Introduction to Microsoft Outlook

How to Log into Microsoft Outlook:

If you are using Windows XP or Windows Vista as your
operating system, just double click on the Outlook icon
and the program should open.

If you are prompted to log into Outlook, please use the
following credentials:

1. Enter your Outlook username.
2. Enter wcu, in lower case as the Domain Name.
3. Enter your Outlook password.

How to change your password in Microsoft
Outlook:

Your Outlook password should be the same password
you use to log into your computer. This password is set
to expire every 90 days. Please refer to the following
URL (http://www.wcu.edu/13020.asp) for instructions
about how to change your password and how to set a
secure password.

How to Open a New Mail Message:

There are a few different ways to open/start a new e-
mail message. You can click once on the Inbox icon in
the Navigation Pane to be looking at your Inbox and then
simply click on the New button in the top left corner.
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Another way to start or open a new e-mail message
would be to click on the little arrow to the right of the
New button. This will open a drop down menu from
which you can select Mail Message from the list.
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How to decipher the Header Information:

To: field — This would be the individual(s) to whom you
send a message. If you have sent a message to
more than one person and you have put all the
individuals in the To field, they will all be able to see
who received the message other than themselves.

Cc: field — This would be the Courtesy copy or Carbon
Copy of a message. An individual who receives a
message and they are listed in the Cc field can see
all the individuals who are in both the To field and
the Cc field. All the individuals in the To field will be
able to see everyone in the To and Cc fields.

Bcc: field — This field is designed for the sender of a
message to include a person or persons that the
other individuals named in the To and Cc fields
would not be able to see.
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How do | see Bcc in my header information all
the time?

1. Open a new mail message window.
2. Click once on the Options tab.
3. Click once on the Show Bcc icon in the Fields group.
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NOTE: The “Show Bcc” is like an on/off switch. Click on
it once to turn it on and the background will turn orange.
To turn it off, click on it once again and it will turn back to
a blue background.

What is the difference between Reply and Reply
to All?

Reply sends a response to the original sender only.

Reply to All sends a response to everyone who
received the email. This means that if you are
Carbon Copied in an e-mail and | Reply to All, then
you will see my response.

How do | view my Contacts from the Address
Book?

1. Open the Address Book.

2. Inthe top right you will see a drop down box with the

words Global Address List showing.

3. Select the arrow to the right of that box to expand

the list.

4. Under Outlook Address Book, you should see

Contacts. Do not be confused with the item listed All
Contacts. All Contacts is a list of people who work at
NCCAT or others in the Global Address Book who
don’t have an Outlook account at WCU.

5. Click once on Contacts to see the individuals and/or

distribution lists you have entered.

6. Select the Contact(s) or distribution list(s) in the

bottom pane.

7. Once you have an individual or distribution list

selected, click once on either the To -> button, the
Cc -> button, or the Bcc -> button at the bottom of
the window.
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How do | track an E-mail message?

1. With a new e-mail message open, click once on the
Options tab.
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2. Inthe tracking group, you will see two check boxes.
One for “Request a Delivery Receipt” and one for
“‘Request a Read Receipt”.

"‘D;Sj\"- =] . @ )5 Untitled - Message (HTML) - m X
—/ Message Insert Options Format Text (7]
8 (B4 | Aa Plain Text v =3
- | 1 Request a Delivery Receipt =3
L — Aa HTML sz L v 2 g;"
Themes || Show | Show Use Vating Request a Read Receipt Save Sent
- Bec | From || AaRichText || guttans - Ttem
Fields Format Tracking ™ || More Options ™=
=1
Ce.
seng | [LCem

Bec...

Subject:

| » &1

4

3. If you need to use other tracking options, you will
see a small arrow at the bottom right corner of the
Tracking group. Click once on this small arrow.
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E“I’g Request a Delivery Receipt
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4. Inthe area labeled Voting and Tracking Options, you
can here make the choices that you need to in order
to be sure the recipient receives and/or opens the
mail message. You do this by clicking in the check
boxes which options you wish to invoke.

Message Options @
Message settings Security

Importance: g@ Change security settings for this message.

Sensitivity: [Nnrma\ - [ Security Settings. ..

Voting and Tracking options

|| use voting buttons: lz‘
Request a delivery receipt for this message
Request a read receipt for this message

Delivery options

[|Have replies sent to: Select Names...
[V not deiiver before: | 7/29/2008 [=] [s:00pm [=]
DEm\res after: Mone 12:00 AM
Attachment format: Default -
Encoding: [Aubo-Se\ect - ]
Categories  w | [ None |

How to Flag a Mail Message:

To Flag a message means that you wish the recipient to
do something after they read the message. To apply a
Flag to a mail message

1. Open a window for a new mail message
2. Click once on the red flag labeled Follow Up on the
Options group.
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3. The following list will appear and you select time
frame that you would like the recipient to respond to
you with the requested task or information.
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5. When you have finished selecting the appropriate
options for this mail message select the Close
button at the bottom left.

