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1.0 Introduction

Microsoft Outlook is the official email system for CSUB. Outlook allows you to send and receive messages,
schedule appointments, manage tasks, work with your address book, and organize your mailbox. With
Outlook, you can access Outlook from most devices, using the desktop, mobile, or web apps.

This guide is designed for use with the Outlook desktop app. It will assist you with performing basic tasks
using the Outlook features.

2.0 Getting Started

Getting started with Outlook is a process. The process begins with you setting up your account on Office 365.
Next, you will need to setup and configure Outlook to access your Office 365 account.

2.1 Configuring Outlook

In this step, you will setup and configure Outlook to access your Office 365 account.

1. Use the App Launch pad to,
e |ocate the Outlook icon and

e Click the Outlook icon

2. From the Outlook menu, click Tools

[ ‘:..a . Meeting

é\mvgl II‘V;V Delete Reply Reply Forward Attachment
3. On the Tools tab, click Accounts 2l o [

a-‘, E Z (Onlne
f Out of Puglic Import Sync  Sync Online/Cffling
Office Folders Status  Errors
4. On the Accounts page, click Exchange or Office 365 Aecounts
Add an Account

To get started, select an account type.

(@ S om.xﬁD

Other Email

\;‘ Add Outlook.com, iCloud, Google, Yahoo! or other online amail
accounts.

5. On the configuration page,

Enter your Exchange account information.

e  Enter your Email address Eomall adcroes: | gueshi eld.onmicrosaft com

Authentication

e Leave the default for Method Method: | User Name and Password B

. User name: ashir i i col
e  Enter email address for the user name = -

Password: | sesseess| |

° Enter your password [ Configure automatically
e Click Add Account Cancel
02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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6. If you receive a similar message,

e Click Allow

e  Click Always use my response for this server

Outlook was redirected to the server
autodiscover-s.outlook.com to get new

settings for your account

g g |d.onmicrosoft.co
m. Do you want to allow this server to

configure your settings?
http i outiook. todi
autodiscover.xml

Click Allow only if you fully trust the source, or if your
i i you to.

| %}w% use my response for this server

Ce) o=

7. Outlook opens.

» Smant Folders

@ Cuter ks M m | Locator Conference Room
) RSS Feeds New Time Proposed: Quick Meeting " T3 John Adams has tentatively acce.
» 3 Syncissues : = 1 may belate, | am coming from a
L) Subscrived Pudlic Folders  John Adams ) meeting across campus.

®e Tentative:Offic...
John Adams
Tor George Washington
Wher: Tuesday, October 27, 2015 o

Decined: Department Meeting

John Adams o
Aecepted: Recrustment Meeting

» John Adar
Oopartmen

John Adams
Department Meeting Vesterao

¥ 2 Weeks Ago

People Tasks <

All folders are up 1o date.  Connected 10: Onmicrosot

2.2 Accessing Outlook

These instructions will guide you in accessing Outlook from your personal computer or laptop.

1. Click the Outlook icon from your launch pad

2. Outlook opens.

Mail Calendar

ltams: 18 Unrean: 2

] Acoresa ook S &
5 Receive

Arraean By Canversations Newest on Top

range By *®s FW: Report Request
Yesterday
Jobn Adame George Washington
Jonn Adams has shareq ‘Consotution Dratt a Thurscay, September 10, 20.

Q| e e documens that Jorn Adams shared with you. Op To. John Adams

@ Completod on Thursday, Sepiember 17, 2015,

Pisiss send st iformatin on th et of the
.

¥ Last Wesk

» George Washington
Fisad: Al Hands Mesting

George Washington ]
Payonecks w1
Please stop by my of
Gaorga Washington

People Tasks Notes <

Al folders are up o dats. _ Cannected fo; Onmicrosaft
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3.0 Outlook Overview

Outlook has several modules to assist you with communicating with others, scheduling appointments, and
many other activities. The modules include Mail, Calendar, People, Tasks, Notes, and Folders. This list
below describes briefly the functions of these tools.

Mail Calendar
*Send and receive messages. eSchedule appointments and
meetings
L L
People Tasks Notes
¢ Maintain your contacts or your e Create To Do list with due dates ¢ Create notes or lists of
address book. and more information. information
L L L

3.1 Ribbon

The Ribbon contains context sensitive functions for each Outlook module or tool. Groups are used to
organize related functions.

