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

the week. Week consists of the weekends (the remaining days not
indicated as your designated work week).

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

3. Sharing a Calendar with another user

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

o click Calendar in the Navigation Pane
e select a calendar from My Calendars

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

e click on Fshare - and select Share a Calendar
e click Calendar

:ﬁ COpen a Shared Calendar

:ﬁ Share a Calendar k Calendar

'313 iChange Sharing Permissions  *

The e-mail window for sharing a calendar displays.
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=]
& httpsif[172.17.26.101, gARAADPGMBIQIERSMNCYg253ppAQTHe v | b Certificate Error
send [l 0 @ B 1 8 @ V- Boeters.. WM v @
[ To... | Harris.Mr. Coinp.
Subject: Td like to share my calendar with you
Share: l@ © Freejbusy information
(O Freebusy information induding subject and location
@ Allinformation
[¥)1 want to request permission to view the recipient's Calendar folder
Tahoma vl|ow v/ B I U =i EE ¥ A 3
Sharing Request Invitation.
[# & meernet 00 v

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

o click To and select from Global Address List

o click I want to request permission to view the recipient’s Calendar folder

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

4. 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
Web App e-mail account.

e select Mail from the Navigation Pane

o select the unread message with the subject “I’d like to share my calendar with you”
] T'd like to share my calendar with you 1] W
Maoreno, Gabriel 10:13 AM

The subject of the invitation e-mail appears.

2 hitps:{{172.17.26. 101 jowaf?ae=PreFormAction&a=0pen&=IPM. Sharinggid=RgAAAAAQAGZdEFMEQShmDI v | bl Certificate Error
EhReply | (fReply Al ve B 84 8 X m- @
) Add This Calendar 2 Share My Calendar
I'd like to share my calendar with you
Maoreno, Gabriel
-Morena, Gabriel has requested permission to see your calendar, This person has also invited you to see his or her calendar.

Sent: Friday, February 12, 2010 10: 13 AM

Moreno, Gabriel (gmorernof u.test) has requested permission to view your Microso |

For instructions on how to grant permissions, see the following arcicle:

htop://go.microsoft. com/ fwlink/ ?LinkId=57561

Sharing Request Invitation. ﬂ

4 D]
[# & Internet #100% v

e click Add This Calendar
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Outlook automatically adds the user’s calendar to your People’s Calendars list.

< Februsry 010 >
SMTWTEFS
3112345 6
7 8 9 10 11/12]13
1415 16 17 18 19 20
2122232425 25 27
B123 456
78 910111213

4 My Calendars

4 Calendar

User Service Department Calendars
4 People’s Calendars

) Moreno, Gabriel
> Other Calendars

o click Calendar folder in the navigation pane
o click ¥l next to user’s calendar under People’s Calendar

Outlook Web Apps displays your default and selected shared calendar(s) side-by-side.

&2 Calendar

HMoreno, Gabriel
12 Friday 12 Friday
8
9
10
11
12
1
2
3 Staff Meeting Staff Meeting
PLV CRC PLV CRC
Moreno, Gabriel Moreno, Gabriel
4

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

If a user has requested permission to view your calendar, you must send a request in the form of

an email similar to a requests to share calendars. You must go to your Outlook Web App email
account.

o select Mail from the Navigation Pane

e select the unread message with the subject “I’d like to share my calendar with you”

I'd like to share my calendar with you

4 = Moreno, Gabriel U] Actions ~ 3
Friday, February 12, 2010 10:18 AM
9 Add This Calendar 5 share My Calendar
To: Harris, Mr, Colin P.
21 Moreno, Gabriel - Calendar
I== Micosoft Exchange Calendar
-Moreno, Gabriel has requested permission to see your calendar. This person has
alsa invited you to see his or her calendar.

-The calendar was added to your calendar list on 2/12/2010 10:23 AM.
Morena, Gabriel (gmoreno@paceu.test) has requested pe
For instructions on how to grant permissions, see the fol

http://go.microsoft.com/fwlink/?Linkld=57561

LK KKK KK KKK

Sharing Request Invitation.
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o click Share My Calendar

Within the message window “Allowed: I’d like to share my calendar with you” displays.

