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CALENDAR

To Include Holidays on Calendar: N -

Select File tab - Options - Calendar -> Add Holidays. ‘

To Accept a Shared Calendar: Open a Share Calendar email - Select Open this Calendar

[ open this Calendar

I'd like to share my calendar -- CSS Calendar with you
Allen DeVane
Allen DeVane (adevane@valdosta,edu) has invited you to view his or her “CSS Calendar” calendar. Click the Open button above,
Thu 6/10/2010 10:06 AM
© Lorrie S. Proal; # Kathy J. Sundin;  Sterlin J. Sanders; ® Brian S. Anderson; # Benjamin K. Li; # Michael Young; Mark A, Vern

©A  Allen DeVane - CSS Calendar
CEH  Microsoft Exchange Calendar

To Share a Calendar: (In Calendar Section of Outlook)

®

Publish  Calendar
1. Select Share Calendar from toolbar - Add users i
2. Adjust the Details accordingly - Send Share
To Change Calendar Permissions: (In Calendar Section of Outlook) |:j E @ @
Select Calendar Permissions from toolbar E-mail ~ Share Publishf Calendar
Calendar Calendar Online 4 Permissions
Share
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To View Other Calendars: (In Calendar Section of Outlook)

Select Home tab - Open Calendar - Choose from the drop down options - OK
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New New New Today Next7 Day | Work Week Month Schedule Open [JCalendar E-mail e Publish er
Appointment Meeting Items ~ Days Week v View Calendar ~JGroups ~ | Calendar C iar Online v Per
New GoTo Arrange Calendars Share Find
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If the owner has not shared their calendar or given you permission to view details, you will only see Busy or

Tentative for their existing appointments.

To Create a Calendar Group: (In Calendar Section of Outlook)

Select Calendar Groups - Create New Calendar Group > Name Group - Add from Global Address
Book

File. y Home Send / Receive Folder View
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To Schedule Meetings with Scheduling Assistant: (In Calendar Section of Outlook)

1. Choose Date/Time of Scheduled Meeting - Home tab - New Meeting > New Meeting
2. Select Meeting tab - Scheduling Assistant - Add Attendees.

CONTACTS

Meeting Insert Format Text Review Developer
= cal o — an 5 o =1 - | 1 @ pri
x [3] catendar lﬂ” __) “’ju ggﬂ &Jﬁj | j B2 show As: || Busy > " IQ L& N & Pr.lvate
i5p Forward ~ E=] ot ¥ High Importance
Delete AppointmeniflSchedulin Cancel Address Check Response | . Reminder: 15 minutes ~|Recurrence  Time |Room | Categorize
[N] onenote Assistant | Invitation Book Names Options ~ Zones |Finder | v § LowImportance
Actions Show Attendees Options Tags Zoom |
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To Create a Contact Group: (In Contacts Section of Outlook)

Select Home tab - New Contact Group - Name Group -> Add Contacts - Save & Close

File I Home Send / Receive Folder View Developer Add-Ins

Sl 3B X D%E|[D] 3 <

New @ New Contactll New Delete

368 &5 & HYa

E-mail Meeting More | | Business C.. Card Phane List Move Mail OneNote | Forward Share OpenShared | Categorize Follow Private
Contac] Group [items~ - v Merge Contact* Contacts  Contacts - Up~
Hew Delete Communicate Current View Actions Share Tags Find

To Change Contact Format: (In Contacts Section of Outlook)

Select the desired contact format from toolbar.

Business C... Card Fhone List

Current View

To Share Contacts: (In Contacts Section of Outlook)

Select Folder tab - Share Contacts > Add Contacts > Send

File Home Send / Receive Folder View Developer Add-Ins o | [
: = H:h Copy Folder s-_ = m de. Subject: |Sharing invitation: Kathy J. Sundin - Contacts
= — = = en
Ll l e - = E [T Request permission to view recipient's Contacts folder
Mew a . . Share Spen Shared Folder Folder AllnwrecipwenttoviewynurContactsfnlder
Folder F Contacts | Contacts Permissions Properties g=| athv . Sundin - Contacts
MNew Share Properties [,‘EJ Microsoft Exchange Contacts

To Forward Contacts: (In Contacts Section of Outlook) R .igj =

Share Open Shared
Contacts Contacts

(83 AsaBusiness Card

1. Select Home tab > Forward Contact > Chose format

2. Add contact information > Add contacts > Send

r'_% As an Qutlook Contact
5 Forward as Text Message
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EMAIL

To Add Blind Copy to Emails: Open an email - Options tab - BCC.

To remove the Blind Copy field: Select BBC again.

S| Iz Untitled - Message (HTML) - e|E| %
[P Message  mnsert L options | FormatTedt  Review 7}
I colors - =g =1 , o0 —1 O
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b EﬂEdS =t ~ Buttons ~ Item To v Delivery Replies To
Themes Show Fields. Permission Tracking More Options
To.
(=1 =
Send
Subject:

To Track Sent Emails: Open an email = Options tab = Indicate the type of receipt to receive.

To apply this feature on all future emails:

Select File tab > Options - Scroll down to Tracking - Select appropriate setting(s)

Al Iz Untitled - Message (HTML) - =& | %
[PEE] Message  mset | options | FormatTed  Review 7}
IS colors ~ 8 8= 7 o0 =
s, 0 i I =% Y3 o
As Alrents - = e Le Of |0 Requesta Delivery Receipt Y = &
Them Bcc  From | Permission | Use Votin@l[] Request a Read Receipt ] Save Sent Delay Direct
- - Buttons Item To ~ Delivery Replies To
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Send
Subject:

To Set Up Away Messages:

Automatic Replees - Mosowsk@gveuedu B

1. Select File tab > Automatic Replies - Select Send Automatic Replies

2. Designate Start time and End time - Type message - Select OK

Bl e vy Srganization | Outside My Orgazaton (01

) o=
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To View Email as Conversation: (In Email Section of Outlook)

Select View tab > Show as Conversation

Rev.7/22/2014
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To Change Viewing Screen: Select View tab > Change View - Choose desired View

JFile, Home  Send/Receive  Folder | View a
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Mavigation Reading To-Do People
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Layout People Pane

To Open New Window: Select View tab > Open in New Window.

Navigation Pane - provides options for viewing mail folders.
Reading Pane - provides options for viewing emails without opening them.

To Do Bar - provides an overview of calendar, tasks and upcoming meetings.

Home Send / Receive Folder View

a
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Current View Conversations Arrangement Layout People Pane window

To View Multiple Non-Consecutive Days: While holding down the Ctrl key, select dates from the small

calendar located in the upper left screen. g
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