6. Now all you have to do is complete your mail
message and send it.

NOTE: The options of This Week will ask that the person
respond by then end of the work week. For most this will
be Friday. The option of Next Week will request that the

individual respond by Friday of the following week.
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4. If you would like to set a specific date, select Custom
and the following window will appear.

Custom -5 (5]
Flagging & message for yourself creates a to-do item that reminds you to follow up. After
you follow up on the message, you can mark the to-do item complete. Flagging a message
for the recipient sends a flag and a reminder with your message.

v Flag to: Follow up E‘
Start date: Monday, August 03, 2009 [~]
Due date: Friday, August 07, 2009 [~]

= =Ana

Dﬂeminder: Monday, August 03, 2003 3:00 AM

["|Flag for Recipients
v Follow up
g
E Reminder: |Wednesday, July 29, 2009 4:00 PM
[ OK ] [ Cancel

How To create folders:

1. If you do not see your Navigation Pane to the left of
the main window, under the View menu, select
Navigation Pane then click once on Normal.
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5. Select the specific start and due dates, add a
reminder or flag for recipients if necessary.

Custom

7 )

Flagging a message for yourself creates a to-do item that reminds you to follow up. After
you follow up on the message, you can mark the to-do item complete. Flagging a message
for the redpient sends a flag and a reminder with your message.

Flag for Me

v Flag to: Follow up E‘
Start date: Monday, August 03, 2009 [~]
Due date: Wednesday, August 05, 2009 IZ|
Reminder: |Monday, August 03, 2009 E‘ 3:00 AM lz‘

Flag for Recipients
Y . Flag to: Follow up E‘
_BJ Reminder:  Tuesday, August 04, 2009 [+] [4:00PM [~]
[ Ok ] ’ Cancel ]

2. Inthe Navigation Pane, select your Inbox, if that is
where you would like to create your sub folder. You
can create sub folders in any area of Outlook such
as Calendar, Tasks, Notes, Contacts, etc.
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6. Click once on the OK button.
7. Complete your e-mail and send it.

How to Organize/Manage Your Outlook
Account:

Every employee at Western is allotted 100MB of space
for our Outlook accounts. You may create folders in your
Outlook account to store and organize e-mail messages
that you need to keep.

3. Click once on the small black arrow to the right of
the New button and select Folder... from the list.
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4. A new window will open titled Create New Folder 6. Inthe Folder Contains: box, using the drop down list,

Mame:

Folder contains:

Create Mew Folder @

[Mail and Post Items -

Select where to place the folder:

= @ Mailbox - Sue Grider - [Mall and Post Items v]
= calend i Calendar Items
iﬁ% senaar Contact Ttems
84 Contacts = InfoPath Form Items
{al Deleted Items (247) iy Ju:uurna Ttems
=
L{él Drafts [4] " Mote Ttems
-] Inbox (8] Task Items
éﬂ_ Journal T2l Deleted Ttems (247]
L@ Junk E-mail [104] L2 Drafts [4] ‘ ‘
| Motes L] Inbox (8)
[T M b i 53 Journal
L@ Junk E-mail [104]
[ oK l [ Cancel l = | Motes
[T M e
5. Inthe Name box enter the name of your new folder. [ OK ] [ Cancel ]
Create Mew Folder ==

MNarme:

Enter New Folder Mame Here!

Folder contains:

[Mail and Post Items -

Select where to place the folder:

= @ Mailbox - Sue Grider

;}@ Calendar

&= Contacts
(&l Deleted Items (247)
L7 Drafts [4]

[ Inbox (8) i
éﬂ_ Journal
L_a Junk E-mail [104]
| Motes

[T Phbhin

»

m

[ OK l [ Cancel

select what you are creating the sub folder to
contain. Again, it could be your mail, your calendar
items, your contacts, your tasks, or notes.

Create New Folder @

MName:

Enter Mew Folder Name Here

Folder contains:

7. Last, in the Select where to place the folder box,
high light which area of Outlook you wish to place
the sub folder. It is recommended that you put your
sub folders for e-mail under the Inbox, sub folders
for your calendar under Calendar, sub folders for
tasks under Tasks, etc.

Create Mew Folder @

Mame:

Enter Mew Folder Mame Here

Folder contains:

lMaiI and Post Items -

Select where to place the folder:

= @ Mailbox - Sue Grider

;“-ﬁ Calendar

84 Contacts
(2] Deleted Items (247)
L7 Drafts [4]

=l inbox ) M
ﬁ Journal
'@ Junk E-mail [104]
| Motes

[T M b

»

m

[ OK l [ Cancel ]

8. Once you have finished, select the OK button.
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How To Delete Items in Your Outlook Account:

All you need to do is select the item you want to delete
and either select the black X from the toolbar or just hit
the Delete key on the keyboard. Keep in mind that this
does not really delete items from your account. All it
does is put them into your Deleted Item folder. You then
have to empty your Deleted Items folder to actually get
rid of the items.
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(4 Meagan Karvonen 9:54 AM
RE: IRE renewal - C soms

(=4 Beverly Collins 9:44 AM

To empty your Deleted Items folder, you can either
select the folder and delete the directly from the folder or
Right Click on the Deleted Items folder and select
Empty “Deleted Items” Folder from the menu that
appears.