=]
2 | https:i}j172.17.26. 101 foway? se=ItemBa=hews=Dr afta: =IPM, Sharingtid=R g AR AAAQAG2dBTHBGShmDFIDk: v | 5l Certificate Error
f=send @ 0 m & Y & & Y - HEoptons.. HML - @
L To... Moreno, Gabriel
Subject: Allowed: T'd lie to share my calendar with you
Share: .
L@ (&) Free fbusy information
) Free b ation including subject and location
O allinfor
Tahoma vl % B I U == FEE . A. ¥
Done [ 3 & Internet FI00% T

e click Send

6. 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.

e click Calendar in the Navigation Pane
eclick - next to New

e select i appaintment

The Untitled Appointment window displays.

ad Appo a 050 arne plorer provided by Pace a =
2 hitpsi}f172.17.26, 101 {owalZac=Itema=Newat=IPM, Appointmentef [d=LoARAAAQAGZIEPNBRShMADFIDRIAG v | ! Certificate Ermor
Hseveandcose ) O F - B 0y & - & [m v ]
Appointment | Scheduling Assistant

Subject:

Location:

Start tme: Mon 2/1/2010 ~| zo0PM ¥ | [ Allday event

End time: Mon 2/1/2010 ¥ | 3:00PM v

[] Reminder: | 15 minutes ~ Show tme as: [ Busy ~ [ Private

Tahoma viio v B I U =iz &= A- ¥

\
https:/f172.17.26. 101 jowaf?ae=Item@a=hewit=IPM. Appaint (& € mtemet F100% -
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To set up an appointment:

e click in the Subject field and type description of appointment
e click in the Location field and type location of appointment

Press Tab to advance to each succeeding field.

o type start date and time for appointment in Start time fields

¢ type end date and time for appointment in End time fields
_Or_
e click drop-down arrows next to Start time and End time fields and select from the list

To create an All Day Event:
eclick CInext to All day event
Note: An all day event will not display as a block in your calendar.

o type the description of the appointment in the bottom pane
eclick [& 5ave and Close
7. Scheduling a Meeting

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

e click Calendar in the Navigation Pane
eclick the - nextto New
e select j Meeting Reguest

The Untitled Meeting Request window displays.

= Untitled Meeting - Microsoft Internet Explorer provided by Pace University

& https:j172,17.26,101 fowa?as—Ttema—Newit—TFM. AppointmenttFld—L gARARAQAG2ISTNECShmADFIDKATAG | I5f Certiicate Error
end | 0O & F-H YO B4 v @

Appointment | Scheduling Assistant

To.. |

Optional...

Resources...

Subject:

Location: Request a response to this invitation
Start time: Mon 2/1/2010 v z00PM | [ All day event

End time: Mon 2/1/2010 ¥ |3:00PM v

Reminder: | 15 minutes b Show time as: | I Busy v [ private

Tahoma vlwv B I U 4§ £E358 w. A ¢

Done o @ Inkernet H100% T
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eclick To--

The Address Book dialog box displays:

/3 Address Book -- Webpage Dialog,

= ©

£ Aanenson, Aaron J.

The Address Book dialog box is where names and/or resources are added to an attendee list.

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

address list and click To.

Optional To add someone as an optional attendee, select the name from the
global address list and click Optional.

Resources To book a room/resource for the meeting, click All Rooms and
select the meeting room, then click Resources.

To add an attendee:

e click [[ill Default Global Address List
o type lastname in the search field

Where lastname is the name of user calendar ID.
eclick @
e select UserID from list
e click on the desired Classification to select an attendee or Resource
Repeat the above process for every attendee to add to the attendee’s list.
eclick Ok

To schedule a meeting:

o type start date and time for appointment in Start time fields
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o type end date and time for appointment in End time fields
_Or_
e click drop-down arrows next to Start time and End time fields and select from the list
o type the text for a meeting in the bottom pane
eclick #=lsend

8. 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.

e click Calendar in the Navigation Pane

e double-click an Appointment or Meeting Request
_Or_

e create a new Apppointment or Meeting Request

o click the Scheduling Assistant tab

The Scheduling Assistant table displays.
/& Untitled Appointment - Microsoft Internet Explorer provided by Pace m_'

