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THE CALENDAR

The Basics

The Calendar feature of Outlook allows the user to schedule appointments,
meetings and events. It is therefore a handy tool, assisting with time management
and general work practices. Your calendar can be shared with a colleague or
colleagues which means that they will be able to see your availability for meetings
etc. if you are absent. The calendar is listed in Outlook’s folder list. Once you
have selected calendar from the Folder List, a screen something like the following
will appear (the Calendar may look slightly different due to individual setups):
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Time Slots

Time Slots show the hours of the day, with each full hour numbered. The default
Time Slots for working hours are bright yellow, and non-work hours are shaded a

darker yellow.

S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current 1
Training Modules - 2010\Outlook\Outlook 2007 files\2011 updates\Advanced Outlook.doc

AN




Appointment Slots

Appointment Slots on the Calendar show your appointments and meetings. A
Calendar item indicates whether the item refers to an appointment or a meeting,
whether the appointment or meeting is recurring, whether it is private and whether
you've set a reminder. The Calendar item also gives you information about the
subject, the location and the duration of the appointment or meeting.

}-_f:'f This symbol indicates that a reminder for the appointment or meeting has
=" been set.

1:} A recurring appointment or meeting.

A meeting (an appointment has no symbol)

Using the Date Navigator

The Date Navigator is used to view from one to several months at a glance. Dates
that are bold indicate that an appointment or meeting has been made on that
particular date. Navigate to a date by clicking on the desired month and date in
the navigator. Use the scroll arrows to jump months ahead or back. Outlook
places a square around the date currently being viewed in the Calendar.

The diagram below shows the Date Navigator displaying two months at a time.
The amount of months showing depends on how wide you have allowed the pane
to be — drag on the border between the pane showing the months and the pane
showing the calendar slots to alter.

‘ Scroll arrow

_Ta-n? > X
& July e

M T W' T “E & 5

Month

2.3 4 5 6 7 B Ty .
9 10 11 12[33| Yellow indicates the

16 17 18 19 70 71 77 current week. The red
23 24 25 26 271 28 29 square indicates the
i current day.
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Hints

e Click on the month title to reveal a list of months from which you can
navigate quickly to by selecting them with the mouse.

e Toreturn to today’s date use the TODAY icon on the toolbar.

: File Edit View Go Tools Acions Help

EE‘EHEW 7 L;_-'hi b g':g Today | [f] Search adds

l Calendar # Dz

Viewing the Calendar

The default Calendar view is the Day/Week/Month view. This can be changed by
using the buttons shown below. You can choose between four time spans: Day,
Work Week (5 day week), Week (7 day week) or Month. Select the time span
shown by clicking on the appropriate icon on the toolbar. (The TODAY icon will
return to a view which includes the current date)

HEp

Search address books - | g =
g

Day | Week Month (*) Show wark week (O Show full week

“

(KX

© 2 9-13 July 2007

Creating a New Appointment
Create a new appointment by one of the following methods:

1. Click on the CALENDAR button on the Outlook QUICK LINKS, then select
the NEW icon from the toolbar; or

2. While you are in Calendar view, double click on the desired time slot or the
appointment slot, a new appointment window will open (the times can be
adjusted once you are in the appointment window.

Bk
: File Edit View Gao Tools Actions Help
:\.E@Hew - :.?‘y P g4 | Today | [} Search addressbocks  » | @ e /
. =
Calendar % Day | Week | Manth Or dOUble
E]AIICaIendarItems - (_ _) 9 13 _Ju| 2007 CIICk on a
(&) (=) -3 .
y Calendars S = = Y new tlme S|Ot
i i : Mond
E|ther C||Ck on ﬁCalendar 9 onday /(;\
‘New, ﬁ Calendar in &rchive Falders
How to Share Calendars gm /
Open a Shared Calendar.., gyl e ‘
Search Calendars Online = Outiook
phone frazer about

S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current 3
Training Modules - 2010\Outlook\Outlook 2007 files\2011 updates\Advanced Outlook.doc



The following window appears:

A

( ) HY e )5 Untitled - Appointment - K
el =
| —) | Appointment | Insert Format Text L2
i i (a% Q:]Calendar f ﬁ ﬂ W Busy . ¥ Recurrence (5 %
- ¥ Delete F . Q Time Zones ¥
Save & Invite Appointment|Scheduling || .4 |15 minutes - @ : Spelling
Clase Attendess g Forward = | Cm Categorize = [} =
Actions Shaw Options | Proofing
| This appointment occurs inthe past |
subject: || |
Location: | b |
Start time: | Wed 11/07/2007 »| [10:00 am || [lai day event
Endtime: |Wed 11/07/2007 v | 1030 am ~|
g- D T O O T B MU A '1?0'@_
-
-

Fill in the appropriate areas of the window, setting the starting and ending times
and dates as you go. Make sure the text in the subject dialog box is descriptive as
this is what shows in your calendar.

The reminder time is set by clicking on the drop down box and
selecting a time.