Another important area to remember to manage is your
Sent Items folder. Every time you send an e-mail, a copy
of that email will get stored in the Sent Items folder. You
should go through periodically to clean these items up as
they also will fill your account with un-necessary mail
that you are storing in your account.

How To Verify the Size of your Outlook Account:

1. Right click on “Mailbox — Your Name” on Navigation
Pane.
2. From the menu that appears, select Properties.

v, Outlook Today - Microsoft Outlaok - e x

File Edit Yiew Go Tools Actions Help Type a question for help

SiNew - | d5u | It | = Send/Receive - | [ Search address books @ Li@Bck @R D AQ &
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Favorite Folders A -
5 Wednesday, July 29, 2009

(=) Inbox ()
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(2 Dn Open in New Window n below) L
SEm Rename "Mailbox - Sue Gride to Bi's 1
[ de Rensme femoHERnes ht Reception
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3. Inthe Window that appears, select the Folder Size
button at the bottom left.

Outlock Teday - [Mailbox - Sue Grider] Properties -7 =3

General |Home Page I Permissions|

@ Mailbox - Sue Grider

Type: Folder containing Mail and Post Items
Location: Microsoft Office Outlook

Description:

@) Show number of unread items
() Show total number of items

When posting to this folder, use: | IPM.Post |Z|

Automatically generate Microsoft Exchanae views

Folder Size. ..

[ Upgrade to Color Cateqgories... ]

4. In the window that appears, you are looking for the

number next to Total Size (including subfolders):.
This will tell you exactly how much of your 100MB
you are currently using.

Folder Size -7 [

Local Data |Server Data

Folder Mame: Mailbox - Sue Grider

Size (without subfolders): 0KB

Total size (incuding subfolders): 239105 KB
Subfolder Size Total Size  *
Calendar 11989 KB 12684 KB
Calendar\Office Hours & Wo... 6594 KB 694 KB
Contacts 227 KE 247 KB
Contacts\Personal 20 KB 20 KB
Deleted Items 33856 KB 33856 KB
Drafts 125KB 125 KB
Inbox 3436 KB 145718 KB
Inbox\Apolication Develooment 23KB 23KE T

Close

5. As you get closer to your quota, you will get

messages telling you that you are about to run out of
disk space. If you do not heed these messages, your
account will eventually become disabled because of
a lack of room to receive new items or even create
new items.
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How Do | Create A New Contact?

1. From the drop down arrow next to the New button,
select Contact from the list.

[~ Inbox - Microsoft Outlook - L) x

le  Edit View Go Tools Actions Help Type a question for help B
ANew | & B3 X | GaReply Replyto Al 63 Fomard |5 W | G | [ Seorch sddress books - @ -
Mail Message CtilsM
%) Postin This Folder Ctrls Shift+S
Search Inbox £ ~|% | To-Do Bar » X
HCi o Folder. Ctrl+ Shift+E
Newest on top el | ] July 2009 4
[ Search Folder... Ctrl+ Shift+P SuMo Tuwe Th Fr sa
Navigation Pane Shorteut. | 123 4
56 78 91011
[## Appointment Ctrl+Shift+ A 10:59 AM 12 13 14 15 16 17 18
Meeting Reguest Ctrl+Shift+Q g | LA nnRBA
2 S, 10:56 AM H 26 27 28[29) 30 31
{89 Contact CtrlShift+C ]
& Distribution List Ctrl+ShiftsL 10:54 A'é Using Panels and Embedded
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o Tesk CLESIILLE 10:24 AM Webinar - See canference call
13 Task Request CtrlsShiftsU |y T e —
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] Note Ctrl+Shift+N i
g MyCat Trainil Updates for |
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v HL1727%; Sue Grider
2 Choose Form 10:00 AM -
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5 9:57 AM
H Outlook Dats Eile...  Carmie Sessoms
e M Meagan Karvonen 2,54 AN X
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2. This will open a window for you to enter the
information about your new contact.

Ho90® a9 )= Untitled - Contact s x
Contact | Insert  FommatText  Adddns @
I save & new ~ 8 General| & certiticates %_j % Y @ [picure~ 3 y En
A B '
2 Send ~ &Y, Details  §=] All Fields i @ B3 categorize ~ [ =20
Save & E-mail Meeting  Call Business Spelling || Contact
Close 2 Delete 8 Adtivities 2 Cara ¥ FollowUp = 8, !

Adtions Show Communicate Options Proofing || OneNote

Full Hame...

Company:
Job title:
File as: [=]

Intemnet

e

Display as:

Hotes

Web page address:

» &1

IM address:

Phone numbers

-
one =)
usnerme |-
e, J[-)

Addresses

-

[ This is the mailing

3. Enter your contact name and any other information
that you require including their e-mail address if they
have one. There is a large amount of data that you
can enter for a single contact and you will need to
decide what you need.

4. When you have entered everything important about
your contact, select the Save and Close button in
the top left corner.

