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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.

DEAE — - Calendar - Paul.Gettier@csulb.edu -
File Home Send / Receive Folder View Adobe PDF
Ry
=L IR = EEL E= =
Mew Mew Mew Today Mext7 Day | Work Week Month Schedule Open Calendar E-mail Share
Appointment Meeting Items = Days Week - View Calendar =|Groups = | Calendar Calendar
Mew GoTo ] Arrange F] Ea From Address Book... LSk
4 September 2011 3 3 fﬁ From Room List...
4 »
SuMo TuWe Th Fr Sa September 14, 2011 # FromIntemet..
1 2 3 —
4 5 & 7 8B 910 14 Create Mew Blank Calendar...
1 12 1315 16 17 m Open Shared Calendar...
12 140 WM M 77 72 M

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.

F B
Create New Folder M

Name:

Test Calendar

Folder contains:

Calendar Items -

Select where to place the folder:
a % Paul.Gettier@csulb.edu -
2 [ Inbox
7 Drafts [1]
[I= sent Items
s @ Deleted Items
5 Calendar [
|85 Contacts
(Eui Journal
'@ Junk E-Mail [1]

| Metae

m

o) (o 1ﬂ




Notice that the new Calendar appears in your calendar Navigation Pane.

DERAE -

File. Home Send / Receive

~ N Q
=X 2 Ny 4
Open Delete Forward OneMote Im

~ Atter
Actions Atter

£

4 September 2011 »
SuMo TuWe Th Fr 5a
1 2 3
4 5 6 7 8 910
11 12 13[14]15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

l My Calendars
Calendar
D Calendar
Test Calendar

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.

Teut Calands - Baud Gettier@cnb.echy « Microuolt Cutlook -

Il |
| e onen o _
) | Test Appointment - On test Calemsar

5% |

|
|
|
|
5% |
7% ] |

g% |

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.

a0 September 14, 2011 Search Test Calendar (Ctrl<E)

# Calendar x % Test Calendar x

14 Wednesday

.|
12pm

100

Test Appointment - On Mailbox Calendar

20(]

Test Appointment - On test 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.

o]l | Calendar - Paul.Gettier@csulb.edu - Microsoft Outlook =]
File Home Send / Receive Folder View Adobe PDF
Print
& Save as Adobe PDF =
HQ]J Specify how you want the item to be printed and
z then click Print.
it
£ sove Cn September 14, 2011
i dve Calendar 1
printer Heanesar dafddit
Info mxrwm
@ _/ ITs-TrainingReem on ns-printsrv-01 = aan
Gpen 2, Ready
Vied 9/18/2011
Print EBPrint Options 7= .
Settings o
Help [
N Daily Style
] Options 5=
Exit
B e Weekdy Agenda Style
102
Weekly Calendar Style
11
Monthly Style
12%m
M vetora suye
i®
E Calendar Details Style Test Appointment - On Mailbox Calendar Nais
VE]
EE]
ey
500
6m

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

T &97e
[T Home

Send / Receive Folder View

e R B

Zone

Adobe PDF

Calendar - Paul.

GO EAEEmEb a
— 80 Minutes - Least Space for Details
Change View  Reset Day | Work Week Month Schedule
WView ~ Settings View Week 7 View 30 Minutes
Current View Arrangement 15 Minutes
{4 September2011  p 10 Minutes
4 b
SuMo TuWe Th Fr Sa Septemb § Minutes
28 29 30 31 1 2 3
4 5 6 7 8 910 14 5 Minutes - Most Space for Details
11 12 13[14|15 16 17 Change Time Zone...
18 19 20 21 22 23 M

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.

Qutlook Opticns

Uispiay opions

Mail \fﬁo Qefault calendar color: @
[ Use this color on all calendars
Oate Mavigator font:

Contacts

General

[ Font... l |8 pt. Segoe UL

Tasks [§] show Click to Add prompts in calendar
[] Show week numbers in the month view and in the Date Navigator
Motes and Journal
| [}] When in Schedule View, show free appaintments
e

Search | Automatically switch from vertical layout to schedule view when the
. number of displayed calendars is greater than ar equal to:
[ WMabile ] Automatically switch from schedule view to vertical layout when the
number of displayed calendars is fewer than or equal to:
Language
b | Advanced Time zone]

Customize Ribbon bel: ‘

i ®

Quick Access Toolbar

[=]

4
Time zone: ‘ (UTC-08:00) Pacific Time (US & Canadal
/

calendar folders
calendar folder(s)

Add-Ins Show a second time zone

Label: |T|meZonefurTra|mng |

L TFL L T (UTC -05:00) Eastern Time (US & Canada) j
Swap Time Zones

Scheduling assistant

Trust Center

Show calendar details in ScreenTip
Show calendar details in the scheduling grid

[ Resource scheduling

=l Aresource that you manage, such as a conference room, can automatically accept
or dedline meeting requests. You must grant users permission to view and edit the
calendar of the resource.

i

Resource 3cheduling...

m

-

T Coman |
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Now the additional Time Zone will be displayed when viewing the Calendar

e — —
= Calendar - Paul.Gettier@csulb.edu - Microsoft Outlook
— - -

Home Send / Receive Folder | View | Adobe PDF

%% 53 Time scale - : ‘j 42_1

© G v [E
< *4@' — & overla
Change View Reset | Day | Work Week Month Schedule . Color | DailyTask Navigation Reading To-Do | People | Reminders OpeninNew Close

=

Collaborating with Other Users

Opening another Users Mail Folder

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

MaE9= « @ W L B Int
Home Send / Receive Folder View Adobe PDF
Save As

Open Calendar
4y Save as Adobe FDF

—

[ Open a calendar file in Qutlook (ics, wves).
e Attachments l'—i @
iy

Open Outlook Data File

{ Open an Outlook data file (pst).
Open /| ﬁ

Import
Help i Import files, settings, and RSS Feeds inte Outlook.

|z oOptions
E e ~ Other User's Folder

\/_J Open a folder shared by another user.

You will be presented with the following dialogue:

11

| View ™ Settings View Week - View [ Werking Hours - List~ Pane~ Pane~ Bar~ Pane ™ Window  Window  All ltems
Current View Arrangement | Color Layout People Pane Window
4 septemoerzoil  p ¢
SuMo TuWe Th Fr Sa 4 » September 14, 2011
28 29 30 3 12 3
CrE T o0 oW 14 Wednesday
11 12 13[14]15 16 17
1819 20 21 22 33 24 Time Zon.
252 27 28 2930 1 11@m  gam
pm 00
4[] My Calendars 12 9
Calendar
[ catendar - 175 1% 10%
[T Test Calendar
2 1 |
3% 12pm
40| q00
Test Appointment - On Mailbox Calendar
500 500
00| 300
700 400
00| s5oo
goo| oo
1000| 700
£~ Mail
. Show tasks on: Due Date Start Date Due Date Reminder Time



Open Other User's Folder lﬂ
its-training room

Folder type: [Inbcx v]

[ OK, ll Cancel ]

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.