=R |

15 minutes ITI
| Hone
\// 0 minutes

. . 5 minutes
Reminder Times 10 minutes z
15 minutes -|

30 minutes
1 haur i

] D 2 hours

'i 3 hours

v

5 hours
G hours
7 hours
& hours
Shaurs
10 hawurs

After all settings have been made, click on the ‘SAVE AND U haue

CLOSE’ icon on the Standard toolbar. e
1 day

2 days

3 days L
4 days
1 week
2 weeks

4 hours H

2 Sound..,
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Recurring Appointments

To create a recurring appointment, click on the

RECURRENCE icon.
= {}F{ecurrence

B i

The APPOINTMENT RECURRENCE dialog box appears.

In this window you can choose the time for your meeting as well as how often you
want it to happen, and when you want the recurrence to end.

Make the necessary changes and click on OK when you finish.

Appoinkrent tinne
> End [zsoPm w| puration: [30minutes v

Recurrence pattern

" Daily Recur every |1 week(s) an;

" vieekly [~ Monday [ Tuesday | Wednesday | Thursday
£ Monthly [ Friday [ saturday [ Sunday

" Yearly

Range of recurrence

Start: |wed 25/03/2004 x| * Nopenddate
" End after: |10 oCCUrrences
C Endby:  |Wed 27/10/2004 =]
oK | Cancel | |

Hint: If you are setting a recurring appointment for a long period of time and one
occurrence needs to be cancelled (for example, if you have a Monday
appointment for the next 12 weeks, and a public holiday falls due in this time), it is
quicker to set the whole range of dates and then delete the one you don’t require
when you are back in Calendar view, than it is to set two ranges of dates, avoiding
the unwanted day. You will be asked do you want to delete the whole series, or
just the one. Make sure you select the correct option.

Confirm Delete §|

' Do wou want to delete all occurrences
. af the recurring appoinkrent “EEEEEEEEE",
' ar just this oney

f* Delete this occurrence,

(™ Delete the series,

Ok Cancel
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Meeting Requests

Outlook gives you all the tools required to investigate the availability of staff who
you would like to invite to a meeting. You can send an email invitation to a
meeting upon which Outlook will add an entry to both yours and their calendar.
This entry will be marked as TENTATIVE in the staff member’s calendar until they
either accept or decline the meeting.

If you are the organiser of the meeting (the originator of the meeting), you will be
able to track acceptances and non-acceptances by looking at your meeting
appointment.

You can add further attendees at a later date and inform them of the meeting
without having to send an email to everyone.

Creating a basic meeting request

There are a few ways to create a new meeting request.

1. Select CALENDAR from the Outlook QUICK LINKS, ensure you are in the
correct day. Select the desired appointment slot and then click on the drop
down arrow next to the NEW icon and select MEETING REQUEST from the
list; or

= Calendar - Microsoft Qutlook

File Edit VWiew Go Tools Acdions He

:ﬁﬂew M = g4 | Today | 4l =3

'i _j Appointment Ctri=M
__! j Meeting Reguest Cirl=5hift=}
i Enldar trl=Shift —F

2. Use the keyboard shortcut — CTRL+SHIFT+Q; or

3. Select CALENDAR from the Outlook FOLDER LIST, ensure you are in
the correct day. Select the desired appointment slot and then click on
the NEW icon.

Filling out the meeting details is very much the same as making an appointment
for yourself except that you have an extra dialog box where you enter the email
addresses of the invitees. There is also an extra tab called SCHEDULING which
is used to ascertain the availability of the attendees.
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C: HY9 ™ e @ 5 Untitled - Meeting - ™= X
id i
| Meeting | Insert Format Text Developer (7]
ﬁ ECalendar 2 o M ~ P B S y
B EEEe S Show Asi [l Busy » =
¥ Delete :ﬂ )| = & w t—’ < [ L}
Cancel Appmntment Scheduling Meeting i Reminder 15 minutes - Recurrence Time Categorlze Spelling
Invitation #F‘”""a'd i Waorkspace 4!3' Zones i -
Actions Show Attendees Options \F] Pracfing
| Invitations have not been sent for this meeting. |
Lo J | |
Subject: | |
Location: | W |
Start timea: |Wed6_!08..’2008 v| |1U:UO AR v| DAII day event
Endtime; | Wed 6/08/2008 v/ |1030 Am v
i
-
To invite people to your meeting choose the Scheduling option and then you will
have the screen shown below and by clicking on ‘Add Others” you can invite
whoever you would like to attend by selecting their email addresses from the
Global Address Book. See below:
I'KE:: = & T )T Untitfed - Meeting =
b | =
- | Meeting | Insert Farmat Text Developer (7]
ﬁ [G] calendar = [ N I B 5| ABC
HR |EEEE ﬁ Show As; [l Busy * = W
X Delete ﬂ e @ g, t—’ K D. L]
Cancel Appointment |5cheduling Meeting 14 Reminder: 15 minutes - Recurrence Time Categarlze Spelling
Irwitation 43 Forward ~ Workspace 4!3' Zones ¢ -
Actions Show Attendees Options {F} Praofing
[;;;-JSE”G ] Q |100% v Wednesday, 6 August 2008
1:00 2:00 300 4,00 00 9:00 10:00 11:00 12:00 100 2:00
B, Al Attendees | ) I
[v] & @ Brimson, Richard a
] m | ) 3
lsaotners ] [options ] e [wedewaaos v [1000am |
[ << J[ AutorickNet>> | Endtime: |wed&/5/2008 v|[1050am v
] Busy [ Tentative W Outof Office [N No Information | Dutside of warking hours
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Each person who has been invited will receive an invitation. Once they have
received the invitation they will have a few options. These are:

Accept — which will notify you that they can attend and put an entry into both your
diary and their diary?

