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Using the Calendar

Creating Additional Calendars
Outlook has the ability to have more than one Calendar within your Mailbox.

To create an additional Calendar within your Mailbox, click Home > Open Calendar > Create New Blank
Calendar.
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Name the Calendar and pick what folder to place it in. For this example, | will be creating a Calendar
named Test Calendar and | will put the Calendar directly in my Mailbox. When finished, click OK.
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Notice that the new Calendar appears in your calendar Navigation Pane.
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Also notice that when viewing the folder list within outlook you now have this Calendar listed.



Viewing Calendars Side-by-Side or in Overlay Mode
When you have two Calendars or when accessing your Calendar and another Users Shared Calendar by
default you will be given Side by Side view.

Example: Your Mailbox and the Test Calendar that we created above are both being displayed in Side by
Side mode.

Tt Calendit - Bl Gettir sl + Micrasedt Dutlonk )

alli®le
o @k
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In order to change this view and have these Calendars displayed in Overlaid Mode click the Small Arrow
on the tab of the secondary Calendar, in this example that would be the Test Calendar:

¢K

b 4

14 Wednesday

Once you have clicked this Arrow your Calendars will now be displayed in Overlaid Mode:



You will now be able to see both Calendar Appointments displayed on the same Calendar, obviously
very useful for scheduling purposes. Notice the color coding is intact based on which Calendar each
appointment is from.

1 September 14, 2011 feore Tt Caemr -6

% Coiendar K @ TestCalendar X

14 Wednesday

Test Appointment - On Lest Calendar

In order to exit Overlaid mode simply click the same Small Arrow. Your view will now be returned to
Side by Side mode.

o Calendar X i Test Calendar b4
14




Printing option for the Calendar
When printing Calendars you are given several options. In order to Print use either the shortcut Ctrl+P or
from the ribbon choose File>Print.
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When given the print options screen you will see you are given six different options as to how you would
like the Calendar view to be printed. By clicking on each of these you will be given an automatic print
preview in the left hand view pane.



Adding a Second Time Zone

In Outlook you are able to add additional Time Zones to your Calendar view. To add an additional Time

Zone to your Calendar go to View > Time Scale > Change Time Zone
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You will be presented with the Outlook options and the Calendar options will already be selected.

Check the Show Second Time Zone option, and from the drop down menu choose which Time Zone.
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Now the additional Time Zone will be displayed when viewing the Calendar
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Collaborating with Other Users

Opening another Users Mail Folder

To open another users Mailbox go to File > Open > Other Users Folder

METIEEE o & & e . & s g o T

¥ Fie. Home Send / Recelve Folder View £dobe FOF

[ savets
3} Open Calendar
' @ Save s Adube IOF Open a calendar file in Outlock (ics, wvet)

@a Save Attachments

Infa Open Outlock Data File

Open an Outlook data file ( pet).

Print

Import

I Help I‘ Import files, cettings, and RSS Feeds into Outlonk.

(2] Options
9 Exit

Other Uzer's Falder
Open afolderchared by another user.

]

You will be presented with the following dialogue:
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r© — B
Open Other User's Folder @
Mame. .. |its-training room

Folder type: |Inbm¢ v]

o || concel |

Enter the name of the Mailbox you wish to open and the folder you wish to access.
Please note: You must have been given permission by the user beforehand to open their mailbox.

Provided you are granted the proper access permissions you will now see the Mailbox displayed directly
underneath of your mailbox within the Navigation Pane.
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S tuten
U] iss Feeds

JA Gearch Folders

=l Sugpested Contacs

[ e Tsues
] Tasks
Eq et
3 Trazh

# [5-Training Room-EHIE00
L3 Inbon
2 Deatts
L= Sent Ttems
15 Deseted mems (1)
L] Autareminder
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) i
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Sharing Calendars
In Outlook training the basics of Calendar Sharing were covered. In order to set more specific
permissions for your Calendar go to Calendar > Folder > Calendar Properties.

”

|ﬂ| bﬁ ) | = - - - . . Calendar - Paul.Ge
Na  Hame Send /Recéive | Folder View Adohe PDF

] B &=

LEI Copy Calendar

3 Move Calendar

Mew Share Cpen Calendar | Calendar
Calendar ilenda Calendar Calendar~ | Permissions Properties
Niew Actions Share Properties
4 September 2011 [ + 3 Folder Properties
4 b
SNsTuetHY S September 13 View the properties for this falder,
28028 303 T i
4 5 6 7 8 9 10 13
11 12[13]14 15 16 17
1819 2031 2225 34
2526 77 28 29 30 | R
I .:.uE :
4 [@ My Calendars =
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The Calendar Properties will appear, select the Permissions tab.

| General | Home Page | AutoArchive | Fermissions |Synchronization |

Name Permiggion Level

FresBusy fime
Prespactor Pete Edtor
Stevels Custom

4 [ | [

P i:iernov.e | Propertes.., |

Permissions
Permissian Level: |Fres/Busy time -
Read irie
7 Neone [} Create ftems
(@ FreeBusy tine || create subfoiders
. FreeBusy time, sabject, || Edit own
=t [T edit 2
0 Ful Cetails
Cither Free Busy. ..
Delete itams Other
(@) None [l Fokler cwner
3 Dwn | Folder contact
Al || Folder sisible

e e | e

Here you are able to set very specific Permissions for each user you wish to have access to your
Calendar. You are also able to Add-Remove user access from this screen.

To add a user and assign permissions click Add.
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You will be presented with the GAL (Global Address List). Select the user you wish to grant access to and
click Add.

Search: @ Nameonly () Morecolumns  Address Book

|pro I Go | Global Address List - Paul.Gettier @csub.edy v Advanced Find

| Mame Title Business Phone Location |

i Property -
% Prospector Pefe

i psoutreach (562) 985-3239

£y Purchasing

& Qifuli Lecturer Temp-Academic Year

& Quan Ding Metwork Operations Analyst 57811 BH-130K

& Quest CMN FB Service Account

& Quest NME Service Account

i QuesthME
& QuickPlaceAdministratorssu...

fip Rabia Khan

& Rachel Bindman Faculty Summer Session-CED =
fip Rachel Fuentes (562) 985-2074 |
£ Rachel Maciel

fip Rachel Mahgerefieh (562) 985-5298
i Rachel New (562) 985-8217

A no i

4 1, b

Add -= %i’Iro ctor Pete

In this example | will now assign Prospector Pete to have Publishing Editor over my Calendar.

i ———— ——
Contacts Froperties g
T e e ————
Gengeral Home Page
Ouidook Address Book Permissions Synchronizaton
Mame Permsson Level
Default Mone
Prospector Pete Moni
[ Add... | [ Remoye | [WESI“ |
Fermissions
Permission Level: m =]
Read Owrer
2 Pubishing Editor
@ Mone \Editar
© Fullpetals  Peblshing Author
= |author
Monediting Author
Reviewer
Caniributor
Delete (tens
@ rone | Folder awner
' oun | Folder contact
= al 7] Folder vicile
[0 [ comeel [ ook |

By choosing the Publishing Editor option from the drop down menu you will see some items are
automatically selected granting and restricting certain forms of access.
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Contacts Propertes

- e e

i

General Home Page
Outlook Address Book: Permissions ] Synchronization
Mame Permission Level
Default MNone
Prospector Pete Publishing Editor
Add... | [ Remoyve l [_F_‘rqperh'es...
Permissions

Permission Level:

Read i}
5 None [V] Create items
@ Full Detals [¥] Create subfolders
Edit own
[V Edit all
Delete items Cther
71 None || Eolder owner
“iOwn "] Falder contact
@ Al [¥] Folder visible

L oc J[ concd || ooy |

Please note: You do not have to use on of the pre-assigned permission levels; you may assign your own
custom level of permissions using the check boxes provided.

Opening Shared Calendars

In order to open another users Shared Calendar from within your Calendar go to:

Home > Open Calendar > Open Shared Calendar

Cpen
{Calendar =

From Address Book...
From Eoom List...