0 e > m Y. & . . -~
Ligh X Celfalty & o - ¥ ~-
New Mew Delete Reply Reply Forward @ﬂ Move t)) A Tags Filter L_i Address Book Send &
Email  Items All Email Receive

3.2 Quick Access Toolbar

The Quick Access Toolbar is a customizable menu. You can select your most commonly used functions and
add them to this toolbar. Once added to the toolbar, you can quickly access these functions.

] =

3.3 Folder Pane

The Folder Pane is located on the left-hand side of the screen. From this pane, you ® Inbox B
can view your Inbox, access your Sent ltems, or empty your trashcan. i Drafts

(3 Sent ltems
» [k Deleted ltems

o
Clutter [1]
3 Archive
1 com 108
» O sync Issues
[E) subscribed Public Folders

© Junk Email

» Smart Folders

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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3.4 Navigation Bar

The Navigation Bar is located at the bottom. From the Navigation Bar, you can move between the Outlook
modules, such as the Calendar and Tasks.

Mail Calendar FPeople Tasks MNotes

3.5 Status Bar

The Status Bar provides information and additional capabilities depending on the module you are using.

| ltems: 18  Unread: 2 All folders are up to date. Connected to: Onmicrosoft

ltems: 18  Unread: 2

e Status Message
In the Mail module, the Status Bar displays information about your messages. For example, the
Status Message can show the number of mail items in your inbox. In this case, there are 18 mail
items of which two are unread.

4.0 Mail

This section covers the Mail module. From the Mail module, you can send and receive, work with, and
manage your emails. By default, Outlook opens to the Mail module. However, you can access the Mail
module by clicking Mail on the Navigation Bar.

‘ Mail Calendar Feople Tasks Notes

4.1 Creating and Sending Email

These instructions will assist you with creating and sending an email.

Home

2 e - x _ e
= e e =

Mew Mew Delete Reply Reply Forward U=

Email Items Al

1. From the Home tab, click New Email

2. When the new email opens,

To: Gaorge Washington

e Inthe To field, type the person’s name or email

address. Ge: () Benjamin Franklin
e (Optional) In the Cc.. field, type the person’s

Bee:

name or email address that you would like to

carbon copy.

e (Optional) In the Bcc.. field, type the person’s
name or email address that you would like to
blind carbon copy.

You can click the 58; button to search for their email
address.

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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Subject: | Constitution

3. To complete the message,

George:

e |n the Subject, type the subject of your email.

| read the draft constitution and made revisions. Please review and
comment.

e |n the body, type your email message.
LA

4. When satisfied, click the Send button. r E Gallbrl
é

Send Paste B I U abe A

4.2 Attaching files

You can easily attach documents to your email. You can either drag and drop the file to the body of your
message or use the Attach File button. These instructions will guide you in attaching a file using the Attach

File button.

1 From the Message tab, click Attach File
2. Onthe next screen, o Eme T e e
. . . B MMy Fiee iy, 108 PM
e Navigate to the desired file M"'
e Select the file —
e Click Choose e
e e e —
3. Once the file is attached, you can attach more files, if 5
desired. ey
1 read the draft constitution and made revisions. Please review and comment.
Ty
4. When satisfied, click the Send button. ) Calibri
EX| ) n
Send Paste B I U abe i

4.3 Receiving and Reading Messages

When you receive messages, they will appear in your Inbox. From your Inbox, you can read and preview your
messages. These instructions will guide in receiving and reading your emails.

1. Your messages will appear in your Inbox

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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Arrange By: Conversations & Newest on Top ~
[ Bwe o %e FW: Report Request
£ Drafts ¥ Yesterday
E3 Sent Items John Adams George Washington
John Adams has shared 'Constitution Draft' Yesterday Thursday, September 10, 20
> [k Deleted ftems o Here's the document that John Adams shared with you. Ope To: John Adams
Glutter & v Thursa
j VUG @ Completed on Thursday, September 17, 2015.
B3 Archive George Washington & "
B com 108 Task Request: Grant Proposal 9/17/15
Subject: Grant Proposal Start Date: Monday, September 21,... From: John Adams
» 8 syncissues Sent: Thursciy, September 10, 2015 12:56
[5) Subscribed Public Folders 7 Vednesday To: George Washington
Subject: Report Request
George Washington %
& Junk rmall Canceled: Department Meeting 816015 Please send me latest ir formation on the state of the
| am canceling the mes fng. John Adams Second President o... country. .
[ e Sndar  People  Tasks comemeane I raview Pane J <
—— N
ltems: 18 Unread: 2 All folders are up to date. Connected to: Onmicrosoft
i 1 Amange By: Conversations & Newest on Top ~
2. There are two methods for reading your emails. we By P" %] RE: Report Request