H9® a9 )+ John Doe - Contact - = x
Contact | Insert  FormatText  Add-Ins @
Ik Save & New - | |85 General| 4 Certificates l%—j ﬂ {) i | =8 [EHridure- (g y \EF'
) Send - & petails [ Al Fields ] @ B2 categorize ~ [ =58
Save & E-mail Meeting Call Business Spelling || Contact
Close | X Delete (83 Activities - Cara ¥ Followup - &/ - Notes
Actions Show Communicate Options Proafing || Onehote

Company: Where are we, Inc. Where are we, Inc.

Full Name... John Doe n John Doe

(222) 555-1212Work

KDL J0hn. doe @emalacdress com
Filg as: Doe, John [=]
Internet
Wemail, (-] [ich o
Display as: John Doe (john.doe@emailaddress.com}

Notes

Web page address:

» 30

IM address;
Phone numbers

[Business.. (] [zznsss-1o
oo 5
o )
otite.. ][]

Addresses

r—

[ This is the mailing
address

How to Create a Distribution List:

1. From the down arrow to the right of the New button,
select Distribution List from the drop down menu.

[ Inbox - Micresoft Outlook - o x

Edit View Go Tools Actions Help Type 2 question for help -
New vh@ (23 X | uReply CRReplyto All i3 Forward |8 W | L | [@ Search address books - @ &
34 Mail Message Ctri+N
(%) Postin This Folder Ctrl+Shift+5
Search Inbox A ~|%| To-Do Bar R
i Folder Ctrl+ Shift+E
Newest on top (~ 1 < July 2009 »
8 Search Folder. Ctrle ShiftP S0 T T G 5
Navigation Pane Shortcut... = 123 4
1l 5 6 7 8 91011
11:26 AM
Appointment Ctrl+Shift+A
@ 2er frle for 000657 d8 dSe/UNIVERSITY OF NORTH .. @ L 1218141516 17 18
[ Meeting Reguest Ctrl+Shift+Q 1123 AM LD “él S DE
= 26 27 28| 30 31
83 Contact Ctrl+Shift+C  pn Reservation Confirmation
& Distribution List Ctrl+ShiftsL N - 11:23 AM “Using Panels and Embedded
= 1:00 PM - 200 PM
& Iesk e 10:59 AM Webinar - See conference call
1 TaskRequest Ctrl+Shift+ U -
i Invitation to Bil's Retirement
S8 Journal Entry Ctrl+Shifte ] 10:56 AM 200 PM - 4:00 PM
AJ N Ctrle ShiftsN UC's Multipurpose Room 2
Note trleShift
10:54 AM MyCat Training/Updates for |
@ Intemet Fax Ctrls Shift+X 0 N P pale
HL 1727%; Sue Grid:
= ChgoseForm... 1024 M ue Grider
@} ChooselnfoPath Form... CtrlShift=T [ Arranged By: Due Date
5 10:09 AM
| Ouiook ta ..
= T AnnaMsFadden 1003 AM b
37 ltems Allfolders are up to date. {3 Connected to Microsoft Exchange *
H9 0+ ) Untitled - Distribution List _ = x
Distribution List | Inset  Format Text @

e | @T) 5] & o 50 2l B eq ¥

Save 8 % Delete | |Members| Notes | Select  Add Remove Updsts | Email Meeting  Categorize Follow Private | Spelling

Close Members  New Now - Up~

Actions Show Members Communicate Options Proofing
Name: ||
A Name E-mail

There are no items to show in this view,
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Name: | Name Of Distribution List

3. You should give your Distribution List a name that is
meaningful to you.

4. Now you can either add the members of your list
from the Global Address Book for WCU or you can
add other people who are not employees of WCU or
you can add your Contacts.

5. To add people from the Global Address Book, select
the Select Members button.

‘fﬁ"’\‘. (=] ¥ |5 Untitled - Distribution List - = X
_ﬁj/ Distribution List Insert Format Text @
W [Tl & SR EAIE
Sve & 3 Deiete | [WimBef Natec [ Seect | add Remoe Upcate || Emal Mecting || Ctegarie Fulow Prvte | Speling
Actions Show Members Communicate Options Proofing

13 Name

E-mail |

There are no items to show in this view,

6. To add people who are not employees of WCU
including Students, select the Add New button.

= IR
(0q) ) d
=
Distribution List Insert
=
h’i_l % Send ~ @ Q‘_J
Save & ¥ Delete | [Members| Notes
Close
Actions Show

Name: | Name Of Distribution List|

Untitled - Distribution List - = x
Format Text L]
I J Qﬂ &7 =i = [ ABC
8 & B Y E
Select | Add |Remove Update || E-mail Meeting | Categorize Follow Private || Spelling
Members New 0 - -
Members Communicate Options Proofing

L3/ Name

E-mail

There are no items to show in this view,

7. The following window will open.

Add MNew Member

%% Display name:

E-mail type:

E-mail address:

SMTP Custom type

Internet format: | Let Outlock decide the best sending format E‘

[T Add to Contacts

oK Cancel

8. Enter the persons name in the Display name: box.
9. Enter their e-mail address in the E-mail address:

box.