Decline — This will send a message back to you to tell you that they cannot attend
the meeting

Tentative — Which will send a message to you informing you that they are not yet
sure they can attend but will tentatively accept your invitation

Propose new time — Will tell you that the invitee cannot attend at the time
specified but would like to suggest an alternative time

Creating New Contacts

You will notice on your folder list an entry titled ‘Contacts’. This is set up for you to
easily add email addresses of people outside the University who you may need to
contact on a regular basis or whose email address and details you would like to
keep for future reference.

If you have received an email from someone and would like to add a new contact
entry for them you will just need to drag and drop their email into the contact
folder, alternatively you can just open the ‘New Contact’ window and add them
manually.

To add a new contact manually

Go to ‘New’, Click on ‘Contact’ and you will see this screen

=il
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Fill in all the information required and you will have made yourself a new ‘contact’.

To see your contacts click on ‘Contacts’ in your folder list and the following screen
will open.

18 Eontads - Mecrosoft Sullook — e
© Eile Edit Miew Go  Iooks Acions Help Tyneaguestonfor help =
Dlefbew - | @S X L - B OV M Sesrchaddessbods - | 6 (R R G i
Contacts “ || %2 Contacts Atr= e [5zerch Cont P Lella
I - i3
B Al Contact items TR TR Em—— o example, business card | ==t
My Contacts Aa Business: (425} 5550125 | = e
7] Cantacts Adler, Lary b E-mail: somegna@en.. o °U
E-mati: fary@webge.. | € E
Current View & ———————
Laverty, Pamela d i
0 Susiness cards _IN Teorenam; o dlmﬂﬂie7| Business; 24050 %
@ address Cards Enail  chelibug T6. | Mabile: (04} 0731 8244 .
O Detailed Address Cards N — Lok ElicryBicrc:. - IEE
) Bhane List Brimson. Richard : g £
) By categary Businzss: [02] £33 4050 McFariane, Kylie | | h
e E-mail: FBEmS N Eis... E-mait: Kylie McFaria... | y §
i} By Company — —— 7 E
o By e k =
SR Burke John | | i —— ml
S) utiook DataTiies - E-mail: johburkedics... | E-mail; LRed@csu e, | 1
e m
Cert 1in [T 5eif Paced 2007, € | | | training team ol Al "
il (1
Cert 1 Thursday sessions €3 word session one 5 2| §
r -
Cert | tuesday session ®] |
- =
com, |
S i
M o
Business: 32175 '
E-mail; neauithardg... | v
z
b | |
16 Trems £3 - @nfine with Microsoft Exchange

To send a new message to one of your contacts from this list you need to ‘right
click’ on the contact and you will get the following options. You can send a new
message from this list of options.

Laverty, Pamela L |
Business: Open
Maolbile: @ Frint
E-mail: =
89 Send as Business Card .
/ Then click here
McFarlar | Kylie J send Full Contact »
E-mail: |
/ Create [:-S 3 ge to Contact
Reid, L# &, Call Contact... — Mew Meeting Request to Contact
E-mall:// Follow Up 3 j;.h Mew Task for Contact
| T Categorize 3 Mew Journal Entry for Contact
/ X Delete
one i i |
Right click here
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Drag and Drop

If you receive an email from someone whom you would like to add to your
‘Contacts’ list then you have the option to add them by using the ‘drag and drop’
function. What this means is that you can just drag the email entry into your
contacts folder and Outlook will automatically add an entry for them, including the
original email for future reference. The original email will still remain in your
‘inbox’ for you to deal with.

Tasks

The task feature in Outlook allows you to enter individual activities or items of work
which you are required to undertake, similar to a ‘To do’ list. Tasks allows you to
keep track of the important things you need to do or follow up which may not
require a full calendar entry. You can also assign tasks to other people by sending
them a task.

Creating New Tasks

Creating a new task is very similar to creating a new meeting request or calendar
item. You need to click on “Tasks’ in your folder list. See below:

o | L[ B

A blank ‘Task’ window will now open and you can fill in the details of your task.
See below:

";ﬂ. led ¥ Untitied - Task 2' e
= = [l Add-im =]
# =lis) 2 s I r | A ABG
H X [ Sl s L O 2 EHYYEa VY
Recurrenca i

Save & | Delate Tack |Dekails | &
Clas Task

Categarza Follow Priwate | Speiling
. : U~ -

&rtiont S agtinng Broofing

Subjedt:

3 | Mot Started -

Starl date: | Mone

Duz date | rane | Pricyity |Mormal v | = completer 0% |2

[1Reminder | | | owner | Bixon, Susanne
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Creating Folders

To create new folders Click on ‘New’, then choose ‘Folder’.

i~ Inbox - Microsoft Outlook

: File Edit View Go Tools Acdcions H

| 3 New 'h 3 X CaReply (o8 Reply
:_1_'] Mail Message Ctri=M
| ‘E,J Post in This Folder Ctrl+5hift+5
Ci Folder.. Ctrl+Shift+E
Ll Search Folder... %rl—ﬂhift—l:'

Mavigation Pane Shortcut...