4 Paul.Gettier@csulb.edu
> ] Inbox l
7 prafts[1]
(=4 sent Items
& Deleted Items (1)

78 calendar

85 Contacts

&8 sournal

[ig Junk E-Mail
lo ] Notes

[[3) Outbox

[ RsS Feeds

L8 Search Folders
85 Suggested Contadts
> (3 Synclssues
| Tasks

) test

[ Trash

4 TTS-Training Room-BH180D
[3) mbox

[ orafts
[ Sent Items
3 Deleted Items (1)

[ Autoreminder
g calendar

» 83 Contacts

> L Folders

&) sournal

[[@ Junk E-Mail
Eq) Notes

(3] Outbox

(5 Tasks
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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.

|E-|| "._E T |= ® - . . Calendar - Paul.Ge

File Haome 5end / Receive Folder View Adobe PDF
|E I % Copy Calendar “a Iﬁ @

1 Move Calendar

MNew Rename ~ Share COpen Calendar @ Calendar
Calendar | Calendar i Delete Calendar | calendar Calendar~ | Permissions |Properties
MNew Actions Share Properties
4 September 2011 3 < Folder Properties
4 b
LA IR T T S September 13 View the properties for this folder.
1 2 3
4 5 &6 7 8B 910 13
11 12[13]14 15 16 17
15 19 20 21 22 23 24
25 26 27 28 29 30 gam
QCICI
J|i| My Calendars
Calendar

The Calendar Properties will appear, select the Permissions tab.

i
cuencier properties =

| General | Home Page [ AuteArchive | Permissions | Synchrenization |

MName Permission Level

Default Free/Busy time

Prospector Pete Editor

Stevela Custom

< i | "

Permissions
Permission Level: |Free/Busy time -]
Read Write
() Mone [] create items
@ Free/Busy time [ create subfolders
=, Free/Busy time, subject, [ Edit own
— location [ Edit all
() Full Details
Delete items Other
@) Mone [ Folder awner
) own Folder contact
@ all [] Folder wvisible

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.

13



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

r T — hl
LTSS — — — e

Search: @ Name only () More columns  Address Book

pro Go Global Address List - Paul.Gettier @csulb.edu Advanced Find

| MName Title Business Phone Location |
i Property -
£ psoutreach (562) 985-3239

& Purchasing

& Qifuli Lecturer Temp-Academic Year

& Quan Ding Metwork Operations Analyst 57811 BH-130K

& Quest CMN FB Service Account

& Quest NME Service Account

f QuesthME

&, QuickPlaceAdministratorsSu...

i Rabia Khan

& Rachel Bindman Faculty Summer Session-CED

fip Rachel Fuentes (562) 985-2074

i Rachel Maciel

fip Rachel Mahgerefteh (562) 985-5298

i Rachel New (562) 985-8217

IR T .

4 T 3

™|

Add -= Prospector Pete

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

r —— ™
Contacts Properties u

| General I Home Page ‘
Outlook Address Book Permissions Synchronization
Mame Permission Level
Default Nong
Prospector Pete None
[ Add... ] [ Remaoyve ] [ Properties. .. ]
Permissions
Permission Level: iNnne V]
Read Owner
Publishing Editor
(@) None Editor
() Full Details | Publishing Author
- Author
Monediting Author
Reviewer
Cantributor
Delete jtems Mone
@) Mone [7] Folder owner
(@ Own [T Folder contact
[SF.1] Folder visible
o) (o ) ooy )

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.

14



r B
Contacts Properties ﬂ

General Home Page
Outlook Address Book Permissions Synchronization
MName Permission Level
Default MNone
Prospector Pete Publishing Editor
Add... ] [ Remoye ] [ Properties. ..

Permissions

Permigsion Level: |P

Read Write

() None Create items

@ Full Details Create subfolders

Edit own
Edit all

Delete items Other

) None [ Folder owner

71 Own [~ Folder contact

@ Al Folder visible

[ ok [ cancel |[ apply |

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

=

COpen
Calendar ~

| ?_i From Address Book...
fﬁ From Boom List...
Ea From Internet...

Create Mew Blank Calendar...

' m Dpen Shared Calendar...

Define the person or name of the Calendar you wish to open.

15



-
Open a Shared Calendar M
itz- training room|

[ Ok ][ Cancel ]

p—

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

16



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.

Create New Calendar Group

Create a new calendar group in the
Mavigation Pane,

Save as New Calendar Group
Saves the currently displayed calendars as a
new calendar group in the Mavigation Pane,

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

Select Name: Giobal Address List (UM =5

Search: @ Nameonly () More columns  Address Book

prospec Go Global Address List - Paul. Gettier@csulb.edu  + Advanced Find

| Name Title Business Phong Location ‘
% Prospector Pete -
€ psoutreach (562) 985-8239

& Purchasing
g Qifuli Lecturer Temp-Academic Year
& Quan Ding Network Operations Analyst 57811 BH-180K

& Quest CMN FEB Service Account
& Quest NME Service Account
£ QuestNME
&, QuickPlaceAdministratorsSu...
€ Rabia Khan
h & Rachel Bindman Faculty Summer Session-CED
£ Rachel Fuentes (562) 985-2074
£ Rachel Maciel
€ Rachel Mahgerefteh (562) 985-5298
90 Rachel New (562) 935-8217
£ Rachel Tam

frrml e aean

11 | 2

IT5-Training Room-BH 180D ; Prospector Pete

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.

4 September2011  p ¢

S5uMo TuWe Th Fr Sa
12 3
4 5 6 7 & 910

11 12 13[18]15 16 17
18 19 20 21 22 B 24
25 26 27 28 29 30

a My Calendars
Calendar
Calendar
4 Training Calendar Group
ITS-Training Room-BH180D
Prospector Pete
[] shared Calendars

17



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.