10. Do not change the E-mail type: or the Internet

format:.

11. If you want this person to not only be part of your
distribution list but also an individual in your
contacts, you will need to check the box Add to
Contacts.

12. When you have entered the new member
information, click once on the OK button.

13. When you have entered all the names for your
Distribution List, click once on the Save and Close
button in the top left corner.

Untitled - Distribution List - = X

N ’ B
o) d
—/ Distribution List Insert Format Text @

o @@J s &aE 't BYa U

Save & % Delete | |Members| Notes | Select Add Remove Updaste | E-mail Meeting | Categorize Follow Private | Spelling
Close Members New Now i Up~ o
Actions show Members Communicate Options Proofing

Name: | Name Of Distribution List

11 Name E-mail |
=l John Doe john.doe@emailaddress.com
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How do | Create a Signature for my mail 3. Select “Signatures...” button at the bottom right.
messages?

Options (-7 sl
1. Under the Tools menu, select Options [ Preferences | Mall Setup | Mai Format | Speling | Other | Delegates|
Message format
[ Inbox - Microsoft Outlook - o x
i Fle Edt View Go | Tools | Acions Help Typeaquestionforhelp v Choose a format for outgoing mail and change advanced settings.
 SiNew « @ 2 X Send/Receive » B2 ¥ | G | @ Seorchedress books + | @ g | Compose in this message format: [HTML .]
i & Snaglt [ | Window Instant Search 3
Mail %d gddmﬁwk SETED | %+ ¢ To-Do Bar — Internet Format... ] [ International Options. .. ]
: 2 Organize
F; ite Fold -
“E.’q [:Ixo)x :}5 [ Rulesand Ales.. s - Su Mo Jrlﬂy\:rueuin Fr 5; HTML format
[ sent Items Out of Office Assistant... E 123 4 . . . .
- : 5675 9wn Reduce the file size of the message by remaving formatting information
Mail Folders Mailbox Cleanup... 11:37 AM : A ! - - =
5] All MailTtems e vl ¥ LPEET thatis not necessary to display the e-mail message
= @%ﬂﬁ;ﬁ Gide) 5 Recover Dl CUNVERSITY OF HORTH .. e Rely on C5S for font formatting
5 ems (2
(7 Drafts 4] Forms ’ 11:23 AM Using Panels and Embedded i i
By L prsen et [[] save smart tags in e-mai
3 Application D = 1123 AM Webinar - See conference call .
(3 Application 51 Account Settings... rmation A FRE R Stationery and Fonts
[3 Cherwell Trust Center... 10:59 AM 2:00 PM - 400 PM .
35 dosotte Comtomize UC's Muktipurpose Room 2 " Use stationery to change your default font and style, change colors, and
anders  C ; —
D sarbaia | Gptionss 10:56 AM MyCal Tialoloodpdates forl A *  add backgrounds to your messages.
[ Bil Stahl - HL1727%; Sue Grider R
(3 DebbieJu: | Ea Regis Giiman 10:54 A'; S Stationery and Fonts...
(3 Jenny Owe _ Arranged By: Due Date.
L A doncccae B0 John D Hawes 10:24 AM .
33 Qualtrics Account Type a new task Signatures
= _ “4 Ronald Dayi 10:09 AN = \ . . .
F— Al folders are op to date. |3 Conmected to Microsoft Exchonge - - Create and edit signatures for outgoing messages, replies and forwards,
£
2. Select the Mail Format tab (third from left) from the Editor optians
Options window. ﬂ Change the editing settings for e-mail messages.
ﬁ Editor Options...
Options 7|l
| Preferences I Mail Setup | Mail Format |S|:|e||ing I Other I Delegatesl
[ QK J [ Cancel ] Apply
Message format

Choose a format for outgoing mail and change advanced settings.
\j Compose in this message format: | -] 4. Select the New button at the right of Signature box
Internet Format... ] [ International Options. .. ]

Signatures and Stationery (2=
HTML format
E-mail Signature | Personal Stationery
Reduce the file size of the message by remaoving formatting information Select signature to edit Choose default signature
thatis not necessary to display the e-mail message PR R P s——
Rely on C55 for font formatting Newmessages:  [(one) =
[T 5ave smart tags in e-mail | Replesifornards: | none) =

Stationery and Fonts
“i% Use stationery to change your default font and style, change colors, and Edit signature
'

add backgrounds to your messages. S i \ B s U Automatic

Stationery and Fonts... 3

»

Signatures
‘}& Create and edit signatures for outgoing messages, replies and forwards.

:

Editor options -

: ﬂ Change the editing settings for e-mail messages.
= Editor Options...

E

5. Give your new signature a name and click once on
] the OK button.

[ ok || cancel Apply

Mew Signature @

Type a name for this signature:

[ 0K J[ Cancel ]
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6. Inthe box provided, enter your signature and add
appropriate formatting. Our suggestion is to keep
your signature simple but elegant.