From Internet..,

o &

Create New Blank Calendar...

| m Open Shared Calendar..,

Define the person or name of the Calendar you wish to open.
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i = ™
Open a Shared Calendar ﬁ
|ts— training room|

ok | [ concel |

S

The Calendar will now appear in the list of available Calendars.

1 My Calendars
Calendar
|:| Calendar
|:| Test Calendar
4[] shared Calendars
IT5-Training Room-BH180D
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Working with Calendar Groups

Calendar Groups allow you to quickly see the calendars of people you frequently work with. Add
members to a Calendar Group, then use the Calendar Group every time that you want view those same
calendars.

Important note: YOU MUST HAVE PERMISSIONS ASSIGNED TO ACCESS ALL CALENDARS BEFORE HAND.
To create a Calendar Group for to Calendar > Home > Manage Calendars > Calendar Groups.

|Calendar
|Groups 7|

Create New Calendar Group

Create a new calendar group inthe
Mavigation Pane,

Save as Mew Calendar Group
Saves the currently displayed calendars as a
new calendar group in the Navigation Pane.

Now define the users-calendars you wish to add to this group:

r Bl
Select Name: Giobal Address List I [

| Search: @ Wameonly (Mo comrs  Address Book

prospes | Go Global Address List - Paul Gattier éﬁulb.e&u " Adyancad Find
Mama Title Business Phone Location
[ S |
£ psoutreach {362} 5858239
i3 Purchasing
8 Qifuli Lecturar Temp-Academic Year
# QuanCing Network Operstions Analyst 57311 BH-180K

& Quest CMIN FB Service Acoount

G Cuest NME Service Account

G QuasthME

& QuickPlaccAdministratorsSu...

g Rabia Khan
I § Rarchel Bndman FacLity Sammer Sessior-CED

£, Rachel Fuentzs (561) 985-2074
{1 Rachel Maciz!
£ Rachel Mahgereften (562) 565-5298
g Rachel hlaw (5A2) SRS-2217
| fiy Rachel Tam -

T
[
!

Fremtenr mraa

Fl

DK Cancel

Click OK once you have specified all names you wish to group.

You will now see the new calendar group you have created with all Calendars listed that you specified in
the step above.

(  September20it  p ¢

SuMo TuWe Th Fr Sa
- 1 ) SN
4 5 6 7.8 910
11 12 13 [14]15 16 17
18 19 20 2F 23 23 34
2526 27 28 2 30

4 :{] My Calendars
[¥] catendar
[v] catendar |
J|Z| Training Calendar Group
[V ms-Training Rosm-BH180D
[V] Prospectar Pete
|:I Shared Calendars
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Marking an Appointment as Private

In order to mark an appointment Private clitck the Private button when creating the appointment, or
open an already existing appointment and use the same button.

i‘%| [ I RS A - Test.}\ppu'.mtment—..[)n Mailbox Calendar - Appointment

| 'i_?i'ili'“: Appointment | Insert Format Text Review
' Tl calendar | D) i I S Privat
| Q S ﬁ u;'ﬁu ﬁ Show &s: |l Busy - {.‘ | :l ey PEIVILE
y [E5=—= = iQ g i
kg Forward ~ i T High Importance
Save & Delete Appointment| 5cheduling Invite 1 Reminder MNone - Recurrence Time Categorize
Close [N] oneNate | Assistant | Attendees Zones - 8 LowImportance
Actions Show Attendees Options Tags

Taking and Tracking a Vote
Voting is a feature used within Email messages to ask for a user to specify a predefined answer.
To cast a vote start a new message, type the message/question you wish to ask. And select Use Voting

Buttons from the Options>Tracking ribbon.

B ——
i O FIET oll - Message (HTML)
B Message Insert Options Format Text Review Adobe PDF
nColors s ] 81 84 == s ":'1 il
A | = s = i i 15 W
| (& ot - U = = ea (1] [ Request a Delivery Recaipt | =
Themes 2 Bece  From | Permission | |Use Voting| [T Request a Read Receipt Save Sent Delay Direct
- @Eﬁects - Colg *  Buttons ~ | = Item To~ Delivery Replies To
Themes Show Fields Permission Approve;Reject u More Options 1
f ;
Tow. !Pros@chor Pete; | Aeso
I=" 1 Yes:Mo;Maybe
: Cei | | Yes:No
send 1 LCustom...
Subject: | Office Pall - | Approve or reject this request,
L
Would you like to work overtime this weekend

Set which responses are available as an appropriate response. Once you have filled out all information
push Send.
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Working with Tasks

Attaching an Item to a Task
To attach a file or an Outlook item to a task, start a new Task or Open an existing Task.
Go to Insert > Attach File - Outlook Item

' Untitled - Task

Q@ = [k

Table

Attach Outlook Business Signature Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Ter
File Item Card = = = Art = & Eon
Include Tables THustrations Links
Subject: |
Start date: [nane v | status: | NotStarted
Son o -
Due date: |None * | Priority: |NOI’I’I’IE| | - % Complete: -;-
D Reminder |None None jE afi¥ owner  Paul Gettier

This will place a file and/or an Outlook item with the associated task.

Attach File:
When you click the Attach File button you are presented with a screen to select the file you want.
Choose the file and click Insert.

Ao, -, SV R : )
@T‘(__)v’ 5 b Libearies b Docoments <[ 4a 1l Seaeeh D F
Coganze »  New faldsr =2 0.9
] Microsatt Outlock - Documents library e R

b Tergistes Inchides: 2 lecations e
Harme
i Eavartes
B Desticp 8 ook 70 .
# Cownloads L Teit el SE
8 st Pices: | TestFile 2 )
5| Ll Testfibed LLY
S Libeanes
¥ Documents
o Music
e Pictures
B Videss
M Computes
File pame: Test file L cloee
Yoot - e |

Attach Outlook Item:
When you choose to attach an Outlook item you are given a display of your mailbox. You may choose to
attach any items from within your mailbox to a Task.
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(nsertem :
Lookin: |
a 2 Paul Gettier@csulb.edu - oK i ‘
. 2 Inbox i —
L) Drafts [1] ‘5 [_ Cancsi ] |
4] SentItems = ifeertas
. & Deleted kems R Tt ariip
& Catendar @) Attachment
8 Contacts B
S8 lnienat =
Tierms:
10w From | Sublert Received | Categories -
(A
4 Date: Today
& Todey = Email/FIM/AD Meeting Notes.., Thu 9:15."_2"0...
rorget.. ; Thu A5,
Thu915/20..
4 Date: Yesterday -

Once you have selected the item you wish to attach simply click OK.

Assigning a Task
To assign a task fill out the Task information, then click the Assign Task button.

> = Tosk for Pete - Task ol
= | "“.H" }.l‘.'l'\ll"éﬂ 9?‘4“'“’ & &h g
WX 3 84 8B 2 O Q

[ i Prale ©
i \ tignwmpomancs]
Save s Difete Forwasg Oneate | Task |Detain | Mork  Ajsige SendStatus Reconnc | Categonze Fotiow Zoam
Ciose Comgpiete Tak  Repom > upe & bowimportanie
A Thew Masiage Tank Ere T

O Due fomomow.

Subject: Tash for Prte

(| Start date: Fii 9ri62011 - Stalui Mt Saated

| Oue dsee: Fail 4252011 - Frcdty | Migh - mComplets (0%

t

|| £ Reminder . |Hooe . Kone | ARG Owmar  Rad Gettier

Cornplete this task Please |

W0 Snaned fardec g Taais

Click the Assign task button. The Task window changes into a window that looks similar to a mail
message.

Click the To button to pull up the Global Address List and choose the user you wish to assign the task to.
Click Send and the Task will be sent to the user’s mailbox.