E Appointment Ctrl=Shift+A
~ | I - rr e o

To create a new sub folder in your inbox, right click on your inbox and select ‘New
Folder. You can give your folder a name in the resulting ‘Create New Folder’
window. Then select ‘OK’ and your new folder will file alphabetically under the

‘Inbox’ folder.

L7 Drafts [2]

Open
Open in New Window

Copy "Tnbox”...

Delete “Inbox

Rena

AIME - IADON ..
Hew Fnt:fr...
-

1 =il Py ||

Select ‘New Folder’ ’

Mail Format

Give your folder a name here ’

Folder conkains:

|Mai| and Post Tkems

Select where ko place the Folder:

= &4t Mailbos - Dizon, Susanne
;ﬁ Calendar
&= Contacts
14 Conversation History
{a] Deleted Items (3)
L7 Drafts
L5 Inbox
1 IX0S-ExchangeLink (2)
5 Journal
L@ Junk E-mail
. | Motes

Ok l [ Zancel

In mail format you will find information to alter your Message Format, change your
stationery and fonts and add a signature to your emails.
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You just need to go into tools/options/mail format and access the area you need
and either create what you require or make the necessary changes.

Field Chooser

You can choose the way you would like your incoming mail to look. The usual
format is ‘From, subject, and date received’. The grey area above the
Information Viewer area is known as the ‘Folder Banner’. This displays the name
of the currently open folder. By using your right mouse button in the information
bar directly below this you will get a menu which looks like this:

-1 Sent Items
B, 00 Ta_— Subject

Information Bar —
right click here

E Arrange By [

Sort Ascending

nectiv Sort Descending
tivity h

Irinfo

Group By This Field

T

- Group By Box
Irinfo

Irinfo Remove This Column

ly Skill Field Chooser

Best Fit
H ideo st
Qustomlze currenﬁ\ Format Columns...
view an

i ——

‘inn Lustomize Current View..,

g

From this menu you will need to choose the ‘Customize Current View’ option and
you will see this screen:

Customize View: Messages with AutoPreview

Descripkion
Fields "I Fields. .. l Importance, Remind%lcon, Flag Status, Attachment, Fra...
tab l Group By... ] Mone

l Sart... ] Received (descending)

[ Filter... | orf

[ Qther Settings. .. l Fants and other Table View settings

[ Automatic Formatting, .. l User defined Fonts on each message

[ Farmat Colunins.. . l specify the display Formats For each Field

l Reset Current Yiew l QK l l Cancel
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If you choose the ‘Fields’ tab you will see the following list of options and you can
choose which fields you would like to see in your incoming mail folder:

Show Fields

Then click
on OK

Shaw these fields in this order:

Importance
Ican

Flag status
Contacts 4 Attachment el

ChOOSG y0U r 7 Canversation Received
. Created Fram
OpthhS hel’e Do Mot Autodrchive Subject

Due By

aﬂd CIle EDIIDKUEUD!TI_?Q
.Add, unk. E-mail Type

Message
Originator Delivery Requeste

Read -
Sensitivity | MewField...

Select available fields from:
Frequently-used fields j

You need to choose the available fields from the left column and add them to the
right column. You can choose the order you would like to see them by dragging
and dropping within the list.

RULES

Adding a rule in Outlook

You can set up ‘Rules’ in your Microsoft outlook program to organise the way
messages are handled once they are delivered to your mailbox. To do this you will
need to use the ‘Rules Wizard’. You will find the rules wizard by selecting ‘tools’
from the ribbon and then selecting ‘Rules and Alerts’ from the resulting drop down

list.
Tools h Actions Help Adobe PDF
5end/Receive [
Instant Search 3
[k} Address Book.. Ctri+Shift+B
%y Organize
51 Rules and Aler _ Rules and
y ules an erts...
: Alerts
Out of Office Assistant...
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The next step is to select ‘New Rule’ M‘ from the top of the resulting
window. The ‘Rules Wizard’ window will then open and this is where you start to
select the conditions for your new rule.

The first section of your ‘Rules Wizard’ window has a list of some rules which you
may wish to activate for your own use. This section is Step 1. Select a template.
There is also a section where you can make your own rule.

Rules Wizard @

Start from a template or from a blank rule

Step 1 . [ Step 1: Select a template
Select a Template Stay Organized

1™} Move messages from someone to a Folder

_:j Mowe messages with specific words in the subject to a Folder

.3 Move massages sent ta a distribution lisk ko a Folder

>< Celete a conwversation

W Flag messages from someone for fallow-up

_:j Mowe Micrasoft Office InfFoPath Farms of a specific type to a Folder

.3 Maowe RS3 items From a specific RS5 Feed ta a folder
Stay Up to Date

= Display mail From someone in the Mew Trem Alert Window

W Play a sound when T get messages From someone

'Q Send an alert ta my mobile device when I get messages from someone
Start from a blank rule

-1 Check messages when they arrive
=1 Check messages after sending

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

fromipeople or distribution list:
move it ko the specified Folder

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

[ Mext > ] [ Finish ]

The next step is to choose an option from this list. Once you have chosen an
option you can move on to Step 2 from the bottom of the window. This step gives
you the ability of when and how you apply the rule. In the following example | have
chosen the first option from Step 1. This option is — ‘Move messages from
someone to a folder’.