Test Appointment - On Mailbox Calendar - Appointment

Hlcavf

File. Appointment Insert Format Text Review
I i x (3] calendar ﬁ 8% = -~ @ WL & private
o E= Show As: | [l Busy M
= = b o ¥ HighImportance

a Forward ~
Save & Delete Appointment| 5cheduling Invite & Reminder: Mone - Recurrence  Time Categorize
LE OneMote Assistant | Attendees Zones -

Close
Actions Show Attendees Options

B LowImportance

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.

oll - Message (HTML)

S LS A

File Message Insert Options Format Text Review Adobe PDF
j B colors -+ [ B B ] = &
i 81 T - i i — "
#1 =y i= _e [ request a Delivery Recaipt = i &

Fonts =
Themes Page Bece  From | Permission | |Use Voting|[7] Request a Read Receipt Save Sent  Delay Direct
- [O]effects - coior - Item To = Delivery Replies To
Themes Show Fields Permission Approve:Reject [F] More Options [F]

Yes:Mo

To... |Pro§@ctor Pete;
= Yes;Mo;Maybe
- Cc... | Yes;No
send Custom...

Subject: |Oﬁ=ice Poll Approve or reject this request.

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.

18



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

.
g D T Tk

Format Text Review

B EBHBEP2d« Q 2 £

Attach Outlook Business Signature | Table Picture Clip Shapes SmartArt Chart Screenshot | Hyperlink Bookmark Tey

File Item Card = ~ = Art = Ba:
Include Tables Tlustrations Links
Subject: |
Start date: |Nane - | status: | Mot Started
Due date: | None - | Priority: ~7 % Complete: :

|:| Reminder: Mone - Mone 7 af 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.

— =
R =y
@Go' 4 b Libearies » Documents » = [ 43 || Search Documents »
Crganize = New falder =E- 0O 9
0] Micrszst Outioet —  Documents library s b ol =
| Templates Inchudes: 2 lecations i S
Name
W Favordes
ko . Cutlonk Fies
& Downloads Test Flel oKB
T | | Test File 2 0K
- Bl [ Testhaes ki
S Libeanes
+ Documnents
o Music
i Pictures
H videos
™ Computer
File pame: Test File 1 - [anres o )
= =

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.

19



rInsert]bem ﬂ‘
Look in:
4 1 Paul.Gettier@csulb.edu - OK
I G Inbox ]
3 bt 1 £
[ sentTtems | Insertas
- (& Deleted tems () Text only
i% Calendar @ Attachment
85 Contacts
S8 anenal S
Items:
!lDl@lme |Subject Received Categories =
L
4  Date: Today
= Shen.me Email/FIM/AD Meeting Motes... Thu 9/15/20...
4 Shen. get... Thu 9/15/20...
[~ Paul.. Thu 9/15/20...
4 Date: Yesterday i

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.

TIECEPrSS e [ g
TR o8
i q Al b | u & Brmate 0
H x 58 °N°J ‘f] e ‘/ - — Y 1 wonimponance]

Mark  dsign SenaStatus | Recurence Zoam

Save & Delete Forwaed Onediate | Task |Detais Categorze Follow
Ciose -

Complete Tas Up= & Lowlmportamie

© Due tomomow.

Subject Task For Pete

| St date: Fil S0 - staluv | Mot Stanted

|| Due date: Fil H16:2011 - | briceity | High % Complete: |0%
Reminder | None d Cwner Paud Gettier

Caemplete this task Please_|

In Shased Forder ;g Tk

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.

r o )
DA+ 5 Task for Pete - Task =&
Task | Insert  FormatText  Review @
l;’n x \N_“ :j = iﬂj sgﬂ @] ~ [ ] Y (&) Private [ 5]
wg‘ = < e (=] ¥ High Importance A
Save & Delete OneNote Task | Details Cancel Address Check | Recurrence Categorize Follow ——— | Zoom
Close Assignment | Book MNames - up~ ¥ LowImportance
Actions Show Manage Task Names Recurrence Tags Zoom
© Due tomorrow,
| \
Seng | Subect [ Task or pete | I
i Start date: | Fri 9/16/2011 - | stotus  [Mot started [~ I
Due date: | Fri9/16/2011 | priority: | High - | % Complete: B I
Keep an updated copy of this task on my task list
Send me a status report when this task is complete
iz
Complete this task.....
In Shared Folder: 3 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
* [ Inbox (2)
L% Drafts [2]
=7 Sent Items
» (&) Deleted ems

J:ﬁ Calendar
fi=] Contacts

éﬂ Journal

@ Junk E-Mail [1]

= | Motes

U= Outbox

LE] R55 Feeds

LA Search Folders

&= Suggested Contacts
» L Sync Issues (4]

L:’ii Tasks
[ Trash

21



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

-

=

Microsoft Qutlook

The Journal can automatically track
I . Microsoft Office documents and e-mail
messages assocated with a contact,
but the Activities page in a Contact also
tracks e-mail messages, and it does not
require the Journal,
Do you want to turn the Journal on?

[ Do not show this message again

L oYes |[ N ]

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 Options

S

Journal

E Automatically record these items: For these contacts:
[

[ Email Message

[] Meeting cancellation
|:| Meeting request

|:| Meeting response
[7] Task request

[.m '-,

1

Alzo record files from: Double-dicking a journal entry:

[] Microsoft Excel i@ Opens the journal entry
Microsoft Office Access - :

E Microsaft PowerPoint () Opens the item referred to by

[] Microsoft Word the journal entry

[ Autoarchive Journal Entries... ]

[ Ok J[ Cancel ]

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

Microsoft Excel

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

> [ Inbox (2)

L# Drafts [2]

[ 5ent Items
Deleted Items

E;ﬁ Calendar
8= Contacts

5 lournal

L@ Junk E-Mail [1]

| Motes

= Outbox

L[S} RS5 Feeds

LA Search Folders

S= Suggested Contacts
» [ Sync Issues (4]

Léj Tasks

[ Trash

LY

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

| 3 catendar

(] &l Contacts

| M oumsl

L Jusnic E-haai 1)
T

| Duthax

) R3S Freas

L3 Sesech Fosders
] Suggested Contacts
[ Syne b [t
il Tasks

4 Trash

TS Trining Room-EHIZ00

SRe=l R

Hems: 1

|3 -

sat1i

Sun 1

Meon 19 Tue 20

1 Enitry Type: Microsaft Luced

cusersanoasesonpeskiop Boakt alix

All folders are up 1o date, Updating addiess book.

»

+; Connected o Micrusafl Eschange

] — Joumal - Paul Getsier@csulb,edy - Microsaft Outiock ==
T jome | SendiRecche.  Foder  View  Adobe POF - @
i |
r L] -2 % 14} Address Book
Tousrsl Tuday Day | Week | Month Timeline Entrylist  PhoneCalls  Last 7 Dap |
Entry
o A Eina
4 Paul Gettler@esulbedu h »
= 4 September2l b
L2 nbox 1] SuMo Tuwe Th Fr 5a
Ml Can September 2011 12
i Sent tems x 4 567891
a7 Deleted ttems ed14 Thu s s 11 12 15 14 [15]18 17

181920 1 2 B M
BET BB

Mo upcoming sppointments,

Arange Uy fiag Due Date| = &
4 ¥ today
Accessibiity b
mi 3 ic

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.