[, 1ip//172.17.26.101fowalme= temeia=NEwait=TPM Appointment&d=L GAAAADPGMEIBSMREYGE ) Certiicate Eror |
Hssveandcoss | I O = or 3 B g - @

Appointment | Scheduling Assistant

Start: Fri 2/5/2010 ¥ 6:00PM ~  End: Fri2/5/2010 w  7:00 PM + | [[] Show only working hours

[l Select Attendees 4:00PM  S:00PM  6:00PM  7:00PM  B:00PM  5:0{ Suggested Times

B Moreno, Gabriel < February 2010 3
SMTWTEFS

311 2 3 45|86
7 8 9 10 11 12 13
14 15 15 17 18 19 20
21 22 23 2425 26 27
2812 3 4 5108
7.8 9 10 11 12143

Duration: | 1 hour v

[} Select Rooms © p—
1of 1free
6:30PM

Lof 1free

M Busy Tentative Away No Information Good Fair [l Poor

Done & Internet | Protected Mode: On f3 - ®100% ~

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

To add new attendee:
eclick (il select Attendees on upper left side

The Global Address List dialog box is displayed.
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2 heosifiie.d |1 Canfoate Ewor
L [F] =1 w
2| Moreno, Gabriel

Organsation ¢

sl 172, 17.25. 101 o Pam=Diioghi =AikkossbockiaamFichilt oncees @ internet &

e type attendee’s lastname in the search box and click #
e scroll down and select the name in the Arrange by: Name Column
e click To, Optional, or Resource

Repeat the above process for every invitee to add to the Select Attendees list.
eclick OK
To reserve a room for the meeting:

eclick [i} select Rooms on the left
eclick More

The All Rooms dialog box is displayed:

2

= [F] a “

| @ £ VBrick Room Westhall
[ 192 s pa———
ik Room westat v |

| Voricomest@paces. test
Organzation ¥

Soom zeecsors

Ntp/71T217 2610 /owa/Tae= Dalogh=AdcressBooka=Prckfooms @ Inernet | Protected Mode: On a

e click on your desired choice from the Name column

e click Rooms at the bottom

eclick OK

eclick [¥| next to selected room from the Select Rooms column

[t select Rooms A
WBrick Room Westhall
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To remove an invitee or room:

e highlight the attendee’s name or room from Select Attendees list
e press Delete or Backspace
_Or_
e right-click on attendee’s name or room and click Remove
o click outside of the current textbox

After you have added attendees or resources to the Select 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
a Indicates an optional attendee
(] Indicates a room or equipment

To change the attendee’s status for meeting:

e click onicon (e.g.,A ) to toggle through status options
e select the desired status for meeting

b. Checking Common Time Availability

The scheduling assistant shows invitees common time availability as a row in a table. In the
Select 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.

[l select Attendees AM £:00 AM 9:00 AM 10:00 AM  11:00 AM  12:00 PM

Similarly, in the row to the right of each invitee’s name under Select Attendees are colored bars that
represent each of the invitee’s availability for a given time period.

[ Select Attendees AM £:00 AM 2:00 AM 10:00 AM  11:00 AM  12:00 PM
B Moreno, Gabriel |:

Harris, Mr. Colin P, :l

E EBairacharva, Ms. Shikha :l

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.

Busy Tentative Away Mo Information
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Legend Description
Busy Solid Blue indicates no availability (busy).
Tentative Blue diagonal lines indicate tentative availability.
Away Solid Purple indicates no availability (away from office).
No Information White with Gray diagonal bars indicates no information available.

Outlook Exchange Calendar helps you to set up a convenient time for a meeting based on the
availability of all meeting attendees. A suggested times listing allows you to perform a quick
check on the other attendees’ Exchange calendars to find out whether they are free or busy. You
can then quickly adjust your meeting’s time by clicking on a desired time block when most or all
of the attendees are free.

Time blocks display a white, light blue, or dark blue colored vertical bar on the left side,
depending on all attendees’ availability during that time period. Each time block also indicates

how many of the required and/or optional attendees are free.