% S T
RS R MR Task for Pete - Tack i
PR | taci | Teet Forma e o @
x M "] R /@ ~ B Y 54 Frvate ¥
hi e = “"‘! o e [ ¥ hgnmpotane| A
Save & Delete Oneblats Cantal | Addresi Check | Recumence | Categarie Follow Zaom
Clase Baok  Hames - upr & Lewimporancs
hetian Mames | Beturence Tag: | Zoam |
& Due tamarow, |
To.. |
=
Send Sunject Task Tor Fete | i
4 Stert dale: | FHS/IE20L (-] Shabus Hat stamed -1
Duedate: | FriS/A62011 | mviarme | High - | % Compiete: 0% o
|
[+ Kegp an updated-copy of this task en my task st
[ send me astatuis repoit when i task s (omplite
gl
Completa this task..... o |
| |
I Shared Foider: o Tasks
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Using the Journal

Journal Description:

You can have Outlook 2010 create automatic journal entries for a wide range of items, including email
messages (both sent and received), task requests, and files that you create or open in other Office
system applications. In fact, you can use automatic journaling to record activities based on any contact,
Office system document, or Outlook 2010 item that you select.

For example, suppose that you routinely exchange important email messages with a business associate,
and you want to track all exchanges for reference. Incoming messages from this associate arrive in your
Inbox. You read them, reply to them, and then archive the incoming messages to another folder. Now,
however, your associate’s messages are stored in one folder and your replies are in another. (By default,
replies are stored in the Outlook 2010 Sent Items folder.) Configuring the journal to track all your email
exchanges with your associate automatically places a record of all messages relating to this contact
(both received and sent) in one convenient location. Instead of hunting for your response to your
associate’s question from two weeks ago, you can open the journal and find the entry associated with
the message. Double-click the link embedded in the journal entry, and Outlook 2010 takes you to the
message containing your response.

Enabling the Journal
To enable the Journal look at your Mailbox Folders list and select Journal.

4 Pgul Gettier@csulb,edu
i 5] Inbox (2]

L Drafts [2]

(= Sent Items

&l Deleted Hems

>y

ﬁ Calendar

85 Contacts

55] Journal

L@} Junk E-Mail [1]

ks | Motes

L Outbox

L) RSS Feeds

L& Search Folders

85 Suggested Contacts
I Sync Issues (4]

*?_j Tasks

Ll Trash
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You will receive the following prompt; click Yes to enable the Journal.

-

-

Microzoft Qutlook

Y The Journal can automatically track
I_ i, Microsoft Office documents and e-mail
~ messages assodated with a contact,
but the Activities page in a Contact also
tracks e-mail messages, and it does naot
require the Journal,
Do you want to turn the Journal on?

[ Do not show this message again

Yes | [ Me j

e

Once you enable Journaling you will be presented with the Journal Options.

Here you are given all possible variables that can be set for the Journal.

Journal Cptions [&J

Journal

ﬁ Automatically record these items: For these contacts:
= ] Email Message Fa | |
[] Meeting cancellation |
I:_I Meeting request
D Meeting response

.

»

E m

[7] Task request -

Alzo record files from: Double-dicking & journal entry:
[ MfcmséﬂEmeF @ Opens the journal entry

[] Microsoft Office Access - ;

ij! Wi cisa PowerEAE () Opens the item referred to by
[] Microsoft Word the journal entry

[ AutoArchive Journal Entries..., ]

[ Ok J[ Cancel I

5

For our example we will track all file usage in Microsoft Excel.

Microsoft Excel

[] Microsoft Office Access
[] Microzoft PowerPaint
[] Microsoft Word

22



Displaying the Journal

Once you have set the variables for what you would like to track you are now ready to view your
Journal. For our example | am tracking MS Excel activity. For this reason | have opened Excel, modified a
spreadsheet, saved it, and closed Excel. Now we will take a look at the Journal to confirm it recoded this
activity.

To Display the Journal go to you Mail Folder list and Select Journal:

4 Paul.Gettier@csulb.edu
b [ Inbox (2]
L#| Drafts [2]
(=} sent ems
i+ (&) Deleted Hems
re
&
(g Junk E-Mail [1]
b | Motes
= Outbaox
L) RS5 Feeds
»
==
I LA Sync Issues [4)

_k.;'ﬂ Tasks

Ll Trash

Calendar
Contacts
Journal

Search Folders

Suggested Contacts

Once you have chosen Journal from your Mail folder list you are presented with the Journal window.

Jourmst - Paul Gettier@csulb.edu - Misrazaft Outlock:

Send/ Receive View  AdobeFOr

%

Today Dy

Foider

5 =]
Week. | Manth Timoeiine Entrytist  Phone Cally - [ast 7 D [

Girdete Crarent View Actineis

o Pauil Gettler@ it edu

2] inbox
L] Dratts 11}

- Sent tema
ol Deleted ems

September 2011

a1 Tha 1% (L sat1l sun 1 Meon 19 Tue 0

| 2 catendar

(l il Contacts

| M eme

I @ Jusnk - (1)

] Hotes

= Gutnar

) R3S Freay

L seaih Fodders

& Suggested Contacts

1 Entry Typs: Micragaft Luced

B iusersauoasesonsesktop Brokt.al

3 Syoe s 11}
s Fasks
3 Tragh

S Trining Ronm-BHIZOO

Rt ' -, W e Hir) BOR £ *

ltems 3 All falders are up lo date, Updating addies book,

[
=@

Wl sadress Book

4 september 2011
SUME TuWe Tn e 5a

L3

Mo Upconing sppeintments,

Arrange i Thag: Due Date

|4 W redy

accessibiiy

%

[ Canneded o Micruioft Exhange |13} 3 100

Note: The initial Journal View is Weekly Timeline. You will see the entry created by the Journal for our

MS Excel usage mentioned before.
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Changing Journal Views
As with all sections of Microsoft Outlook the Journals View is fully customizable. To change the View of

the Journal select the desired view from the Arrangement and Current View options.

{E'E" Home | Send / Receive Falder View Adobe PDF
| " P
=k
@ B X 5 : R, BB
Journal Mew | Delete | Today Day |Week | Month Timeline Entry List  Phone Calls  Last7 Days |-
Entry Iems~ e
Mew Delete Arrangement a Current View

Creating a Journal Entry Manually
If you wish to manually create a Journal entry; while in the Journal select Journal Entry from the Home

Ribbon.

[
Jaurnal

Entry
A journal entry is similar to all other Outlook functions, here you can fill out the Subject, the entry type
has a drop down menu with multiple options, you can set the amount of time, in addition you are able
to categorize, link to a contact, and put additional notes.

— — — —— = P
= Test Journal Entry - Meeting with Training Student - E» urnal Entry | ‘:"l = ﬂ

-

FE

Journal Entry Insert Format Text Review [~ 9

HaX6h B8 B

Save & Forward Delete Start Categorize Private  Address Check Zoom
b Book MNames

Close Timer
Actions Timer Tags MNames Zoom
Subject: |TestJournaI Entry - Meeting with Training Student |
Entry type: Phane call - | Company: |
------------------ Mote
Start time: Phane call = 4 ltes -
_|Remote session
Task — o
Task request 4 £l
Task responseg 1% .