File Home Send / Receive Folder View Adobe PDF

3 & R [ | g, Bm

Journal Mew | Delete | Today Day |Week |Month Timeline Entry List  Phone Calls  Last 7 Days | —
Entry Items~ T
Mew Delete Arrangement 7} 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.

=

Journal
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.

r - — - -
(ﬁ| H9 o o % Test Journal Entry - Meeting with Training Studentmurnal Entry Elﬂlg

File Journal Entry Insert Format Text Review & e
H3IX oG & B
— 41| e = -
Save & Forward Delete Start  Pause | Categorize Private | Address Check Zoom
Close Timer Timer < Book MNames
Actions Timer Tags Mames Zoom
Subject: |TestJournaI Entry - Meeting with Training Student |
Entry type: Phane call - | Company: |
------------------ MNote Al :
start time: Phone call i ftes -
. Remaote session
Task — o
Task request lJ i)
Task response ol

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

IEEEIE hd

Send / Receive Faolder

Viey

Adobe PDF

Journal - Paul Gettier@csulb.edu © Microsoft Outlock

iE x 5 EER , B 0 al &
e i b e [} Address Book
Journal  Mew Delete | Today Day |Week |Month Timeline Entry List Phone Calls  Last7 Days |= Forward Move | Categorize
Entry Items~
Hew Delete Arrangement 5] Current View Actions Tags Find
4 Paul.Gettier@csulb.edu ¢ \ >
- : [search Journal ctri-Yy El 4 September20ii )
> (3 mbox SuMo Tuwe Th Fr Sa
Drafts 28 29 30 3
() Drafts 1 September 2011 Z2WI 123
[53 sent ttems hd 456 7 8 910
I {a] Deleted Items cd14 Thu1s Fril6 sat17 sun18 Mon19 Tue 20 11 12 13 14[15]16 17
! . L L L L 18 19 20 21 22 23 4
gﬁ Calendar =] Entry Type: Microsnf\E}((el = 25 26 27 28 29 30 |
|85 Contads 2 3 4 5 6 7 8
A5 soumal (B clusers\010459304\Desktop\Bookl xisx -
L@ Junk E-Mail [1] (=) Entry Type: Phone (alql
\ || Motes ('@ N
Test Journal Entry - Meeting with Training Student
I [ Outbox v 9 g
[ RSS Feeds
Gj TR Mo upcoming appointments.
|85 Suggested Contacts
1> [ Sync Issues (1)
1] Tasks
[ Trash
I [> ITS-Training Room-BH180D
Arrange By: Flag: Due Datel - =
[Type anew task |EI
< ¥ Today
i 4 i
| L‘g m & Lﬁ ha.]@ - 14 I » accessibility ! .

|| Items: 2 |

All folders are up to date. @ Connected to Microsoft Exchange |

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.

Test Jou

(Ad9 o « B

Journal Entry
H QX S G

Insert

Format Text

L

Entry - Meeting with Training Student!uma! Entry

>

e

A"
Save & Forward Delete Start  Pause Categorize Private = Address Check Zaom
Close Timer Timer = Book MNames
Actions Timer Tags Names Zoom
Subject: Test Journal Entry - Meeting with Training Student |
Entry type: Phone call [ - | Company: |
I ------------------ Mate P
Start time: Phone call . tes -
Remote session
Task ~
Task request D i
i Task response i -
|
g
e e SSS————
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Choose the associated person from your Contacts list and click OK.

F B
Select Contacts — - M

Loak in:
4 |4 Paul.Gettier@csulb.edu
> [ Inbox ) |

| »

7 Drafts [1]
[ Sent tems
. & Deleted ems

|..m

1;% Calendar

[85] Contacts

S 1nurnal i
Items:
| [1|w| Filed As lob Title Company -

%i=| Pete, Prospector

[ oK ] [ Cancel ] [ Apply ]

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.

23 Move to: 7 i To Manager

._“l-] Team E-mail g/ Dione

i~ Reply & Delete Z Create New =
Quick Steps P

Manage Quick 5teps

Create, edit, delete, and rearrange
quick steps.

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

i 5
Manage Quick St lilg
9= Q it e, el e —

Quick step: Description:

[..Eﬁ Move to: ? ] % Moveto:?

- | .
=Y To Manager -
Actions: 3 Move to folder

B4 TeamEmai [~ Mark asread

ﬁ/ Done Shortcut key:  Mone

F& Reply &Delete Tooltip: Moves selected e-mail to a folder after

marking the e-mail as read.

Edt | | Duplicate | [ Delete

i MNew +

(23 Move to Folder

3 -
Categorize and Move
ResettoDef & ok | [ cancel

¥ Flag and Move

Eyl New e-mail to:

i) Forward to:

E Mew Meeting with:
# 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.
F ™
First Time Setup W @lﬂj

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

j' Mame: |Email Management

Actions

Mew Message

Ciptions Finish ][ Cancel ]

- — —

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.

2 Email Managem... ove to: 7 kg To Manager
Email M 25 Move to: 7 & ToM
2 Team E-mail g/ Dane L}‘. Reply & Delete

4|

& Create Mew

Quick 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 (3 To Manager
(4 Team E-mail « Done
i Reply & Delete 7 Create New S

Quick Steps

Manage Quick Steps

Create, edit, delete, and rearrange
quick steps.

The Manage Quick Steps window will appear.

r 2 N
Manage Quick Steps l_‘g
ge Q P ad
Quick step: Description:
_jj Email Management $ To Manager
A3 Moveto:? -
["‘-:‘ | Actions: 5 Forward
(=
ks ToManager Shortcut key:  None
__13 Team E-mail Tooltip: Forwards the selected e-mail to your
manager.
& Done
& Reply &Delete
Edt | [ Dupicate | [ Delete
B
L s

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.

f ]
Edit Quick Step o — - o s

Mame:
*| ToManager

Edit the actions the quick step performs.

x
] |

Show Opfions ¥

Add Action

Shorteutkey: |Choase a shartaut [~

I
Tooltp text:  |Forwards the selected e-mail to your manager.