10:00 AM
B 1of2free B 1of1free
8:30 AM
Boof2free B0of 1 free

The color-coded Suggested Times options are Good, Fair, and Poor:

Good Fair M Poor

Suggested Times Description

Good White indicates that all attendees are available
Fair Light Blue indicates that most attendees are available
Poor Dark Blue indicates that most attendees are not available

Note: Clicking a new time block in the Suggested Times list moves the start and end times (green
and red vertical lines) to the newly selected time period. It also updates the meeting start and
end times.

To select a time block with good availability for attendees:

e scroll through the Suggested Times column on the right
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o click on the time block that shows the most favorable availability for attendees
9. Replying to a Meeting Request

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

To respond to the invitation:

e click Mail in the Navigation Pane
The e-mail message will display a meeting request icon £ in the Message Pane (Inbox). Within
the e-mail message, options to respond to the invitation from the Reading Pane display at the top

of the e-mail message:

Note: If the Reading Pane is not visible, click View in the Message Pane Toolbar and select Right to show the
Reading Pane to the right of the Message Pane.

+ Accept = | D Tentative = ¥ Dedine ~ _E

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

meeting organizer, informing him or her of your decision.

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

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

Calendar (12]) Displays your Calendar so that you can view your schedule.
To respond to the invitation from the Reading Pane:
o click the e-mail message in the Message Pane to open it in the Reading Pane
o click the desired response (Accept, Tentative, or Decline)
_Or_

e click Calendar to check your availability before responding

If you select Accept, Tentative, or Decline, Outlook will display a pull down list of options to
‘Edit the response before sending,” ‘Send the response now,’ or ‘Don’t send a response’.

To include a comment with your response:
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e select Edit the response before sending
¢ type your comments in the text area of the message reply window that displays
e click Send

To send a response with no comments:
e select Send the Response Now to send the response automatically
To send no response:

e select Don’t send a Response

Note: The option “Don’t send a response” will add the meeting to your calendar, but an e-mail
response will not be sent back to the organizer. Hence, the organizer will not know your
response (e.g., accept, tentative) to the invitation.

10. Repeating Entries

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

e click Calendar in the Navigation Pane

e 0pen an Appointment, Event or Meeting Request where you are the organizer
_Or_

eclick [ new to create a new appointment, all day event, or meeting request

e click the Repeat +«+ button on the appointment’s toolbar

The Repeat dialog box displays.

Repetition b4
Appointment Time
Start: | 10:00 AM | End: |11:00AM “ | Duration; |1hour b
Repeat Pattern
Mone Repeat every 1 week(s) on:
Daily Sunday Monday [¥] Tuesday Wednesday
@ Weekly Thursday Friday Saturday
Monthly
Yearly
Range of Repetition
Start: | Tue 2/5/2010 ~ @ Mo end date
End after: 10 OCCUITENCES
End by: Thu 4/1/2010 v
OK Cancel
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A Repeat Pattern can be scheduled—for Daily, Weekly, Monthly or Yearly. These options
allow an appointment, event or group meeting to reoccur on a regular basis for the scheduled
repeat pattern.

To specify an appointment time:

o type the start time next to Start and end time next to End under Appointment Time
_Or‘_
eclick ™ next to Start and End fields to select an appointment time

To select the frequency of the repeat pattern:

e select Daily, Weekly, Monthly, or Yearly under Repeat Pattern
¢ make the desired selection of options for the repeating entry

To set time period for Range of Repetition:

o type the start date of repeat pattern next to Start field under Range of Repetition
eclick @ next to a desired End option

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

eclick OK
e click Save and Close

The repeating entry icon +_* displays in the appointment, event or group meeting planner area.

11. Printing Calendars
To print a calendar using web access:

e click Calendar in the Navigation Pane
e select calendar to print
o click Day, Work Week, Week, or Month
e click File and select Print
-Or-
e click Print Preview to view print job

34 User Services Department



DRAFT COPY CALENDAR

12. Creating New Calendar

Unlike the Outlook client, you are only able to create and view personal calendars on the web
access. You are not able to view any shared calendars through the web access.
To create new calendar:

o click Calendar in the Navigation Pane

e right click Calendar located under My Calendar

e click Create New Calendar

o type the name for the new calendar in the empty box provided [ | |
e press Enter

The new calendar name appears below you default Calendar. It will also appear when you log
into the Microsoft Office Outlook 2007 client.
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