El

Fill in all desired fields and hit Save and Close.
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Your entry will now be recorded in your journal.

o _ .
IFIRE Joumnal - Paul Getsier@eslb edi = Microscft Outiook =y
| Home | Senii/Receive  Folder e Adobe POF 2@
E l@ >< K T % " ﬁ u 5 xl :.J] Find a Contact =
e = iz % it TR T | el [ Aodress Book |
Journal Mewe | Detese Today  Day | Week | Morth Timaline EntiyList  Phone Calls  Last7Days || Forward Move | Categonze |
Entry Hems~ — | ¥
New Delete Arrangement T | Current View Actions | Tags Find
\
. < \
a G 2du ¥
ko |Szarch Jounal (ctrl- P 4 Septemberioll  p [
";3““"‘ M SuBin Tuwe THOFr 53
L#| Drafts 1 AR
58 b September 2011 Emaim g3
U=y Sentitems ik 4 5 6 7 B 9.10
I {5} Defetedt tems ed 14 m& \ Fris Sat17 Sunig Men 19 Tue 20 1 12 13 1[isj1s 17
— L - : : T 119 30 21 2775 M
£ calencar 15| Entry Trpe: MicrasofyExcel = 25265778 18I0
82| Contacts s 3 4B gl 9
A5 Joenal (0 e\ ssersint 0455304 e sktop B ook, s = =
(g Jurik E-Malt L] |=l Entry Trpe: Priane cal
k] hates 5 Test lournal Ertry - Meeting with Trainig Student
53 Cuthok: (33 U.Wﬂd 3 ieeting X rEnng £ni
[ RSS Feeds

L0 Search Folders

& Suggested Contacts
" [l Syne lssues (1}

i Tasks

A Trash

No uproming appointments

I »ME-Training Roam-EHLEDD

Arrange By Flag: Due Dnt'ei -

| Type s new task

1% Yoo
T | sceessibility

{
<

SE -

| ttems 2 |

Relating a Journal Entry to a Contact
In order to link a Journal entry to a contact, create a new Journal Entry or open and existing one.
Select Address Book from the names menu.

© = TestloumslEnty - Meeting with Training Student - Joumal Enty |- (=) ] |

Journal Entry | Insert Format Text Review [~ e

HAX 564G Hams S

Save & Forward Delete Start  Pause Categorize Private | Address Check Zaom

Close Timer Timer o Book Names
Actions | Timer | Tags Hames | Zoom |
Subject: Test Journal Entry - Meeting with Training Student |
Entry type: Phaone call [ = | Company: |
l WEERLY i e AR
Start time: tes |zl
Remote session ;
Task = o
Task request |—| E@
' Task response ¥ |_f!
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Choose the associated person from your Contacts list and click OK.

— S

-
Select Contacts

Look in:
4 | Paul.Gettier@csulb.edu
o 2 Inbox (4) 7
(7| Drafts [1]
L;_j Sent ltems
1+ (3] Deleted tems
r‘;% Calendar
|85 Contacts
S 1nuienal

»

m

Ttems:
|D;@iFiIedAs / | Job Title | Company &=

Pete, Prospector

[ oc J[ concel [ oy |

This contact(s) will now be stored within the Journal entry.
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Customizing Outlook
Automating Commands

Creating Quick Steps

To create a new Quick Step click the Small Arrow in the lower right corner of the Quick Steps portion of
the Ribbon. Select Manage Quick Steps.

(A moveto: 7 i To Manager

__9,_] Team E-mail w’ Dane

Lq. Reply & Delete %7 Create New -
Quick Steps ||

Manage Quick Steps

Create, edit, delete, and rearrange
guick steps.

To create a new Quick Step select the New drop down box and choose between multiple options.

. - b |
Manage Quick St m
age Q 5 v el s — :
Quick step: Description:
S Moveto:? | [ ™3 Moveto:?
= L
g To Manager -
u_# Actions: [ Move to folder
3 Team E-mai [ Mark as read
q/ Done Shortcut key:  Mone
r_'& Reply & Delete Tooltip: Maoves selected e-mail to a folder after

marking the e-mail as read.

Edt | | Duplicate | [ Delete

T [23 Move to Folder
@E Categorize and Move = ‘ | e
W' Flag and Move
- ﬂ_] Mew e-mail to:
i Forward to:

@ Mew Meeting with:

7. Custom

For this example we will create a quick step that automatically starts an Email to all of the ITS
Management Team. Select the New email to: option.
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First, name the Quick Step an appropriately.

[ Tk
First Time Setup W - — M

First Time Setup
After this Quick Step is created, you do not have to enter this information again,

' ] | Mame: |Email Management

Actions

[E| Mew Message

Ciptions Finish ][ Cancel I

W2 — —— . ——— A

Then click the To button to be sent to the Global Address List to choose what people will be included as

mail recipients.

Save the changes to your Quick Step. Now you will see it appear for use within the Quick Steps section
of the Outlook Ribbon.

2l Email Managem... ,_:] Move to: T .;—,; To Manager
&7 Team E-mail Daone = Reply & Delete
.

4]

‘7 Create New

Cluick Steps §

To use your Quick Step simply click on it from the Ribbon.
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Managing Quick Steps

To manage your Quick Step click the Small Arrow in the lower right corner of the Quick Steps portion of
the Ribbon. Select Manage Quick Steps.

(23 Moveto: 7 (2 To Manager

(34 Team E-mail & Done

(4 Reply & Delete 7 Create Newr =

Quick Steps

Manage Quick Steps

Create, edit, delete, and rearrange
quick steps.

The Manage Quick Steps window will appear.

[ Manage Guick Steps. _i

Lick step:

.

Desrphon:
34 Emal Maragement To Manager
P2 movetn: 2 o .
- Actions: gy Forward
G i Sharteutkey: Mane
&9 TeamE-mail | Taaliip:

Forwards the selected e-mail to your
manager,

" Done

=% Reply &0clete

[zt ) [ osicar | [ ook
(&) (2] )
. Egutk?gihuh Ok | Cancel |

Choose the Quick Step you wish to edit and click the Edit button.

By clicking edit you have opened the dialogue to make changes to the To Manager Quick Step.

In order to define who your manager is click the To button and select their name from the Global
Address list. Click Save once you are finished editing this Quick Step.

it Cuick Step T s e e e

B

[ame:

|
)| ToManager

|
Edit the actiors the quick step perfarma,

o B

Show Dpton:

Shurtoutkey: | Choose ashortn [+ ]
Toolin t=xt:  Forarcs the sslacted o-mai 15 your marager
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Customizing the Ribbon
In all Office 2010 applications the File Ribbon is fully customizable. In order to customize your Ribbon
within Outlook for to File > Options > Customize Ribbon

ol*5 9=

m Home Send;
Save As
& Save as Adobe PDF

B3 S5ie attachments

Open

Print

Help

|

|

'| ] Options
| kY Exit
|

First we will create a new Ribbon Group that will show up on the Home ribbon. Click the New Group
button.

r —
Outiook Optiors | e — — =)
Genaral it :
@ Customize the Ribbon,
Mail
Choose commands from: Customize the RiEbon: @
Calendar Popular Commands =] Main Tabs B
Contacts )
e ]j\_?, Account Settings... Main Tabs
i WL address Back,. 2[4 Hame pasi
ot baaraat Jal Automatic Reptles.. & Hew
ﬁ? Cose All tems E Delete
Search 1 Manage Rules & Alerts... ¥ Respond
B3 Meeting [ Quick Stegs
Siakie “0 New Aopointment # Mave
| ¥
||| Lsnguage i@l New Confact iR
=3 New E-mail ETags
Il | Achances I MewTask B Chinese Canversion
| ————————— ] options [ Find
|| | custamizs gibban | o= ¥ SendiReceive (MAR/POR)
i Save Al ARachments... & [ Home [Calendar Table View)
Quilek Secess Tanlbar B sweds I |5 2l Home tcatendan l =
|| acdns S SendiReceive All Folders T & [7] Home (contact) —
. 8 o [ sx Bemoue | |17 Home (rasks [zl
Trust Center & work Ofttine 5] [ Home (Motes) |
I o [7 Home (fournals) |
[ Send J Receive fl
= [ Folder
&[] view
& [ Developer
# [7] Aad-Ins
1 [7] Adobe FDF
| MewTab | | MewGroup | | Rename. |
| Customzations: Reset ¥
I ———
| [ ok || concel
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Title the group an appropriate name.

-
Rename

Symbol:

HQ00A! SOHHMHNT -
DERDGE AN e e

AavOFET28QT

TRAEODL2 L 8 0HLD|=
PELEOFeoiEE

00000000 mp .