Step 1: Select a template

i ized
Selected option Stay Organize
/

33
T 4 Move messages from someone ko a Folder
3% pa H H=H A i ke ks

Step 2 is at the bottom of the window. The options in Step 2 change according to
the selection you have made in Step 1. This example shows the options for the
selection above. You will see that some of the text is ‘hyperlinked’, this means that
you can click on it and it will open another window from where you can choose
your options.
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Step 2 Edit the rule description (click an underlined value)

Options ShOWing apply this rule after the message arrives
. from people or distribution lisk

hype rllnkS rivve it bo the specified Folder

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

Cancel [ Mexk = ] [ Finish

If you choose the ‘people or distribution list” hyperlink the Outlook address book
will open and you can choose either a person or distribution list from your options.
If you choose the ‘specified” hyperlink your folder list will display and you can
choose which folder you would like your messages delivered to.

Once you have made your selections from these options click on ‘Next’ at the
bottom of the window. You will then have the option to put specific conditions and
exceptions on your rule. Click on ‘Next’ and you will be able to give your rule a
name, run the rule, and Turn it on or off.

Click on ‘Finish’ and your rule will be in effect.

If you choose the ‘Start from a blank rule’ option you can make your own rule from
the options presented.

Create your rule Start from a blank rule
| Check messages when they arrive

here :
ii=1 Check messages after sending

Make your selections from the menu and keep choosing ‘Next’ until you have set
all the conditions for your rule.

SHARING

Sharing Mail and Calendars

These instructions are for sharing your mailbox, email folders and other MS
Outlook items such as calendars and tasks.

Sharing Outlook items with other users involves three steps:

1. Setting up permission for a user to access your Outlook Today which is the
top level of your mailbox. This step includes making sure that this top level
is visible to the other user.

2. Setting up permission for the actual folders or tasks in your mailbox that you
wish others to access. This includes specifying the level of access they are
allowed to have.

3. Finally, after granting permissions, making sure that the user you are setting
up accepts the permission you have granted, and that they decide whether
to:
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a) access your information on an ‘as needs basis’; or

b) have your folder(s) on view all the time, in the same way as they view
their own information.

Note: If you are being set up to view someone else’s folder(s), it is a good idea to
have the FOLDER LIST showing. To turn this on, when you have opened MS
Outlook, click on the VIEW menu and select FOLDER LIST.

Setting up permission for a user to access Outlook on
your behalf:

1 Open Microsoft Outlook.

Folder List « 2 Inbox
All Folders E‘! !QI | g From

2. Right Mouse click on the Mailbox -
folder = u:gﬁ gilboy—Rrimena Richasd

=l Date: Today

3. Select PROPERTIES FOR
“Mailbox” option from the shortcut
menu.

&

eecezzan|  Right click here

Process Ma

# [ RsS|  Open Other Folder >
L= sen] me
H [ Syn

. K Qj Taslq' -Change Sharing Permissions...
Select ‘Properties :

I _\{‘ Propertiis\jor "Mailbox - Brimsan, Richar.."...
for mailbox

Close “Mailbox - Brimson. Richar

— S |
| @ &8 mailbol-

4, When the PROPERTIES dialog
bOX OpenS, Se|eCt the ~ermission Level |
PERMISSIONS TAB.
] \/ Wrike
C“Ck on the @None |:|Create items
ADD button to () Full Details [create subfalders
[ Edit own
add users et al
_ .
Delete items Other
(%) Mone [JFalder owner
() Cwn Folder contact
o all [CIFolder visible
[ (o] 4 ] [ Cancel Apply
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5. Click on the ADD button to add the logon ID of the person you wish to share
your MS Outlook folders with. The ADD USERS dialog box will open.

Add Users
Search: (®)Mameonly () More coumns  Address Book
| Global Address List v
\/ Title
anfield, Lianne Administrative Assistant

Type in the first
2 or 3 letters of

8 ) ar Archivist in T
£ Abbas, Syed Lecturar

f & Abhott, Alison Library Technician
the USGI’ S & Abbott, Dianne Administration Assiskant
& abbott, Kym Head of School
name & fbbott, Lesley Casual

Lecturer

_/

& Abu-Izneld, Tareq

& accormodation

& Accounts Payable

8 accrec

& Acd-Psychology-ALL
& Acd-Psychology-BX
8 Ackroyd, David

Information Technology CFficer

\ & Acquisitions
Select the user 6 Adams, Allan Research Assistant
. & Adams, Chrissy Administrative OFficer
you requlre and & tdams, Juie Instructor
& Adams, Kathy Speech Pathologist

click on ADD <

Advanced Find

The name
should appear
in the list here

v
>

Cancel

6. In the ‘TYPE NAME OR SELECT FROM LIST text box, type the first two or
three letters of the person you wish to add. When you see their name in the
NAME list, either double click on it or click on the ADD button. The name
should then appear in the ADD USERS list on the right hand side of the

dialog box. Click on OK to finalise this step.

7. You will be returned to the PROPERTIES dialog box. You should be able
to see the person’s name in the NAME box. To make sure that the user will
be able to see your Outlook Today, click on the FOLDER VISIBLE option.

Change the Permission level to NONE.
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Outlook Today - [Mailbox - Brimzon, Richard] Propa...