Save Cancel
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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

o] 9 =
w Home Send
Save As

¢y Save as Adobe PDF

Help

2] Options

B4 Exit

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

[ Bl
Outiook Options e 19 o
General q
Customize the Ribban.
Mail
Choose commands from: (7 Customize the Ripbon: ()
Calendar Popular Commands IZ‘ Main Tabs lz‘
Contacts
Task @ Account Settings... Main Tabs
asks [l Address Book... &l [¥] Home (Mail)
Notes and Journal &l Automatic Reples... New
& Close All Ttems Delete
Search Manage Rules & Alerts.., Respond
Meeting Quick Steps
Mobile New Appointment Mave
I 3 RSS
||| tanousqe |85 MNew Contact
34 Mew E-mail Tags
|| Advanced ] NewTask Chinese Conversion
(l 1 Options Find
Customize Ribbon ﬁ Print Send/Receive IMAP/POF)
Uy save ANl Attachments... Home (Calendar Table View]
Quick Access Toolbar Cave As Add >3 Home (Calendar) E
= — Home [Contacts)
] ‘3 Send/Receive All Folders
e 9 Undo 9] Home fask) =
Trust Center @ work Offline Home (Notes) '
I Home (Journals) Il
end / Receive L
alder
[@] View
[] Developer
V| Add-Ins
Adobe PDF
[

New Tab ] [ﬂe’meup] [ Rename... ]
! Customizstions: [ _Reset = )
Import/Export ¥ |1

| o
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Title the group an appropriate name.

Rename

==

Symbaol:

AOO0A ! GO HMMFED
D aNAaAdmes e
avar@f@BTRLEQT
VEgm2H 8 0E0Q
BHLS9T =2 00H
OO0O0O0O0O0O0 @ Mk N

m

lleQueRezlas %%
AAXVvEONT H&R F=
PimSDinrdvYan -

| »

EO0NEOEE@id S

Display name: | Pauls Ribbon Group)|

[ o

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

new Ribbon Group.

[E M
Outook Opfions | G - — — =
General 'j
ﬁg Customize the Ribbon.
Mail
Choose commands from: - Customize the Ripbon: ©
Calendar Popular Commands Main Tabs E‘
Contacts
& Account Settings... Main Tabs o
Tasks [l Address Baok.. £ [7] Home (Mail =
Notes and Journal <l Automatic Replies.. New
& Close Al ltems Delete
Search Manage Rules & Alerts... Respond
Meeting Quick Steps
Meobile New Appaintment Move
3 RSS
|| tanguage & MNew Contact
B4 Mew E-mail [ Tags
Advanced & MNewTask Chinese Conversion
I [ options Find
Customize Ribbon 9 Print Send/Receive [IMAP/POF) E
Save All Attach its... (= Pauls Ribbon Group (Custom)
Quick Accass Taolbar g sove achments
Save As & Close Al tems 7
Addns 4 send/Receive All Folders Home (Calendar Table View) =
) Undo << Remove me (Calendar}
Trust Center @ work Offline me [Contacts) |
N me (Tasks) f
Home (Notes) |
Home (Journals)
Send / Receive
Ider

Developer

. r

] [uewGruup] [ Rename... ]

Costomiztions: _Reset ]
Import/Export ¥ |

coce

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 Send / Receive Folder  View  Adobe PDF

:'j l% EI;:::UV x _% _@ ‘_% [ Meeting

(53 Email Managem... (23 Move to: 7 (53, To Manager LY A |N_-.| E” Q [~ | Find a Contact ~ L;E
Sy A L= = [ Address Book

(& Team E-mail « Done 4 Reply B Delete
New  Hew Delete | Reply Reply Forward B, more = | ... —|| Move Rules OneNote | Assign Unread/ Categorize Follow ) ) Close
E-mail fems- & Junk - Al 7 Create New i | B Policy = Read  Filter E-mail - Allems
New Delete Respond Quick Steps 5 Move Tags Find Pauls Ribbon Group
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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 5 = =
@ Home Send,
Save As

4y Save as Adobe PDF

Open
Print
Help

I 2] Options

9 Exit

Choose Quick Access Toolbar from the left navigation pane.

["outioak Options [ =N (o]
General @ Customize the Quick Access Toolbar.
Mail
Choose commands from: (i
Calendar Popular Commands =l
Contacts Customize Quick Accass Taolbar :
sk <Separator> 7 Send/Receive All Folders
[ Address Book.. ¥J Undo
j| | Metesand Journal sl Automatic Replies... [} Address Book...
| search @ sack
& close Allitems
Mobile ¥ Delete
Language 5] Empty Deleted Items
Find a Contact I-
||| Advanced @ Forward
@ Manage Rules & Alerts...
||| customize Ribben &3 Meeting
Quick Access Toolbar ﬂ New Appointment N
|85 Mew Contact —
AddIns (33 New E-mail << Remove -
Trust Center @ MewTask
|1 Options
d=a Print |
L@@ Save All Attachments... i
Save As
4 Send/Receive All Folders
|54 Setup and configure all account types
¥} Undo
g Update Folder
& work Offline Modify..

Customizations: | Rgset ¥ |G
Show Quick Access Toolbar below the £
R“’“"\ Import/Export ¥ |

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.

General B "
Custamize the Quick Access Toolbar.
Mail
Choose commands from:
Calendar |Ca|endarTooIs | Appointment Tab EI
I .
Contacts Customize Quick Access Toolbar (i)
Tasks <Separator> - @ New E-mail
" Accept » 85 Mew Contact
Notes and Journal W Accept Lﬁ New Task
I Search Adions
g& Add or Remove Attendees..
| Mabile All Categories...
Attendees
Language
call
||| Advanced call [»
Cancel Meeting
Customize Ribbon
Categorize *
Categorize »
Quick Access Toolbar g | E]
l Clear All Categories Bl
||| Adddns a Contact Attendees » -
Trust Center K Dedine L4
%  Decline I
(| >( Delete '
i % Edit Series i
f i Forward
i i Forward » I
H Forward as iCalendar
| @ Forward as Multimedia Message
I @ Forward as Text Message
i % High Importance il di
| s
Customizations: CTI‘
I Show Quick Access Toolbar below the
| Ribbon Import/Export ~ |
— = —