B0 ™MEedndaS
SDHeMEIIERE %W

AAX vEOMN T &#E Fi=

PIBMSTARIAVAE -
Display name: iPﬁuIsEJbbonGrmﬂ i
J [ concel |

[ ok

Now from within the Ribbon customization window select the Actions you wish to have included in your

new Ribbon Group.

o —
ST e e —— e [
General e . .
I"h Customize the Ribbon,
Mail
Choose commands fram: T Customize the Fibbon: )
Ealendar Popular Commands [=] | Wtmic Tabs [<]
Contch
. IG5} Account Settings... Wbain Tabs i
Ll i) Address Book.. Bl [ Home [Maif]
TR i Autsmatic Repliss.. B Mew
LB Oase All tems it Delete
Fearch Fj Manage Hules B Alerts., B Respond
L Meeting B Quick Steps
ek ﬁ Mewr App pintment H Move
I tangisage {8 New Cantact # RS
| - (33 New E-mail Bl Tags
I| advanced [ MewTask ftl Chinese Canv=rsion
Ll - & option: il Find
| || custamize Ribbon | £ o B SendiReeeive (MARFOR E
= g Save All Attachments. . El Pauls Ribban Group [Custam)
Quick Aecess Toalbar @ i B Close sllterms =
Atk £ SendfReceive All Folders - &l 1 Home [Calendar Table View) 2
) ¥ Undo =< Remove | | FHome (catendan
Trust Center Wy wark Offiine B | Home {Contacts) i
I B W Home [Tasks| |
| Bl ¥ Home [Motes) [
B ¥ Home [aurmals)
Bl ] Send / Receive
1] ] Faider
M view
8 Floeveloper =
e — —,
| NewTap. | [ croup | | Renama.. |
W Customizstions: | Pgset ¥ I
! —_—
| ImgortEmgport = |0
[l :
il [on ][ cne

For this Example we have added Close All Items to appear within out new program group.

The new program group along with the actions selected will now appear on the Ribbon.

| Home ¢
5 |iz‘ L ignore x = = 0 et
A 5 Clean Up + o S 5 BMerting
Hew  Mew | o Delete
Email Ttems- g lunk~
s Dalets Respand

Send/ Receme Faider View Adohe PDF

48 Email Managent...
5 Team E-maill

Replr  Heply Forward B -
! e  Create Hew

5 Mowetoi 7 + Ta Managei "‘. wy (NS _‘II_J Find a Contac =
o Done i3 Repiy & Deleke T, = o L Address Book
Mowe  Rutes OneMoke | Assign Unread! Categorice Follow _
* : Policy~  Read - Up~ | P FierEmail v
Qulck Steps - Wi Tog: Fing
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Quick Access Toolbar
The Quick Access Toolbar is an option that can be enabled that will provide you wish quick buttons to
click directly beneath the Outlook Ribbon. To enable to Quick Access toolbar go to File > Options

o]l 59|+

m Home Send,
Save As

&y Save as Adobe POF

By save Attachment:
| o 4

Open

Print

Help

1
l
| | ] Options
l
|

9 Eat

Choose Quick Access Toolbar from the left navigation pane.

TTEES S e

ﬂ Custamze the Quick Access Toolbar,

General

Mzl
‘_:ﬂDO!E cammands fram: "
Ealenar Popular Commands
Contads Customize Quick Access Toalbar

<Separatars Y Send/Receive Al Falders
3 Address Bock .. 1 LUndo
Hates and Jaurnal Wl Automatic Repliss.. [2f Address Book.
i Searih @ R

Close All tems

Delete
Empty Deleted rzms
Find a Cartart i
Forward
Manage Rules & Slrbs..
Meeting
Mewr Ap pointment
Mew Cantact
New E-mail == Bemone |
Hew Task
| Options ¢
i i Print f
| By Seue Al Attachments... I
[l save s
! 5 sencReceive All Foldars
|} setup ana contigure ail account types
¥} Undo
C3 Undate Foider |(
! Q Wark Dffline. | Mot

7l Customizations: P Ly
7| Show Quick Access Taolnar below the pmtens s

i Rmbon\ ’W‘ 0]

Tasks

Maobiie
Language
Advanczd

Customze Rioban

(Jutck Arcess Toalbar | [ agass [l
Bida Ins

Trust Centar

CREEHEEe oxg

._ o] o

In order to turn the Quick Access Toolbar On or Off.
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For our Example we will turn on the Quick Access Toolbar. We will also add several commands to be
displayed for use on this toolbar.

Gt @ Customize the Quick Access Toolbar.
il
Chopset frome i
Calendar | catencar Tacks | Appainiment Tab [=]
| Contaels Customize Quick Access Toolbar )
- cx <Separators 1 3 New E-maif N
Secept v [ A New Contact
Mates and loumal o/ Aeespt #] NewTask
Camitr Actions L=
Add ar Remove Attendees. ..
Mabile a5 AN Categories..,
—— Attenders ==
%, can
Advaneced &, Call v
Cancel Mesting
custamize Righon | BE Coreqorice .
QUK Aress Tombar A Categorize ¥
. —— 1t Clear All Categaries
FEddne Contact Attendres »
Truzt Center Eegling. L
Decline '
| Delete
(| ol seriss i
I Farward
Forward [ U
Farward as iCalandar
i Farward as Multimedia Message
| Fangard a5 Text Meatsage I
| High Importance - [ posty. |
i - -
I 9] show Quick Access Toolbar befaw the customzstions: (cEmiel F )0
ibbon ImpartExpoe ¥ |0

You will now see the Quick Access Toolbar displayed directly under the Ribbon.

y B F o 3 Mg Eostan +
Lipehg | 20 Bk binrnguem 35 Ve L To Marugar L ﬁ &
4% S g e pciiinceiy £ a i
By Begly Formke B e o s e B Ry oo | i g Cosgon domen |y 0T
o P % Aimee Y b
-1y # RE: Lotus Notebook to Outloak Journal P T
Bewrontop Al g i
- I SARGON S A0 PR e
E 1 Cite 1012 4 1 s [
i |a e L R e ko W A
BET R BN |
This e locting i . Foul. | gUess s i aecthi grovweg i or toma of car L
e f1ant i, e Caore e’ s
noto abeut thatare baavy LA
ki Tharsks]
g il Gamar .
Sest Tharsday, L5, 2L BT P bt i i
a: Ssan Hemande:
€ic: Keri Severrion: Bryon lackioe
Subject: Lot Noteback 13 Cratisek Jarnal
o
G¥.
O
v
¥
¥
o
13 o
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Using and Customizing AutoCorrect
To customize your Autocorrect settings go to File > Options

Home Send,
Bl save s

& Save as Adobe PDF

,L'gg Sav

Attachments

Open

Print

Help

| iﬂ Optians

B9 Exit

Navigate to the Mail > Spelling and Autocorrect button

General [ \] ; ; =
5 | Change the settings for messages you create end receive.

Mt |

Calendar Compose massages
| =

Sofidts [ hange the editing settings Tor messages, Editor ootions., | |=

Tasis ’ Compase messages In this format | HTML TI

Motes and loumal

Sl [7| &kways check spelling before sending Spelling and Autocoriee .,

[#] tanors original message test in rephy or Forward

Maokile

Language l—‘g Create oF modify signatures far messages.

Advanced
1 Customize Ribbon ‘ﬁ: Use stationery to change default fonts and styles, colors, and ol d:

Quick Access Tookar

‘Cutlook panes
I Add.dns
E Customize how items are marked as read when using the Reading Pane.