Signatures and Stationery -5 [E3a]

£-mail Signature | Personal Stationery |

Select signature to edit Choose default signature

[T . | E-mai account: | cqrider gemail.wau.edu E
frone) ]

New messages:

Replies/forvards: [(uone)

pelete | [ mew | [ sme | [ Revame |
Edit signature
Calibri (Body) 1 B I U Automatic [ ] = = | sdeusinesscard | & &
John Doe <

Where Are We, Inc. [l
87 Somewhere Lane
Anywhere, NC 00000

7. There are two drop down boxes at the top of this
window; New message and Replies/forwards:.
Select from the drop down box which signature you
would like to use for either of these message types.

Signatures and Stationery Co =S

E-mail Signature | personal Stationery |

Select signature to edit Choose default signature

T e T . | E-mai gccount:  [sgrider@email.nau.edu

New messages:

{none) -
Repliesforwards: [{100¢ B
" Work Sianature
pelete | [ mew | [ swe | [ mename | i
Edit signature
Cabri@ody)  [+][11[=]| B £ U Automatc [+ = = | Gdbusinesscard | & @,
John Doe -

Where Are We, Inc. |:|
87 Somewhere Lane
Anywhere, NC 00000

8. Select the OK button and you have created a
signature for your next e-mail message.

Signatures and Stationery ==

E-mal Signature | Personal Stationery |

Select signature to edit Choose default signature

| Emal gecount: |ogrider @email wou, edu [=]
New messages: [ E TN - |
Replies/fornards: [(none) =]
Delete | [ mew | [ save | [ mename |
Edit signature
calbri Gody)  [#][11]z]| B 7 © auomate [~]|[E] = = | Sdousnesscard | [ &
John Doe -

Where Are We, Inc. D
87 Somewhere Lane
Anywhere, NC 00000

9. Click the OK button on the Options window to
complete the signature setup.

How to Schedule Appointments:

1. By clicking on the down arrow next to the New
button in the top left corner, select Appointment from
the drop down list.

[ Inbox - Microsoft Outlook - = x
¢ File Edit Yiew Go Tools Actions Help Type 3 question for help
£ 3 New vb@ 23 X | SuReply C@Replyto All 53 Forward | BF W | § | (@ Search address books - @ L
i34 Mail Message CtilsN
%) Postin This Folder Ctrl+Shift+5
Search Inbox A ~|% | To-Do Bar » X
HCi o Folder. Ctrl+ Shift+E
- Newest on top |A 4 July 2009 »
[ gearch Folder.. Ctrl+ Shift:P 17 At S T T G
Neyigation Pane Shorteut. 1234
I g | 5 6 7 8 91011
#H Appointment Crl+Shift+A 11:26 AM = 21318 15 16 17 18
ﬂ Meeting Reguest Cerls Shift+Q Frile for 00e0b87 d8 d5</UNIVERSITY OF HLZIHBA:'i 19 20 Zlél 23 24 35
: 2 27 28 30 31
8 Contact CtrleShift+C b Reservation Confirmation
Distribution List Crl+ShiftsL 11:23 AM “Using Panels and Embedded
Using Panels and Embedded
- . " n Reservation Confirmation 1:00 PM - 2:00 PM
-‘i ?tR . E:’: ::‘2 E 1059 AM Webinar - See conference call
‘#_1 e " ' Invitation to Bil's Retirement
 Journal Entry Ctrl+Shift+) 10:56 AM 2:00 PM - 400 PM
) UC's Multipurpose Room 2]
] Note Ctrls Shift+N
! MyCat Training/Updates for |
3 Internet Fax Ctrl+Shift+ X 10:54 “ﬁ Tnchu‘uu AM ?{z:gg PM
HL17272; Sue Grider
55 ChooseForm.. 1024 AM
&) ChooselnfoPath Form... Ctrl+Shift=T [t Arranged By; Due Date
5 Outlook Data File... 100 A Type a new task
e 1 annamcrada 100380 k4
40 lterns Allfolders are up to date. £3 Connected to Microsoft Exchange *

2. This will open the appointment window.

N BN Untitled - Appointment P—

Appointment | Insert Format Text Add-Ins @

3] Calendar ( ¥ Recurrence (% £ )

@ Tore L] ) mee 2 )

X Delete @ TimeZones 1 ==

Save & Invite |Appointment|Scheduling | 3 15 minutes Spelling || Meeting
- H

T
Close Aftendees i Fonward ~ Assistant £ Categorize - § otes
Adtions show Options 5 | prooting | | OneMiote

o

Adjacent to another appointment on your Calendar. ‘

subject: ||

Locatjon: (=]
Start time: | Wed 7/28/2009 [=] 1z30mm  [<] a0 day event

Endtime: | Wed7/29/2000 [=] (100 pma [~

In Shared Folder: 5 Calendar

Enter the Subject of your appointment.

Enter the Location of your appointment.

Enter the date of your appointment.

Enter the beginning time and end time of your

appointment.

You can set a reminder for your appointment.

You can show the time on your calendar as Busy,

Out of Office, Tentative, or Free.