General | Home Page | Pernissons

Marne Parmssion Level

| Defaut Mone
Anonymous More
Williars, Mary Mone
Add... | Remove | l Properties...
Permissions
Permission Level; | None v
Read Wit /
=i tlone [ create items Select ‘Folder
O Full Details [ create subfolders .. ,
[C1EdE own V|S|b|e here
[CEdk 4l %
Delete items
.’;: Mone ner /\
O own
Ol

8. Click on OK —the PROPERTIES dialog box will close.

Setting up permission for specific folders or features in
Outlook

1. If setting up your Inbox for another user to access, right mouse click on your
Inbox and select PROPERTIES. The INBOX PROPERTIES dialog box will

open.

2. Click on the PERMISSIONS tab.

3. Click on the ADD button to add a user, in the same way you added a user in
steps 5 and 6 of the previous section. Their name will appear in the NAME
text box.

4, Make sure the FOLDER VISIBLE option is enabled. This will let people see
your Inbox in their Folder List.
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Outlook Today - [Mailbox - Brimson, Richard] Prope... @g|

| General | Home Page | Permissions /Select
:. vame ermission Level ¢ . . ,
B e Permissions
ANCrymous Hane
I3
. dd... EMOYe Froperties
Click on 7 T |~
the ADD Permission Lewvel: [\lone_ v < VieW dlffere nt
bUtton to Z;a:nne g‘tcereate items ‘ Pe rmission
add users (O Full Details []Create subfolders Levels here
[C]Edit awan
[CIEdit all
Delete items Other
(3) Mone [CIFalder cwner
O Own Folder contact
Cral [CIFolder visible <’/Make sure you
select  ‘folder
Visible’
5. Select the different options required, to see what the options are, click on

the drop down menu next to ‘Permission Level’. The different Permission
Levels are described below:

With this You can
permission level (or
role)
Owner Create, read, modify, and delete all items and files, and

create subfolders. As the folder owner, you can change
the permission levels others have for the folder. (Does not
apply to delegates.)

Publishing Editor Create, read, modify, and delete all items and files, and
create subfolders. (Does not apply to delegates.)

Editor Create, read, modify, and delete all items and files.

Publishing Author Create and read items and files, create subfolders, and

modify and delete items and files you create. (Does not
apply to delegates.)

Author Create and read items and files, and modify and delete
items and files you create.

Contributor Create items and files only. The contents of the folder do
not appear. (Does not apply to delegates.)
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Reviewer Read items and files only.
Custom

apply to delegates.)
None

You have no permission. You can't open the folder.

Perform activities defined by the folder owner. (Does not

6.

Viewing folders and tasks which have had permissions

Excerpt from MS Outlook Help

After setting up the Inbox, right mouse click on any subfolders that you wish
to grant access to and repeat steps 2-5. You can only do one folder at a

time.

granted on them

This step accepts the permissions that have been set up for a user.

1.

Have the person you have set up permission for, go to their computer and
in MS Outlook, right mouse click on Mailbox. If you have been set up by
someone else, you will do these steps on your own computer to be able to

view their information.

2. Select the ‘Properties for Mailbox’ option from the shortcut menu. The
PROPERTIES dialog box will open.
[ Open
Open in New Window
de Rename "Mailbox - Dixon, Susanne
L Mew Folder...
Add to Favorite Folders
. Process All Marked Headers
Properties o Marked Head
. rocess Marked Headers
for Mailbox =
Jpen Other Folder b
Change Sharing Permissions...
'ff‘ Properties for "Mailbox - Dixon, Susanne’...
3. On the GENERAL tab, locate and click on the ADVANCED button.
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Outlook Today - [Mailbox - Dixon, Susanne] Properties E||g|

, General | Home Page | Permissions |

O ebox- bixon, Susanre |

Type; Folder containing Mail and Post Items
‘General’ Location: Microsoft Office Outlook
Descripkion:
Tab

(®) show number of uriread items

() Shaw tatal number of items

‘When posting to this Folder, use: |IPM.Post ~| ‘Advanced’

Automatically generate Microsoft Exchange wiews

[ Upgrade to Color Categories... ]

I oK ][ Cancel ] Apply

4. The MICROSOFT EXCHANGE SERVER dialog box will open. Locate and
click on the ADVANCED tab, then click on the ADD button.

Microsoft Exchange @

| Glickon ‘Add
N

\ \

P R Y HESmE e

itailbio: - Desk, Service -/
! )

|Mailbio - Brimson, Richiard m

Remove

‘Advanced’

Cached Exchange Mode Settings

IJse Cached Exchange Mode
[ ] Download shared Falders (excudes mail Falders)
[ ] bownload Public Folder Favorites

Mailbo: Made

Ctlaok, is running in Unicade mode against Microsaft
Exchange.

[ Cffline Folder File Settings. .. ]

[_ Ik H Cancel ] Apply
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5. The ADD MAILBOX dialog box opens. Type in the logon ID of the person
who’s mailbox you are trying to add and click on OK.

Add Mailbox X

Add mailbo

Cancel

6. You will be returned to the MICROSOFT EXCHANGE SERVER dialog box.
The user’s name should now appear in the MAILBOXES list.