Tt Cente (Ecadmaone., |
| Message arival
I
I p When new messages amive:
il —| [¥ Blay a sound

[Z] Enetly change the mouss pointer
| [F] Show an envelope icon in tha taskbar
i [@] Display a Desktop Mert Daskiop Alert Setbings...
I [ Enable preview far Rights Protected [May impact p
[
(| Conversafion Cean Up
|
% Qeaned-up tems will go to this Folder: | [ Browse.. | ~
ok Cancel
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Select Autocorrect Options. Note: There are several other Proofing options on this screen. Please take
note and adjust should you desire.

i) Specify how Outlook correds and formats the contents of your e-malls.
Advanced

AutoCorect options

Specify how Cuttook corrects and formats text as pou type, !-..ﬁlﬂuﬁu_rmd Options,..
When comecting speliing in Microsaft Office programs

771 lanare wards in UPPERCASE

] Ignare words that cortain numbers
19| lanare Internet and tile addrasses

] Fiag repeated wards

I7| Entoree accented uppercase in French
T suggest fram main dictianary anfy

| Custom Dictionaries..,
Fremch modes: | Traditional and new speflings lz‘
Spanish mades: | Tutea veih Tarms anly [=]

When comrecting spelling in Outlook

7] Chack spelling as you type
¥ Use contertual speliing
E | Mark grammar erors 35 you type
] Cheek gramnear with spefling
| Snow readablbity statmtice
wrting'styte: | (=] [ Settings
it

ot ] [ coneat |

You will be presented with the Autocorrect settings.

- S S— —
AutoComect: English (US) 0 S m

| AutoFormat | Actions
AutoCorrect | Math AutoCorrect | AutoFarmat As You Type

Show AutoCorrect Options buttons

Correct TWa INitial CApitals

Capitalize first letter of zentences
Capitalize first letter of table cells
Capitalize names of days

Correct acddental usage of cAPS LOCK key

Exceptions...

Replace text as you type
Replace: With: (@) Plain text Formatted text

Automatically use suggestions from the spelling checker

o) (o= )|
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For this example we will opt to replace msg with message. This will enable to use this abbreviation when
composing a message, and allow Outlook to fill in the entire word for us.

r T
AutoCorrect: English (US) 0 [ 9 [t

| AutoFormat | Actions

AutoCorrect | Math AutoCorrect I AutoFormat As You Type

[¥] Show AutoCorrect Options buttons

[¥] Correct Two INitial CApitals
[V] capitalize first letter of sentences

[¥] Capitalize first letter of table cells

[¥] Capitalize names of days

[¥] Correct accidental usage of cAPS LOCK key

E Replace text as you type
Replace: with: (@ Plain text Formatted text

|msg ‘message

maintenence | maintenance

makeing | making

| managment | management oF |
mantain | maintain =
marraige | marriage 1
may of been | may have been x

[¥] Automatically use sugaestions from the spelling checker

| OK JI Cance| ‘

Once you have filled in the criteria click the Add button. Your Autocorrect entry is now saved.

Adding Fields to a View
Follow these steps to add additional columns in your View Pane.

Go to View > View Settings

| L Home Send / Receive Folder View

(ic | ﬁ. Show as Conversations l—"'?J Oy
© S © O e

Change Wiew | Reset Conversation Settings ?’ Fl
View = |Settings . View ;

Current View Caonversations
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Click Columns

Conditional Formatting... | User defined fonts on each message

i - - T R R —— . |
Advanced View Settings: Compact m

Description

[ Columns. ., ] Importance, Reminder, Icon, Flag Status, Attachment, Fro...

’ Group By... ] MNone

l Sort... l Received (descending)
| |

( Filter .. | off I
|

I Other Settings.., I Fonts and other Table View settings I
|

Format Columns... Specify the display formats for each field

I Reset Current View I ’ oK Jl Cancel I

You are now able to select the addition Fields to be displayed in the default view. You are also able to
remove unwanted fields from your view from within this screen

Choose the field (s) you wish to add and click the Add button

i = T—
Show Columns - ; - g m

Maximum number of lines in compact mode: | 2 IE'

Select available columns from:

.Frequenﬁy-used fields E

Avallable columns: Show these columns in this order:

Aub: Forwarded ' d = | Importance -

Contacts e — | Reminder

Conversation e F'. | Tcon

Created EIIRNE | Attachment

Do Mot AutoArchive | From

Due Date :Bc

= Column ;

Flag Completed Date | Subject

Follow Up Flag Received

IMAP Status |4 | Size

Message | Categories

Criginator Delivery Requeste |Flag Status

Read

Received Representing Mam

|Recipient hiame 2 . >

Properties | Delete | [ Maowve Up ] | Mowve Down |

LN [ 0K ] I Cancel I i

In this example the CC field has been added to the default view.
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You will now see the CC column in your Navigation Pane:

e —
el —— Inber.- Besulb.edy - ook
m Mome  send/feceme Tolder | View | AdoDENQE
f{j '{'é ”'} 71 Show as Conwersations (L Date Ne gram W1 & cargganies 1 Reverse Sert 3 J = fl | = Q‘ ';i—]-_
b = e = o} e AT oM 1 [ o
Change View  Heset \ Civerat s ¥ fuag star Date a: e Date [ ize [ — Mawigation Reading Ta-Do | People- | Reminders Upeninf
|| iew = Settings View T #=EandiCollipse = | pares  Panes Bare | Paner’ | Window  Windo
| Calrrenit Viei Corirerzations Arengement Lajout Feople Farie window
LR
# Favores L T
E SEanch boy (=13 2|
[ tnbove 13y - — e
3 Sent homs € Subject Reseimed Sice | Calegories
A Cirm 4 Edi Hands Seeting =
(& Debebest ltems 5 Rl it it
Keed BG Ahraham tefup with ability to join romputess tathe... Fi916/2001 9. 34 B
EL T R _'J bt s Ay 3
izl | i3 seanHemanger Kerri Sarensar; Oryon Jackson  RE: Lotus Rotebootk to Dutiook Joumst FA9GEIL S 17 K
L) o 31 =] CHANGL ACTIVITY: WD Maintenance (T5-CM-2011-01515) PRS00 .. TLES
LA Drans 1] |
L= Sent Mems 4 Dabes Vesterday
5] Deleted liems 3 5 PaulGettier Pl Getties Chardt Perking Nla... Conference Ronm Calendar - Chent's Catenas ThisHISA0LE . 16 AB
[ Junk E-Mail ] & Ms-Confersnce Roam-FRIE0E Aceepted: Test for enends issue - da nat open. TRuAI570NL . 908
[Q Cutlbrox ¥ OS-tonterence Room-gHLsiy Accepted: Test number 2 - testing Chenis Respanse Thu9AS/2001 . 1358
L Rss Feeds 14 @ Robert Oyania Lotus Notes 10 Thu $/15/208T 16 KD
L0 Semch Folders £ manel Banuelos RL Duphicate AD user sceount ThuSAS/ZLL 16 Xy
(3 Trash 4 Shenanduah Bennets BE: Dupiicsle AD user stcawnt Thu 57001 . 17 K
b [s-eaining ReGm-BHLEID ~4  lucTan SCCM client linked Lo several OUs Thu 91572018 . 14 K8
L4 babel Banuelos Cuplicate AD uses account Thu 8152011 . 10KE
[ Tuabiel Banuslss Duplicale S5 wsss atcount This 7153041 — 10 K8
=

Prnsprotar fete RE Testing jaierinling This WI52001 — L} KB

Creating a Custom View
A view is a way of displaying different columns within your Navigation Pane. To create a custom view go
to View Ribbon > Change View > Manage Views.

iy  T——
@I =1

| s
Wiew i

Home Send / Receive Folder

|E| Show as Conversations E@ g&t

S

Preview

Manage Views...

Save Current View Manage Views

AppdyElment Vi Create, modify and apply views to
{ this folder,
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Click the New button from within the Manage All Views dialogue box.

—
Manage All Views @

r

Views for folder "Inbox™
View Name Can Be Used On View Type | = [ NEW. s I
<Current view settings > All Mail and Post folders Table
Compact All Mail and Post folders Table Copy...
Single All Mail and Post folders Tahle
Preview All Mail and Post folders Table Modify...
Remamei..
Resat L
i -
Description [
Fields: Importance, Reminder, Icon, Flag Status, Attachment, From, Sub ||
i
Group By: MNone
I Sort: Received {descending)
Filter: Off

[ Only show views created for this folder

OK Apply View Close

Name the View an appropriate name and choose the Type of View. For our example we will use a Table
View type.