 Last Week

Method 1 [— George Washington
" Thursday, September 10, 20,

RE: Report Request

L4 You can select it and | should have oday. From; John Adams Sert: Thurs Tor John Adams
H . George Washington €
e Read it from the preview pane S AR
It showed | replied, but the reply was not received. From: Joh. sk ot e
Sent:Thursay September 10, 2015 1256
7 2 Weeks Ago TozGeorge Washingtn
Subject: Report Request

» George Washington, Old Gym
Nesw Time Proposed: Planning Meeting 945 Please send me ltestinformation on the sate of the
| have  scheduling conflc, Lets move the mesfing out an hour, | CouRtR

3. Method 2 ;‘(9 . - .
) ) . ) L | l‘_| LI Hg Meeting r_/v © Junk ~
e You can double-click the email and it will o | o e ot [ atacent | Mo {2, e

open in a different window
®*e RE: Report Request

George Washington
Thursday, September 10, 2015 at 2:16 PM
To: John Adams

I should have it ready, today.

From: John Adams

Sent: Thursday, September 10, 2015 12:56
To: George Washington

Subject: Report Request

Please send me latest information on the state of the country.

4.4 Responding to messages

You can respond to your emails from your inbox by opening the email or from the preview pane. Your
options for responding to messages include replying, replying to all, and forwarding. These instructions will
guide you in responding from an open email.

e Reply
Your response is sent to sender

e Reply All
Your response is sent to everyone addressed on the email

e Forward

Your response is sent to the person you select.

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved. Page 10
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4.4.1 Replying to Messages

These instructions will guide you in replying to messages.

| Re: Report Request
| e Type your reply here F
From: George Washington
Date: Saturday, September 19, 2015 at 2:36 PM

To: Tammara Sherman
Subject: Report Request

1. From your Inbox, open the email you want to reply to. e S ERE e & Newest on Top ~
¥ Today
George Washington
Report Reqguest 36 PM
need a status report on your top two projects. G. W,
2. On the Message tab, click Reply or Reply All Message
x Lel ILel L; E('_ Meeting
Daleta Reply Reply |Forward @LI Attachment
All
3. When the new email opens,
Galibri = °//” [as]- |
e Type your reply in the space above the original = P {
message To: | George Washington S
. Co: 5
° C|ICk send Bee: S
Subject:

4.4.2 Forwarding Messages

These instructions will guide you in forwarding messages.

1. From your Inbox, open the email you want to forward. e S ERE e & Newest on Top ~
¥ Today
George Washington
Report Reqguest 36 PM
need a status report on your top two projects. G. W,
2. Click Forward Message
x I—el “_é I_; E‘_ Meeting
Delete Reply Reply | Forward M Attachment
All
3. When the new email opens,
Galibri v|l14 ~ = a= % D' |
e Inthe To, enter the recipients name or email B | g ][ A ]2 BA == =] | racn | Picures |
I
a d d ress (George Washington |61
. - Cao: [BS]
e Type your reply in the space above the original Bee =
message Subject: | Re: Report Request
| S, TVDB yOUT reply here
e Click Send .
From: George Washington
Date: Saturday, September 19, 2015 at 2:36 PM
To: Tammara Sherman
Subject: Report Request
02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved. Page 11
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4.5 Working with attachments

When you receive an attachment, you can preview, open, quick print, save, copy, or remove it. These
instructions will guide in working with attachments.

4. When an email contains an attachment, you will see a
paperclip icon. Double-click the email to open it.

¥ Today
George Washington
Constitution Revisions 3:00 PM

| have attached the constitution draft with my revisions G. W.

5. Double-click the attachment to open it.

Constitution Revisions

George Washington

Saturday, September 19, 2015 at 3:00 PM

Tor Jol

&' (8 Constitution - Revised.docx (38.1 KB) )| Preview

| have attached the constitution draft with my revisions

G.W. A

6.  The attachment opens in a new window.

Home [ e e L
Calibri (Body) 12
Paste
@ Read Only To save a copy of this document, tap Duplicate.
3 = 1 2 5
E B | i ! i | I

Constitution

| This is the draft Constitution.

7. For additional options,

e Right-click the attachment

e Select an option from the pop-up menu

e Follow the screen directions, if applicable.

R Open
Save As...
Preview
Remove

Save All...
Preview All
Remove All

Search With Google
Add to iTunes as a Spoken Track

4.6 Deleting Messages

You can delete an email message from your Inbox or while the email is open. These instructions guide you

deleting an email from your Inbox.