Microsoft Exchange

General | Advanced | Security | Connection | Remake Mail

Mailboes
‘ Open these additional mailbaxes:
wiliams, Mary |
|

Cached Exchange Mode Settings

Use Cached Exchange Mode

| [Ibownload shared folders (excudes mail folders)
[Jpownload Public Faolder Favorikes

tailboz Mode

Cutlook is running in Unicade mode against Micrasoft
Exchange,

[OFFIine Folder File Settings. .. I

[ K, ][ Cancel ‘[ Appky ]

7. Click on OK twice to close this and the PROPERTIES dialog box.

8. The user should now be able to see the folders, in their folder list, that they
have been given permission to access,.

NOTE: You can set up other MS Outlook folders, for example, a Calendar, in the
same way.

Viewing a folder or calendar on an ‘as needs basis’

Should you only wish to view a folder or calendar once in a while, i.e. you do not
wish to have it on permanent view, follow these steps:
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1. Click on File, Open, Other Users Folder.

File ) Edit Yiew Go Tools Acions Help Adobe PDF

Mew Y Wl (g Forward | O W 5 send/Rec
Open » Selected ftems ctrn-o| Other User’s
Closg All ltems Other User's Falder.., folder
Bl save As.. Calendar...
Save Attachments 3 Cutlook Data File...

2. In the ‘Open Other User’s Folder’ dialog box, type in the logon ID of the
person.

3. In the FOLDER drop down list, select the folder or task you wish to open.

Open Other User's Folder @E|
Mame... | | | Select Folders
Folder kype: IZI-aleru:Iar __v_|< \here
4, After clicking on OK, the calendar, folder etc you specified should open.

NOTE: You cannot view subfolders in this way, only the main folders. And you
need to have been given permission to access these folders before you can
open then

Removing Users

To remove a user’s access that you have previously given, go back into each
folder or object's PROPERTIES dialog box, click on the PERMISSIONS tab and
then use the REMOVE button to remove the user’s access. If removing from the
Inbox, remember that each subfolder the user had access to must also have its
permissions removed. For example:

A user has been given access to a subfolder called “Correspondence” under the
Inbox:

1. Right mouse click on the Correspondence subfolder;

2. Select PROPERTIES from the Shortcut menu.
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3.
4.

Click on the PERMISSIONS tab

Highlight the user’'s name

Outlook Today - [Mailbox - Brimson, Richard] Prope... [2|[5€]

| General | Home Page | Fermissons |
; = - Select user here
| Narp.e Permizsion Lewel
Defaulk Mone %
Anonyrmous Mone — —
‘Williams, Mary Mone
Add... | Remaove Froperties, ., ]
Permissions -
. ’

Permission Level; fl_\lang | Se|eCt ‘ Remove

Read Wite:

&) None [Jicreate items

O Full Details [ create subfalders

[CJEdt own
[CIEdk all %

Delete items

.’;: Mone

O oy

Ol

| O ] | Cancel ] [ Apply

Click on the REMOVE button
Click on OK to finalise the steps.

Remove the user’s access from the Inbox by right mouse clicking on the
Inbox folder and repeating steps 2-6 above;

Remove the user’s access from OUTLOOK TODAY by right mouse clicking
on OUTLOOK TODAY in the mailbox, selecting PROPERTIES FOR
“OUTLOOK TODAY” from the shortcut menu then following steps 3-6
above.

Removing someone’s folder from your mailbox

If your access to someone else’s folder is removed, you will have to follow these
steps to remove the instructions that were setup to allow you to see their folder:

1.

> W D

Right mouse click on OUTLOOK TODAY;
Select PROPERTIES FOR “OUTLOOK TODAY” from the shortcut menu;
On the GENERAL tab, select the ADVANCED button.

In the MICROSOFT EXCHANGE SERVER dialog box, select the
ADVANCED tab.
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Microsoft Exchange

1 General’ Advanced ;__.Security Connection Remot.é Tl

Mailboxes
Open these additional mailboxes;

'-.-'-.-'illia ms; Mary

: : then  click
Cached Exchange Mode Settings ‘ Remove;

Use Cached Exchange Mode

‘/Select the user

[Ipownload shared falders (excudes mail folders)
] bownload Public Faolder Favarites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft

Exchange.

[OFFIine Folder File Settings... I
[ K ] [ Canicel I [ Apphy ]
5. Select the user's name from the ‘Mailboxes’ text box, then click on the
‘Remove’ button.

6. Confirm that you want to remove the user (click on the YES button)

Microsoft Outlook

9

"‘“J‘j Are wou sure you want boremove this mailbo?

7. Click on OK twice to finalise the procedure.

JUNK MAIL

What is ‘dunk Mail’?

‘Junk email is unwanted marketing material, advertisements, sales pitches, and
product descriptions; junk email often advertises questionable products and/or
services and uses nonsensical filler to try to get past firewalls and virus checking

software’.

Most junk email at CSU is stopped by the Sophos scanning software before it is
delivered to your mailbox. Some messages which are not ‘Junk’ are delivered to
your junk email folder from time to time. This happens with ‘Scanned’ documents.
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Scanned documents in ‘Junk’

If you scan a document and send it to yourself if will often deliver directly to the
Junk folder. Always check your junk email folders when you should have received
a message and it has not arrived.

You cannot open an attachment or hyperlink from a message in your junk folder.
To open any attachments from these messages you should move the message
back to the inbox by clicking and dragging it.