-
Create a New View M
- .

Mame of new view:
Mew view

.

Type of view:
Table

Timeline

Card

Business Card
Day/Week/Maonth
Tean

Can be used on

() This folder, visible to everyone
(73 This folder, visible anly to me
@ Al Mail and Post folders

[ ok || cancl

—

Clock the OK button
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From the Advanced View Settings choose Columns.

I

Description

Columns. .,

Group By. .. Mone

Sort... Received (descending)

—_———

Other Settings... Fonts and other Table View settings

Conditional Formatting. . User defined fonts on each message

Format Columns. .. Specify the display formats for each field

J
]
]
Filter... | off
]
3
]

Importance, Reminder, Icon, Flag Status, Attachment, Fro...

& . Reset Corrent View - )4 ][ Cancel
e

——

L

Select the Fields by highlighting them and clicking Add ->

Sh_ow Q:-lumr_'ls m

Maximum number of lines in compact mode: {2 |z|

Select available columns from:

'Frequently -used fields E‘.

Available columns: Show these columns in this order:
Due Date - Add - | Importance a
Flag Completed Date = | Reminder
Follow Up Flag |Tcon
IMAP Status | EEMOVE | |Flag Status
Message | Attachment
Originator Delivery Request: | From
: R Mew Column... | Subject

3 { Received
RSS5 Feed = | Size
Sensitivity | Categories
sent { Conversation
Start Date Read -
Task Subject —1 e
To = , =
Properties | | Delete | [ Mowve Up ] [ Mowve Down I

E OK ][Cancel]!

Once you have chosen all Fields you wish to add click OK.
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Your View will now be available from the Change View menu.

File_ L Home Send / Receive Folder Wie

@ L % b [ show as Conversations
Change| View  Feset .
|Settir1g5

L

View = View

S = |4

Compact Single Preview My View

Manage Views... r
M
Save Current Yiew As a New View.., =

Apply Current View to Other Mail Folders... |

Creating and Using Custom Contact Groups

Contact Groups can be used to send Email to multiple reciepients, schedule meetings quickly with the
same groups of people, and for other similar tasks.

To create a Custom Group go to Home > New Items > More Items > Contact Group

[

| Hew
{Items *

E-mail Maicage
Appoirtmznt
Meeting
Contact

Task

PEEEBD

Test Message [SMS)
E-mail Message Using *
Muore Fems Pat in This Folder
Contact Group
Task Reguest
Journal Entry
Note

Intarnet Fax
Choose Form...

Choose InfoPath Form...

LU uE 8¢

Qutlook Data File...
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Name the Contact Group, then select Add members

= Untitld - [N
Trisert o 0
ﬁ - S Categorize =
el ¥ Follows Up - Y I
Savedn Delete Forard | Members hotes Add Email Mesting | Zoem
Close Group Group - Members © L) Private |
actinnt | Show hembirs | Communiate.- | Tagy Zoom
tiams | rest cartart Groug| |
Ol Hame = - Emaif -
Thare are no ilems ta shaw i this new. |

From Address Book

éﬁ! From Cutlook Contacts
;ﬁ! From Address Book
ag. Mew E-mail Contact

Select the people you wish to add to the group from the Global Address List.

i — = — = — = —— — k]
select Members Global e U0 - ——— ==
Search: @ Nameonly () Morecolumns  Address Book
|prosp I Go | Global Address List - Paul.Gettier@csulb.edu v Advanced Find
| Mame Title Business Phone Location |
:
£ psoutreach (582) 985-8239
£ Purchasing
& Qifuli Lecturer Temp-Academic Year
& Quan Ding Metwork Operations Analyst 57811 BH-130K
& Quest CMM FB Service Account
& Quest NME Service Account
£ig QuesthNME
5 QuickPlaceAdmini U...
£ig Rabia Khan
& Rachel Bindman Lecturer Temp-Academic Year
£ Rachel Fuentes (562) 985-2074 =
£ Rachel Maciel b
£ Rachel Mahgerefteh (562) 985-5298
g Rachel New (562) 985-8217
£ Rachel Tam -
LT P T | ey frest o nne aran
< L, | b

Ke i Sorenson; Prospector Pete

Click Members to add each person, Click OK when finished adding members.
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Your members will now appear within the group.

In order to use the group start a new Email Message, click the To button. From within the Address Book
drop down Menu select Contacts. Your Contacts Group (s) will appear.

i TR
Select Names: Contacts m

Search: @ Mameonly () More columns  Address Book

| Bo | Contacts - Paul.Gettier @csulb.edu E:J Advanced Find

Paul.Gettier @csulb, edu
| Mame BEecl  Contacts

i Cepacti R
Contocts obie) :

Global Address List

All Address Lists
All Contacts
All Groups
Al Rooms
All Users
CDC Department
Public Folders

4 | i b
To =
Cc->
Beo = |
o ]

When sending an Email message to all contacts your group will now appear and will contain all members
of that group to be a recipient of an appropriately addressed email message.

rg,_:]l HY G« 75 Mcﬂs-ag,'t'toWCpnﬁactGroup?Mssag'elﬂﬂML] lﬂ“:*| E g .

1-' % '.'|_ Message | Insert Options Format Text Review Adobe PDF & 9

,j' & [l Attach File w {_{

= ¢

[== 4 cCalibri (Body) 11 v A
i
:

: e @ attach item -
Paste MNames —— Tags | Zoom
v - [ signature ~ -
Clipboard = Basic Text u Include Zoom
To.. | | E Test Contact Group
—
i L 7

Subject: | Message to My Contact Group

|
;Send - | |
|
|

L
| | This is a message that will go to all member of my group. |
fl |
i
[l
i
||
~
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Advanced Topics

Adding RSS Feeds
To add an RSS Feed to Outlook go to File > Account Settings > Account Settings

m Home Send / Receive Folder Wiew Adobe PDF
E Save As

4y Save as Adobe PDF

Account Information

v« Paul.Gettier@csulb.edu

. 7
= | m Microzoft Exchange
Info g o Add Account
Open
L Account Settings
Print L&}L | Modify settings for this aco
W additional connections.
Acc_oum Access this account on
Help Settings = .
= https://mail.csulb.edu
| options 'ﬁu Account Settings...
o Add and remove accounts or change
Exit existing conneaction settings.

Delegate Access
3% Give others permission to receive
items and respond on your behalf,
.\:LJ Add or Remove Retention Polides

Apply policies to items and folders
as specified by your company policy.

Download Address Book...
Download a copy of the Global
Address Book.

Manage Mobile Notifications

Setup SMS and Mabile
Motifications.

Choose the RSS Feeds Tab. Click the New button.

- —
Account Settings M

RSS Feeds
You can add or remove an RS5 Feed. You can select an RS5 Feed and change its settings,

| E-mail | Data Files | RSS Feeds | sharePoint Lists | Internet Calendars | Published Calendars | Address Books

! }_j New... @lF Changs... 3¢ Remove
|

i I Feed Name | Last Updated On |
| |
{ |
| |

Selected RS5 Feed delivers new items to the following location:
|| [ chenge Folder
|
Il Subscribed R55 Feeds are checked once during each download interval. This prevents your RS5 Feed from possibly

being suspended by an R55 publisher,
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Enter the URL for the RSS feed.

i == 5
New RSS Feed —

Enter the location of the RS5 Feed you want to add to Qutook:

Example: http: /fwww. example.comffeed /main. xml

Add Cancel

L%

Type or paste the URL of the RSS feed. Click the Add button.