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

TR e P s = |
o @
5 tteetng 58 Bmad bharagem 5 e s T e To Marage 1 m b Fing s Contad = ':'?
B e I3 . A8 TE WY @
o h et Bt | e L e b G b o S
it s S . fre hes ™ sn
Furhiie -8 # RE: Lotus Notebook to Outlack Journal A Setebedn oy
e M el Pewrtantse 7= cpan Hemander b ot
MR R 4587 030
Tty 11 1 118 [
‘ 1 m o am L R o lacia WHBD LD N
= 2 BE: Mot B 25 abim it i a8 16 ol Comgnters 1618 BnEDEE®
'%""r..,‘;'. 1 et ctson anau et o ockng P Sl et i i o o e some o L
12 e - e v, Becaue we're ncledrg
o Okt e I—Iu.—m m_j nmev;:::‘w -qumeoammumno-n aoemnwmmwmwm
ey Thasks!
FETT o itchargemanigemes G sdu Ll
o e T ———
i ethen s M3 00 — -
Seak: Thursday, Sestember 15, 2011 2:21 PH HAICCH T
o: Sean Hemanda:
iy ey € Kt Sevamon; Bryan lacks
Wlmmwhmh\--ﬂ
Puting
sem
LN -
. i S Srvnnge B Fisg. froe Dty
Tt 2 o 8 new it
[
Thie o U anlyta, ‘
T b2 504 a “ :,; |l
e wesianesy ¥
Tutadm s e e
Laty ¥
Tha 128 e B ) - Sl Bt S (1P
Mt predurt Daca par b LV
Thu 1990 814 masdez 113 St Mgert 0 d -
w rib Rrmons Cutisch Tedmy i Y
The L% Ak [y @ ieie it o B B3 thiw i1 tha e, PR v
g 3 = Tank fas Pete L1 2
T 13 Ak g
2
e f) ) [
T 1048 a4t v =
]
T 1347 214
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Using and Customizing AutoCorrect
To customize your Autocorrect settings go to File > Options

O/l 9 =
m Home Send,

Save As

& Save as Adobe PDF

| @‘; Save Attachments

Open

Print

Help

‘ |:_f'| Options

B Exit

Navigate to the Mail > Spelling and Autocorrect button

QOutlook Options
General - . -
| Change the settings for messages you create and receive.
Calendar Compose messages
i £
Contacts @ Change the editing settings for messages. Editor Options... =
Tasks Compose messages in this format:
Notes and Journal
I s AB Always check spelling before sending Spelling and Autocarrect...
eard
Ignore original message text in reply or forward
I Maobile
Language @ Create or modify signatures for messages. i
Advanced
i
i Customize Ribbon "« Use stationery to change default fonts and styles, colors, and backgrounds, Stationery and Fonts...
Ml | Quick Access Toolbar
l Outlook panes
| Add-Ins
Customize how items are marked as read when using the Reading Pane. -
Trust Center Reading Pane...
L
i Message arrival fl
i
| When new messages arrive: |
| Play a sound
Briefly change the mouse pointer "
i Shaw an envelope icon in the taskbar
i Display a Desktop Alert Desktop Alert Settings... I
i
Enable preview for Rights Protected messages (May impact performance)
0
I Conversation Clean Up
0
i xm Cleaned-up items will go to this folder: ‘ [ Browse... I -
|

34



Select Autocorrect Options. Note: There are several other Proofing options on this screen. Please take
note and adjust should you desire.

Editor Options [
Proofi Al
w] \}f}' Specify how Outlook corrects and formats the contents of your e-mails.

Advanced

AutoCorrect options

Specify how Outlook corrects and formats text as you type. | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numpers

Ignore Internet and file addresses
Flag repeated words

Enforee accented uppercase in French
Suggest from main dictionary only

Custom Dictionaries...
French modes: | Traditional and new spellings
Spanish modes: | Tuteo verb forms only n

When correcting spelling in Outlook

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type

Check grammar with spelling

[[] show readability statistics

Writing Style: | [=] [ settings...

[ Recheck E-mail |

J

You will be presented with the Autocorrect settings.

;
AutoCorrect: English (U.5) W -2

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

Show AutoCorrect Options buttons

Correct TWo INitial CApitals Exceptions. ..
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accdental usage of cAPS LOCK key

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

| add | | Delete |

Automatically use suggestions from the spelling checker

Looc [ cenel |
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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.

F B
AutoCorrect: English (U.5.) WREG—_—G——— [ =

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

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

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

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: with: @) Plain text Formatted text
msg message
maintenence maintenance -
makeing making

\ managment management L
mantain maintain |_|
Marraige marriage
may of been may have been -

Automatically use suggestions from the spelling checker

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

Haome Send / Receive Folder View
(i ' : ﬁ | Show as Conversations —;5 Oy
$ & O O .
Change | Wiew | Reset Conversation Settings Y Fl
View = Settings| View B
Current View Conversations
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Click Columns

Conditional Formatting User defined fonts on each message

i : - o — B
Advanced View Settings: Compact M
ae— 1

Description

[ Caolumns... J Importance, Reminder, Icon, Flag Status, Attachment, Fro...

’ Group By... ] MNone

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

[ Filter... | off I
| |

l Other Settings... l Fonts and other Table View settings N

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

l Reset Current View l ’ QK ]l Cancel l

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

Show Columns - — . . ——— ﬁ
Maximum number of lines in compact mode: | 2 IE'
Select available columns fram:
Frequently-used fields E
Available columns: Show these columns in this order:
Auto Forwarded - Importance -
Contacts = Reminder
Conversation Icon
Created EEmOVE Attachment
Do Mot AutoArchive A From
Flag Completed Date = ' | | Subject
Follow Up Flag Received
IMAP Status Size
Message B Categories
Criginator Delivery Requeste Flag Status
Read
Received Representing Mam:
Redipient Name N -
Properties Delete [ Mowve Up ] | Mowve Down |
LI [ QK J [ Cancel ] 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:

o] Fe—
I oo ot roer | e

= ) .

i{} {a F9 10 show as Conversations [‘:'; Date NG Erom W1 B8 categories H Reverse sort E_] E‘ _f] = _‘ =l
= W oa® o e = %= 8d Columns . - - —
Change Wiew Resel Cofmeriation Settings ¥ risg: star Date g: Uye Date il ize = subgect PMavigation Reading To-Oo People  Reminders Openin P
|| Wiew - Seltings View = #=Epand/Collapse - Pane-  Pane+ Barv Pane * Window  Winde
| Lurrent View Conmersations Arrsngement Layout Feople Fare window
| o=
" F:n;l:‘l:“ £ {search inbiox (ctri-1) 2|
o 123 3 |8 From Tee  Subjedt |Recewed  ~ |Sue |Calegories |~
Tadly Vargas ] F 2l Hands Meeting = []
=} Shenandnah Rennets fmuppatt  RE:Need BG Araham setup wih ability to jo shees tathe... FrS16/2001 5 34 KB
A1 et Jackson tmsupport Need BG ‘with ability to the d. w KD
[ SeanHermanger Kern Sorenson; Uron Jackion R Lotus Motebook to Cutlook: Journsl Frisas/ams 5. 17 e
= CHAMGL ACTIVITY: s 1% - ILEB
4 Dabes Yesterday
(51 Paul Gettier Paul Gettier: Cheryl Perking fla... Conferencs Room Calendar - Chent's Calenas Thu 152011 16 68
I'Q Juwnk E-Mail [1] & meConterence Room-BHIG0E Accepted: Test far chenis issur - da nat open. Thu 157011 — FE8
[ outbax F|  n3-Centerence Room-UHLEDL Accepted: Test numbeer 2 - testing Chends Response Thu 952001 — 1358
() PS5 Feeas 3] & Robert Oysma Lotus Notes 10 Thu 9252001 . 168
L2 Sesch Folders 1 lsabel Banuelos RL Duplicate AD user sccount Thu $A5/2011 . 16 K8
(3 Trash 3 Shenanduah Gennet KE Dupiicste AD user sccount Thus 9715/2011 — 17 K8
I [TS-Training Room.B1L800 4 lucTan SCCM client linked Lo several OUs Thu 8152001 — 14 K8
L lsabel Banuelos Thu 81572011 . 10 K8
[ Tabel Banusliso Thia B5/3011 — 10 KR
(=} Prospeotar Pete Trus 152001 — LLKS o

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.