‘Safe Senders List’

If you have a problem with messages from certain senders going to the Junk Email
folder then you can add them to the ‘Safe Senders List’. Any message from that
sender in the future will automatically go directly to the Inbox without being filtered
out. To add a user to the ‘Safe Senders List’ follow these steps:

Right click on the message when it is [ e
showing in the folder 5,418 From Subject

i3 Brown, Vicki Blewe caniice desk weh nans
Open

& print
& Reply
I8 Replyto All

i Forward
Select ‘Junk E-mail’ ’

Follow Up 3

Categorize 3

j Mark as Unread
Junk E-mail Find A1 .
f_‘}- Create Rule...

Junk E-mail 3

>( Delete

Move to Folder...

2] Message Options..,
By Conyert to Adobe PDF
#o Appendto Adobe PDF

From the resulting menu select ‘Add Sender to Safe Senders List’

]

Find All 3

& Creste Ul Add Sender to Safe

= Create Rule... .

— = Senders list
Junk E-mail L4 F@ Add Senderto Blocked Senders List

>( Delete Add Sender to Safe Senders List

j Move to Folder... Add Sender's Domain {Eexample.com) to Safe Senders List

ﬂ Message Options... Add Recipient to 5afe Recipients List

@_ﬂ“ Conyert to Adobe PDF ] Mark as Mot Junk..,

E.__l‘ Append to Adobe PDF .@ Junk E-mail Cptions...

This will ensure that any future messages from that sender will go to the Inbox.
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Blocked Senders List

You will also see that from this menu you can add people to a ‘Blocked Senders
List’ by following the same steps and selecting ‘Add Sender to Blocked Senders
List’ from the options available on this window.

Other Options for Junk Mail

Other options include:

Add sender’'s domain to Safe Senders List — what this means is that by
adding the domain any future emails coming from anyone within that
domain will automatically go to your inbox, eqg.@csu.edu.au

Add recipient to Safe Recipients List — if you are a member of a ‘Listserve’
and a message is sent to that listserve the message sent to the ‘Listserve’
will not be treated as ‘Junk’ email and will be delivered to your emalil
account. If you have received a message at any time from a listserve and it
has been delivered to your Junk folder you should right click on the
message and add the listserve as a ‘Safe Recipient’. A ‘Listserve’ is like a
distribution list.

Mark as ‘Not Junk’ — sometimes messages come repeatedly and go into
your Junk Email folder. If you right click on it and mark it as ‘Not Junk’ you
will get a popup appearing informing you that the message is being moved
back to your Inbox

Junk E-mail options — when you select this option a window will open with
lots of options for you to select to deal with your Junk email. It looks like
this:
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mailto:eg.@csu.edu.au

2]

Options | 5afe Senders | Safe Recipients | Blocked Senders | International |

Junk E-mail Options

r 1 Outlook can move messages that appear to be junk e-mail into a special
__@ Junk E-mail Folder.

Choose the level of junk e-mail protection vou want:

() Mo Automatic Filtering. Mail From blacked senders is still moved ta the
Junk. E-mail Folder,

(%) Low: Mave the mast obvious junk e-mail ta the Junk E-mail Folder,

{3 High: Most junk e-mail is caught, but some regular mail may be caught
as well, Check vour Junk E-mail Folder often,

{7 Safe Lists COnly; Only mail from people or domains on yvour Safe
Senders List or Safe Recipients List will be delivered to vour Inbaox,

[JPermanently delete suspected junk e-mail instead of maving it to the
Junk E-mail Folder

Disable links and other functionality in phishing messages,
(recommended)

warn me-about suspicious domain names in e-mail addresses.
(tecommendead)

when sending e-mail, Postmark the message to help e-mail clients
distinguish regular-e-mail fronn junk. e-mail

[ Ok, J [ Cancel

More about Safe Senders

Email addresses that are listed in your ‘Contacts’ folder are considered safe by the
Junk Email filter if the ‘Also trust e-mail from my Contacts’ check box is
selected (the default setting). However, you might also sometimes send e-mail to
recipients who are not listed in your Contacts. Such recipient addresses are not
considered safe by default. If you want these addresses to be considered safe, do

the following:

Right click on your message or select ‘Tools’, ‘Options’, ‘Preferences’, ‘Junk E-
mail’:

Select

Other Delegates
\\ L Preferences _ Mail Setup

Preferences ’/ E-mail

| Ilj!:eracti_c:n rﬂessagi!'!g
Mail Farmat I Speling

Change the appearance of messages and the way they are handled,

[2]x]]

l [ E-mail Options...

P
L Junk E-mail. ..
Calendar \

‘ Choose Junk E-mailR’
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From the ‘Junk E-mail Options window select the ‘Safe Senders’ tab and then
select ‘Also trust e-mail from my Contacts’. Then click on OK.

Junk E-mail Options

Options | Safe Senders |Safe Recipients || Blocked Senders | International

m addresses or domain names on your Safe Senders Lisk will
eated as junk e-mail.

i

‘ Choose Safe Senders ’ [ add. ]
| edr. |
[ Remoye l

[ Import From File., . ]

[ Export to File. .. ]

#lso trust e-mail from my Conkacts

Automatically add people T e-mail to the Safe Senders List

‘ Click here |
u QK H Cancel H apply
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