For this example we will subscribe to the Google News Nation RSS feed. The RSS feeds URL is
http://news.google.com/news?ned=us&topic=n&output=rss

' =T
RSS Feed Options . e

!:-.”.'I-.I \| Use the choices below to configure aptions for this RSS Feed,

General
Feed Mame: Nation - Google News
Channel Mame: Mation - Google Mews
Location: http: ffnews. google. comfnews?ned =us&topic=n&output=ras
Description:
Delivery Location

Items from this R55 Feed will be delivered to the following location:

Change Folder | Paul.Gettier@csulb.edu\RSS Feeds\Nation - Google News |
{Cilsersh, . \Outook\Paul, Gettier @csulb. edu - Paul.ost)

Downloads
[] automatically download endosures for this RSS Feed
[ Download the full artice as an .himl attachment
Update Limit -

i [¥] Use the publisher update recommendation. Send/Receive groups do not update more frequently
than the recommended limit to prevent your RS5 Feed from being suspended by the content

provider,

Current provider limit: 1 hour

l oK ] l Cancel

For this example the default settings will function properly. Some feeds may require addition

adjustments.

Click OK, your RSS feed is now ready to use within Outlook.
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Viewing RSS Feeds
In order to view your RSS feed subscriptions within Outlook go to your Folder List and choose RSS Feeds

4 Paul.Gettier@csulb.edu
& 5] inbox
7| Drafis 5]
[ sent Items
i+ {a] Deleted iems (4}

ﬁ Calendar

[85] Cantacts

ﬁ Journal

L@ Junk E-Mail [1]

la | Maotes

(3 Outbox
4 ([ RsS Feeds

[ Nation - Gooale News (3]

fj:l Search Folders

|85 Suggested Contacts
> 3 SyncIssues (1)

@ Tasks

3 Trash

Select the RSS feed you wish to view.

AEgA A

femmua Lo Lz sy
e Beinioa Hotinu o L
et Ssta

B o Sk

sdiann aries s

R Ve | o ST T

The Google News feed will now be accessible via Outlook.
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Mailbox Settings and Options

Delegating Access (Allow another user access to your mailbox)

Choose: File > Account Settings > Delegate Access

— -
|g| _'1 L - - " " - Inbox - Paul.Gettier@csulb.edu
m Home Send / Receive Falder View Adobe PDF

Save As

Account Information

. Paul.Gettier@csulb.edu

r;'_,-. Save as Adobe PDF

Y cove At L 2
o Microsoft Exchange
qq_]hfc Tg &h Add Account
Open
= ;L| | Account Settings

T : ! : :
Print | -L Muodify settings for this account, and configure

qu\g'} additional connections, ey

Acgnunt Access this account on the web. J

Help Settings - L

hitps://mail.csulb.edu/owal

= o o \
|1 options e | Account Settings... .
i@}_‘.‘, Add and remove accounts or change | |

Exit existing connection settings,

Delegate Access
Give others permission to receive

items and respond on your behalf. |°f Office)

Click Add (to remove a delegate, simply click on the delegates name and press Remove)

r[l_ielegates 4 __i M )

Delegates can send items on your behalf, induding creating and responding
to meeting requests. If you want to grant folder permissions without giving
send-on-behalf-of permissions, dose this dizlog box, right-dlick the folder,
dick Change Sharing Permissions, and then change the options on the
Permissions tab.

Add...

Remaove

Permissions...

| Propertes. .,

Diliver meeting requests: addressed bo me and responses ko meeting
requests where T.am the organizer to;

(@) My delegates only, but send a copy of meeting requests and responses
[ to me {recommended)

My delegates only

My delegates and me
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Chose the person you wish to grant permission to from the GAL (Global Address List)

i ™
Add Users g — ﬂ

Search: @ MNameonly () More columns  Address Book

|pra G0 | Global Address List - PaLlI.Getﬁer@chE.eau +  Advanced Find
| Mame Title Business Phone Location
§l Property -
¢ Prospector Pefe
iy psoutreach (562) 985-3239
| | fi Purchasing
M | & QuanDing MNetwork Operations Analyst 57811 BH-180K

& Quest CMN FB Service Account

& Quest NME Service Account

fly QuesthME

., QuickPlaceAdministratorssu...

fly Rabia kKhan

|| | & Rachel Bindman Faculty Summer Session-CED
§iy Rachel Fuentes {562) 985-2074 )
§lp Rachel Maciel L
flp Rachel Mahgerefteh (562) 985-5298
fip Rachel New {562) 985-3217
|| | fia Rachel Tam

A noons a Frest o mee A

4 | m &

EPro;xctor Pete
I ————

Click Add and OK.

In the Delegate Permissions window, specify the access you would like to grant the delegate(s)
Here you can specify access to all of your Mail Folders. If you wish for the user to only have access to
certain things specify this here.

P = == =y
Delegate Permissions: Prospector Pete M

Thig delegate has the following permissions

Calendar IEditor (can read, create, and modify items) V]

[V Delegate receives copies of meeting-related messages sent to me

;f] Tasks  [Editor (can read, create, and modify items) v |
| B Inbox  [Mene -]
| &= contacts [niane v

S.J Motes  [Neme v
| E Jourral  [Nene -]

[T Automatically send a message to delegate summarizing these permissions
i:l Delegate can see my private items

o Com ]

E —

Notice you can opt to send a notification to the user you are delegating permissions to, and you can also
grant access to your private items.

Click OK to save changes and close the Delegate Permissions window
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Managing Accounts
To manage your Account Settings in Outlook go to File > Account Settings > Account Settings

m Home Send / Receive Folder View Adobe PDF

Save As .
Account Information

iy Save as Adobe PDF

x y Paul.Gettier@csulb.edu
%" Microsoft Exchange

o Add Account
Open
—_— Account Settings
Print |§H Meodify settings for this acoi
At additional connections.
Acc_ount Access this account on
Help Settings X
_— hitps://mail.csulb.edu
[ options "'-[Ll Account Settings...
Hab Add and remove accounts or change
Exit existing connection settings.

Delegate Access
33 Give others permission to receive

items and respond on your behalf.

(L Add or Remove Retention Policies
# Apply policies to items and folders
as specified by your company policy.
Download Address Book...

Download a copy of the Global
Address Book,

Manage Mobile Notifications

Setup SMS and Mabile
Motifications.

You are presented with the Account Settings dialogue box. Here you can change a variety of settings
pertaining to your MS Exchange account.

[ Account Settings o A A . =

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail |Dam Files | R55 Feeds | SharePoint Lists I Internet Calendars | Published Calendars I Address Books.

g New... P2 Repair.. P Change... €% SetasDefadl K Remove # &

N | | Name Type i

@ Paul, Gettier @csulb. edu Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

Paul.Gettier@csulb.edu\Inbox
in data file C:\Users010459304\,. .. \Outlook \Paul, Gettier @csulb. edu - Paul.ost

o= |
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Opening another Users Mailbox when Outlook Starts
To open another users Mailbox each time Outlook starts. From within the Account Settings dialog box

select Email > New

-
Add New Account

Choose Service

Connect to an e-mail account provided by your Internet service provider (ISF) or
your organization,

) Text Messaging (SMS)
Connect to a mobile messaging service.
") Other
Connect to & server type shown below,
Fax Mail Transpart

Select the Next button.

Fill in the users name and information for the additional Mailbox you require access to.

-
Add New Account

Auto Account Setup
i Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account
‘Your Name: |Prospector Pete
Example: Ellen Adams
E-mal Address:  |Prospector pete @csub.edu
Example: ellen@contoso.com
Mot [prr———

Retype Password: |*s=s*s===
Type the password your Internet service provider has given you,

7| Text Messaging (SMS)

(") Manually configure server settings or additional server types

<Back || Next> | [ cancel

Click the Next button
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Provided all information is correct you will see the Congratulations screen indicating the Mailbox is now
setup for additional use within your Outlook.

- — —
Add New Account L - L .- M
Congratulations!
|
Configuring
Configuring e-mail server settings. This might take several minutes:

«  Establish network connection

£ h for Py ch te@csulb.edu server settings

«  Logon toserver

‘Your e-mail account is successfully configured.
N
: 7] Manually configure server settings Add another account. ..
<Back || Fmsh | [ concal |

Close Outlook and re-open, you should now see the other users Mailbox directly under your own.

44444444
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