9. You can enter notes about the appointment in the
large space below.

10. When you are finished, you can then click on Save

and Close in the upper left corner of the

Appointment window.

o gk w

© N
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How to Schedule Recurring Appointments:

1. Open a new appointment using steps 1-4 above.
2. Select the Recurrence... Button at on the toolbar or
select Recurrence... from the Actions menu.

"L'“"“. =] y ) Untitled - Appointment - = x
Y e I @
u i % (3] Calendar ﬁl :__5 B sor |80 Recurrence| (3 \f—'f"
F= X Delete === @ TimeZones 1
Saved Inite |Appointment|Scheduiing || & 15 minutes - m spelling Meetmg
Close Aftendees g Forward - Assistant 8 Categorize - & Hotes
Actions Show Options 5 || Proofing || Oneblote
Adjacent to another appointment on your Calendar, |
Subject: ||
Location: [+]
Start time: | Wed 7/28/2009 [=] [1230pm [=] [C]an day eyent
Endtime: | Wed 7/29/2009 [=] [100em [~]

In Shared Folder: 7 Calendar

3. You need to fill out the form accurately. Your
recurring appointment should have a start time and
an end time. If you do not add an end time, your
calendar may be too full for anything else. It could
permanently disable your Outlook account if you do
not identify a start date and an end date for these
items.

4. When you are finished entering the details of the
appointment, select the OK button.

Appointment time

Start: 12:30 PM [-]
End: 1:00 PM [=]
Duration: | 30 minutes lz‘

Recurrence pattern

() Daily Recur every |1 week(s) on:

@) Weekly [F]5unday [[IMonday  [C] Tuesday Wednesday
(£ Monthly [ Thursday [ Friday [ saturday

) Yearly

Range of recurrence

Start: |Wed 7/23/2009 [+] ©@MNoenddate

") End after: |10 OCCUMTENCES
Endby: | Wed 9/30/2009 [~]
oK ] ’ Cancel Remove Recurrence

Appointment Recurrence @

How To Schedule a Meeting:

Open a new appointment.

Enter the subject, location and date of appointment
Enter the start time and end time of the appointment.
Select Invite Attendees... from the toolbar or from
the Actions menu. Your appointment will now look
like an e-mail message.

PP

‘Dﬂ =9 = - Lunch - Meeting .= x
S| Weeting | insert | Formettet | Addine @
\ 5& M = W oy . ¥ Recurence (5 ‘f 7i
@ TmezZones 1
Can(e\ Appointment, S(heduhng Meeting & | & 15minutes - |m Speling Meetmg
Invitation &5~ Assistant | Workspace eJ' His Categorize - § Notes
Actions Show Attendees Options 5 | proofing| | OneNote

Invitations have not been sent for this meeting.
This appointment occurs in the past.

Someone specil

=1 | | subiect  [Luncn

send
> Location: | Olive Garden =

Start time: | Wed 7/29/2008 [=] [1z00m  [=] [C)aN day eyent
Endtime: | Wed 7/29/2009 B 1:00 PM [=]

I} » [0

4

In Shared Folder: 55 Calendar

5. Using the To button, open the Address Book and
select the members that you would like to invite to
the meeting.

'En\; 239 y )= Lunch - Meeting = x
SO iceting |t romet re WA ine @
\ .u.g C¥Recurrence (5 I
8 e - = | 745
@ Time Zones  { 5=t
Canzel \Appointment smedmmg Meeting 2|15 minutes | Spelling || Meeting
Tnvitation 5 ~ Assistant || Workspace eJ‘ 85 Categorize - - Notes
Actions Show Attendees Options % | Praofing || OneNote

Invitations have not been sent for this meeting.
This appointment occurs in the past.

|

= || subject [Lunch

send
0 Location: | Olive Garden =

Start time: | Wed 7/29/2009 [=] [1z00em  [+] Clanday epent
Engtime: | Wed 7/29/2009 B 1:00 PM [~]

il » &1

Kl

InShared Folder: 7| Calendar

Page 11 of 13



6. Notice that the designations at the bottom of the
window have changed. They are Required,
Optional, and Resources. Required is a person who
must attend the meeting. Optional is a person who
has been invited but they do not have to attend the
meeting. Resources are rooms or facilities that
would be needed for the meeting.

Select Attendees and Resources: Global Address List (]

Search: @ Name only () More columns ~ Address Book

| Go Global Address List - Adyanced Find

| Name Title Business Phone |
= Aaron Ball Assodate Professor 2150 -
& Aaron Brunck Network Analyst |
& Aaron Carter [
& Aaron D'Innocenzi Student Program Coordinator 3538
& Aaron Krauss Technalogy Support Technician 2675
& Aaron Rogers Auxliary Officer 7301

&, Academic Affairs Division

&, Academic Affairs Office

Q Academic Computing Suppor...
& Academic Success Program Academic Success Program 2217
& Accounting Club 7
4| m | 3

7. When you have finished selecting the attendees of
the meeting, click once on the OK button.

8. When you are finished with the invitations, you will
click on the Send button just as you would send an
e-mail.

How To Copy an Irregular Appointments from
on day to another day:

1. Create the first appointment

2. While holding the Control key on the keyboard
down, drag the appointment to the next day the
meeting will take place. You can drag an
appointment to as many days as you need.