0] _——
Home Send / Receive Folder View | i

@ @ 4}" ] Show as Conversations E:‘Qat

Change| View Reset % Conversation Settings ?Flag
Miew = |Settings View

=]
= g —
' Compact Single

Manage Views...

Save Current View Manage Views

Apply Current View 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 @

(

Views for folder "Inbox™:
View Name Can Be Used On View Type | = Mew
<Current view settings = All Mail and Post folders Table
Compact All Mail and Post folders Table Copy...
Single All Mail and Post folders Table
Preview Al Mail and Post folders | Table Modify...
Rename...
| Reset
l -
Description [
Fields: Importance, Reminder, Icon, Flag Status, Attachment, From, Sub ||
H
Group By: Mone
i Sort: Received (descending)
Filter: Off

[ Only show views created for this folder

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 @
— .

MName of new view:

o

New view
Type of view:

Table

Timeline

Card

Business Card
Day/Week/Manth
Icon

Can be used on

() This folder, visible to everyone
() This folder, visible only to me
(@ All Mail and Post folders

[ OK ] l Cancel

e ——

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

Advanced View Settings: My View : u

Description

Columns... Impartance, Reminder, Icon, Flag Status, Attachment, Fro...

Group By... Mone

Sort...

Received (descending) |

Other Settings. .. Fonts and other Table View settings

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

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

J

]

]
Filter... | off

]

]

]

Reset Current View Ok ] [ Cancel

eI TE——

Select the Fields by highlighting them and clicking Add ->

-
Show Columns 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 - Importance -
Flag Completed Date = Reminder
Follow Up Flag Icon
IMAP Status ) o Flag Status
Meszage Attachment
Originator Delivery Requeste From
Received Representing Nam; =R RO ]| Subject

| |Redipient Name i Received
RSS Feed 2 Size

| Sensitivity Categories
Sent Conversation

' Start Date

Task Subject - Cc
To o i

Properties Delete [ Mowe Up ] [ Mowve Down ]
[ OK ] [ Cancel ] i

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.

Home Send / Receive Folder WVier

|:| Show as Conversations [

1
Conversation Settings

=

Preview My View

Manage Views... E
%
Save Current View 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

Mew
Ttems =

E-mail Message
Appointment
Meeting
Contact

Task

PEEEBD

Text Message (SMS)
E-mail Message Using
More [tems r Post in This Folder
Contact Group
Task Reguest
Journal Entry
Hote

Internet Fax

Choose Form...

Choose InfoPath Form...

Pl ¢ a8

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

r — = o
BHHD O+ 27 Untitled - Contact Group =
Contact Group | Insert  FormatText  Review o @
HX® 81 a5 %
- - . 4 rotowup - \ |
Save & Delete Forward | |Members| Notes |~ Add  Remove Update | E-mail Meeting Zoom
Close Group Group~ Members  Member Now (&) Private |
Actions Show Members Tags Zoom
Mame: | Test Contact Group|
A|Name  ~ | E-mail -
There are no items to show in this view. I
i 3

From Address Book

g From Outlook Contacts
€ From Address Book
ag. Mew E-mail Contact

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

r — — ——— — -— — W M
Select Members: Global Address List - g
- e
Search: @ Name only () More columns  Address Book
prosp Go Global Address List - Paul.Gettier @csulb.edu Advanced Find
| MName Title Business Phone Location |

Prospector Pete -

£ psoutreach (562) 985-8239

£ Purchasing

& Qifuli Lecturer Temp-Academic Year

& Quan Ding Metwork Operations Analyst 57811 BH-130K
& Quest CMN FB Service Account

& Quest NME Service Account

g QuesthME

&, QuickPlaceAdministratorssu...

£ig Rabia Khan

& Rachel Bindman Lecturer Temp-Academic Year

£ig Rachel Fuentes (562) 985-2074

£ Rachel Maciel

£ Rachel Mahgerefteh (562) 985-5298

€, Rachel New (562) 985-8217

£ Rachel Tam i

A oo o fremvane mran

4 T | 3

[

Members - Kerri Sorenson ; Prospector Pete

[ ok ][ coneel ]

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.

-
Select Names: Contacts

B

Contacts (Mobile)
Global Address List
All Address Lists

All Contacts

All Groups

All Rooms

All Users

CDC Department

Public Folders

Search: @ Mame only () More columns ~ Address Book
Go | | Contacts - Paul,Gettier @csulb . edu H Advanced Find
Paul, Gettier @csulb,edu
| MName By Contacts
=7 Test Contact Group greyy udgested Confacts ,

L

OK

Cancel

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.

(31 d9 0+ + =

Message to My Contact Group - Message (HTML)

P
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File. Message Insert Options Format Text Review Adobe PDF [ e
E 4 calibri (Body) A A w3 [l Attach File v (':%
- s B I U i= i " 0 Attach Item + .
Paste ames ags Zoom
- F ¥-A- ) - [ signature ~ -
Clipboard = Basic Text ru Include Zoom
To.. | B Test Contact Grou
-
| :d Ce |
Send
| Subject: |Messageto My Contact Group
. ) G
|| Thisis a message that will go to all member of my group| X
|
B
| |
i
i
-
~




Advanced Topics

Adding RSS Feeds
To add an RSS Feed to Outlook go to File > Account Settings > Account Settings
m Home Send / Receive Folder View Adobe PDF

Save As .
Account Information

Paul.Gettier@csulb.edu

4y Save as Adobe PDF

g 5a GENNE Microsoft Exchange
Info < gk Add Account
Open
L Account Settings
Print @J Moqify settingsfor.this acc
W additional connections.
Accpunt Access this account on
Help Settings =

https://mail.csulb.edu,

3 options TH Account Settings...
a‘e_g Add and remove accounts or change
E Exit existing connection settings.