How To Delegate Rights for Others to See My
Calendar or Inbox:

1. Under the Tools menu, select Options

2. Select the Delegates tab (1st on the right)

Options

a

553
| Preferences I Mail Setup I Mail Format I Spelling I Other | Delegates

Delegates

O 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.

‘Annette Parris Add...
Barbara Ashe
IT Division Staff
Jenny Owen

Remove

Permissions...

Properties...

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

[ OK J[ Cancel ][ Apply ]

[ Inbox - Microsoft Outlook - = x
! File Edit View Go | Tools | Actions  Help Type a question for help
P diNew - |1 23 X Send/Receive * [B2 ¥ | 7 | @ Search address books - @ 2
§ @ Snaglt [/ | Window Instant Search 3
- [ AddressBook..  Ctrl+Shift+B
Mail . Inbox P~ % To-Do Bar » %
%4 Organize
Favorite Folders o Y Newest on top el | ] July 2009 4
- ¥ ules an erts...
(5 Inbox (1) : y SuMo TuWe Th Fr Sa
[ Sent Items Out of Office Assistant... =| 12 3 14
5 6 7 8 91011
Mail Folders Mailboy Cleanup. 132PM
‘g]‘HM e 6,/01,/2009 ) 12 13 14 15 16 17 18
ail tems 5) Empty "Deleted ltems" Folder — 1 20 Zlél B 2425
e : 2 27 28[29) 30 31
= & Mailbox - Sue Gridet) 5 Recover Deleted ltems..
3] Deleted Items (2!
(7] Drafts [4] G O el Using Panels and Embedded
= [ Inbox (11} Macro » 1:00 PM - 2:00 PM
=3 Application D - 11:42 AM Webinar - See conference call
L3 Application 51 Account Settings... Invitation to Bil's Retirement
L3 Cherwel Trust Center... 11537 M 2:00 M - 400 PM
= [ T0's Office C UC's Multipurpose Room 21
Customize.. —
3 Al'sanders 11:26 AM MyCat Training/Updates for |
B Barbara A4 Eyimes /UNIVERSITY OF NORTH... © Thu 10:00 AM - 12:00 PM
[ Bil Stahl HL1727%; Sue Grider
5 Debbie Ju: || =1 Annette Parris 11:23 AM _—
Jenny O Faculty Luncheon Resevation Confirmation
[ Jenny Owi Arranged By: Due Date
,,,,, i1 Annette Parris 11:23 AM

Faculty Luneheon Reservation Confirmation Type a new task
Natalie Broom 10;53 AM =

=k Eie RNl PN

42 tems Allfolders are up to date. €3 Connected to Microsoft Exchange ~

3. Select the Add button to add a new person to give

rights to

4. Select the person or Group from the Global

Distribution List that you wish to assign rights. Click
once on the Add button at the bottom left of the
window. This person must be in the WCU Address
Book.

Add Users [l

Search: @ Name only () More columns ~ Address Book

anna m| Go Global Address List - Adyanced Find

| Name Title Business Phone |
£ Anna McFadden Director 2093 -
& Anna Thompson Administrative Support Associate 3818 s
& Annada Hypes 7469 A
8 Anne Aldrich Executive Assistant 3012
& Anne Campbell Administrative Support Spedialist 3091
& Anne Lauder Library Assistant 3412
& Anne Rogers Professor 2443
& Anne Vail Director of Client Services 7487
8 Anne-Marie Jones Visiting Assistant Professor 3524
& Annette Debo Associate Professor Director of Literatur... 3919
& Annette Parris 3427
& Annice Brown Business Counselor 251-6025

& Annual Giving
8 Anguel McColum Assist, Mens Basketball Coach 2020
& Anthanu Fldare Viciting Tratr imter 2901 i
4| m | b
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5. Select the OK button.

6. A new window will appear and you will be allowed to
assign rights for that Group or individual to have no
rights, editorial right, author rights or read rights.
Select what is appropriate for each of the different
objects in the list.

Delegate Permissions: Anna McFadden @

This delegate has the following permissions

i

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

Mone
Delegatt peyiewer (can read items t to me
Author (can read and create items)

Tasks _Editc-r (can read, create, and modify items)

Inbox [None v]

Contacts [None v]

Motes [None v]

| R

Journal [None v]

[ "] automatically send a message to delegate summarizing these permissions
|:| Delegate can see my private items

[ OK l[ Cancel ]

7. Read and check each of the check boxes to see if
they apply to what you need that individual to be
able to do.

NOTE: Be sure to un-check the box “Delegate receives
copies of meeting-related messages sent to me”.

8. At the bottom, it is recommended that you check the
first box, “Automatically send a message to delegate
summarizing these permissions”. This will send an
e-mail to the person you are assigning rights to so
that they know what rights they are getting. Also,
you have the option to allow that person to see your
private items such as doctor appointments, or lunch
appointments.

9. When you are finished, select the Ok button.

10. Click the OK button again to complete the process.
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