Delegate Access
33 Give others permission to receive

items and respond on your behalf,

Add or Remove Retention Policies

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

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

P Manage Mobile Notifications

Setup SMS and Mobile
Notifications.

Choose the RSS Feeds Tab. Click the New button.

[~ Al
Account Settings u

RSS Feeds
‘You can add or remove an RSS Feed. You can select an R55 Feed and change its settings.

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

&' New... JfChange... 3 Remove

| Feed Name | Last Updated On |

Selected RS5 Feed delivers new items to the following location:

Subscribed R55 Feeds are checked once during each download interval. This prevents your R55 Feed from possibly
being suspended by an R55 publisher,

Close
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Enter the URL for the RSS feed.

[ New RSS Feed =) |

Enter the location of the RSS Feed you want to add to Qutlook:

Example: http: /fwww.example.com/feed/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

RSS Feed Options - e

= ) IUse the choices below to configure options for this RSS Feed.

General
Feed Name: Mation - Google News
Channel Mame: Mation - Google Mews
Location: http://news.google. com/news?ned =us&topic=n&output=rss
Description:
Delivery Location
Itemns from this RSS Feed will be delivered to the following location:
Paul.Gettier@csulb.edu\RSS Feeds\Nation - Google News
(C:\Usersh, .. \Outook\Paul, Gettier @csulb. edu - Paul.ost)
Downloads
[ Automatically download endosures for this RSS Feed
[ Download the full artide as an .html attachment
Update Limit

i IUse 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

Ok ] [ Cancel

L

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

b E Inbox
(7| Drafis [5]
@ Sent Items
i 3] Deleted items (4]

% Calendar
|95 Contacts

(ﬂ Journal

(@ Junk E-Mail [1]
la | Motes

@ Qutbox

4[5 RSS Feeds
[ Nation - Google News (3]
E;'J Search Folders
|95 Suggested Contacts
> [ Sync Issues (1}
@ Tasks
£3 Trash

Select the RSS feed you wish to view.

EEeEEE T

o Pty wescrned s campae of

Fe— OSSP ————r—

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

—

|2—|| s B - - = -—e L Inbox - Paul.Gettier@csulb.edu

Home S5end / Receive Falder View Adobe PDF

Save As .
Account Information

Paul.Gettier@csulb.edu

r;'ﬂ, Save as Adobe PDF

Gy save Attachments o3 Microsoft Exchange
Info ? & Add Account
Open
o Account Settings
Print @l Modify settings for this account, and configure
= additional connections. g
Hel :efctc'ount Access this account on the web, ," y
ings ™ A |
- < https://mail.csulb.edu/owa,/ /
|1 oOptions |\‘-' || Account Settings...
a_?}‘, Add and remove accounts or change
a Exit existing connection settings.
Delegate Access
% Give others permission to receive .
items and respond on your behalf. of Office)

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

[ Delegates A ‘ u1

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 dialog box, right-dick the folder,
dick Change Sharing Permissions, and then change the options on the
Permissions tab.

Add...
||
Ll Remove
| —
Permissions...
Properties. ..
Deliver meeting requests addressed to e and responses ko meeting
requests where I am the organizer to:
(@) My delegates only, but send a copy of meeting requests and responses
f to me {recommended)

My delegates only
My delegates and me

ok | [ cancel
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Chose the person you wish to grant permission to from the GAL (Global Address List)

F ™
Add Users o [

Search: @ Nameonly (7 Morecolumns — Address Book

pro Go Global Address List - Paul. Gettier @csulb.edu  »  Advanced Find
| MName Title Business Phone Location |
£ Property -
£ Prospector Pete
& psoutreach (562) 985-3239
! | & Purchasing
M | & QuanDing Metwork Operations Analyst 57811 BH-130K

& Quest CMN FB Service Account

& Quest NME Service Account

i QuesthME

&, QuickPlaceAdministratorssu...

§& Rabia khan

& Rachel Bindman Faculty Summer Session-CED
§i Rachel Fuentes (562) 985-2074 s
£l Rachel Maciel -
fi Rachel Mahgerefteh (562) 985-5298
fip Rachel New (562) 985-3217
|| | £ Rachel Tam

B moll o fremt me mEan

4| 1] +

Prospector Pete

|

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.

F ™
Delegate Permissions: Prospector Pete ﬂ

Thig delegate has the following permissions

M

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

Delegate receives copies of meetingrelated messages sent to me

Q Tesks  [Editor (can read, reate, and modify items)
EZ(J Inbox [NOHE v]
8] contacs [none "
| &J MNaotes [Nom’- .]
| & e ;

[T automatically send a message to delegate summarizing these permissions

|:| Delegate can see my private items

[ OK J[ Cancel ]

—— |

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

w Home Send / Receive Folder View Adobe PDF

Save As .
Account Information

<5 Paul.Gettier@csulb.edu

&y Save as Adobe PDF

Ea | &3 Microsoft Exchange
Info < g Add Account
Open
L Account Settings
Print @‘H Medify settings for this aco
A% additional connections,
Hel ;Q;;ount Access this account on
ings .
g : https://mail.csulb.edu,
21 Options ‘-l‘ll Account Settings...
Aok Add and remove accounts or change
B Exit existing connection settings.

Delegate Access
33 Give others permission to receive

items and respond on your behalf,

Ty 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.

F B
AccountSettings NEGE_-ECE—— ) S

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

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

.g-New... ‘¢ Repair... 50 Change... @9 SetasDefaulk X 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:\Users'010459304), .. \Outlook \Paul. Gettier @csulb. edu - Paul.ost

|l
- Com )
||
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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 . lé]

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 a server type shown below,
Fax Mail Transport

ack Next > ][ Cancel

m
I.\

Select the Next button.

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

Add New Account . l&]

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

@ E-mail Account

‘four Mame: Prospector Pete
Example: Ellen Adams

E-mail Address: Prospector.pete @csulb.edu

Example: ellen@contoso.com

Password:

Retype Password:
Type the password your Internet service provider has given you.

") Text Messaging (SMS)

(71 Manually configure server settings or additional server types

< Back ][ Mext = ][ 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.

L » .

-
Add New Account

)

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+"  Establish network connection
+"  Search for P
4

Ib.edu server settings

Log on to server

‘Your e-mail account is successfully configured.

[T Manually configure server settings

Add another account...

< Back [ Finish ][ Cancel ]

Close Outlook and re-open, you should now see

the other users Mailbox directly under your own.

= Win &
Wame Parson

From: Pl Gt
St prvday, Septerier 16, F0UL 138 P
e et

St W 8

e,

£ 0L WD werbing o VAIWES. 7 510 i etateg (Fyou maeta palatie | il be wturel

L]

-

44444444
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