1. From your Inbox, select the email you would like to ¥ Today
delete. George Washington «
Report Request 2:36 PM
| need a status report on your top two projects. G. W.
2. On the Message tab, click Delete Message _
x l_el l: é L; E('_ Meeting
Deleta Feply Reply Forward @‘LI Attachment
All
02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved. page 12

Last Modified by tsherman on 10/29/2015

CSU Bakersfield




Faculty & Staff
Outlook 2016 for Mac— Basics
Quick Reference Guide

3. The message disappears from your Inbox.

When you delete an email message, the message is moved to your Deleted Items folder. If you inadvertently
delete an email message, you can retrieve it from this folder, provided you have not emptied the folder.

4.7 Restoring Deleted Messages

When you delete an email message, the message is moved to your Deleted Items folder. If you inadvertently
delete an email message, you can retrieve it from this folder, provided you have not emptied the folder. These
instructions will assist you in restoring a deleted email message.

1. From the folder pane, click the Deleted Items folder in [#) Inbox a
the Folder Pane.
5 Drafts
E3 Sent ltems
@ Deleted ltems 9
2. From the Deleted Items folder, right-click the email v Thursday
message @ JohnAdams  New Building Meet@
F.Tr lcardo Center Accepted: Fall Potluck
Open Message
3. From the menu, Print...
Reply
e Click Move A
Forward Special >
e Click Choose Folder... Mark a5 Read
Attachments >
Sender > |
Move to Clutter |
Junk Mail [
Priority >
Follow Up [
Categorize >
View Source Choose Folder... 08M
Delete | e S
4. On the next window, 1 o
e Inthe search box, begin typing the name of B lbex 2
the folder, such as Inbox o Inbox
= On Mv Computer/Inbox
e From the results, click Inbox Gancel é
e  Click Move
5. Your email message is moved back to your Inbox. (8} nbox i #rronas By: Convarsations & a0 bpL
[El Drafts ¥ Thursday
(3 Sent ltems John Aqams _ =
r S“ B o :‘l’z\:__lE_lzlltri\r;gsgz?:n_g HVAC for the new building, e
Clutter @ v wednesday
02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved. Page 13
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4.8 Emptying Deleted Items Folder

When you delete messages, they are moved to your Deleted Items Folder. They remain in the folder until it is
emptied. These instructions will guide you in emptying your Deleted Items folder.

1. To begin, right-click Deleted Items & Inbox 2

5 Drafts
E3 Sent ltems

@ Deleted Items 9

2. From the pop-up menu, click Empty Folder. Open in New Windowk

Once the items are deleted, they cannot be New Folder
recovered.

Copy Folder...

Mark All as Read

Empty Folder

Apply Rule >

Synchronize Now
Sharing Permissions...
Properties...

4.9 Printing Messages

On occasion, you may want to print an email message. The common method is using the File menu from an
open email message. These instructions will walk through this process.

1. From your Inbox, open the email you want to print ®e Report Request

John Adams
Saturday, September 19, 2015 at 2:33 PM
To: John Adams

I need a status report on your top two projects.

G.W.
2. From the Quick Access Toolbar, click the Print icon o rn]
=
3. On the Print screen, Printer: | Brother HL-4570CDW series B
. P its: | Two-sided
e Make your selections . 8
Copies: | 1 12| B Two-Sided
o Click Print Pages: Al [
k S

1of1

PDF ) Show Details Cangel @

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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4.10 Creating Signatures

An email signature is the block of text that is added to the end of your email message. Typically, it contains
your contact information, such as name, title, department, business address, phone number, fax number, and
email address. You can have signatures for new messages and for replies and forwards.

4.10.1 Creating Signatures for New Messages

When creating signatures for new messages, you can specify whether your signature applies to new
messages, to replies and forwards, or to both. These instructions will guide you in creating a signature for
new messages.

1. To begin, click the New Email
O . Y = —_—
& X e e L ¢
New Mew Delete Reply Reply Forward [0
Email Items Al
. . | Message [IECHITE
2. Onthe Message tab, click Signature r — oo ) 9 | [ag- e e
Paste B I |U]abe| Al- 2] Attach  Pictures (g Hyperiinkc +
File_
3. Click Edit Signatures... + | signature - '
g o
Pictures Edit Signatures...
' Standard I
4. In the Signature name, click + Signature name
Standard
+4_(
5. Double-click Untitled Signature name
Standard
J’_ f—
6. Type a name for the signature, such as New Messages
Signature name
Standard /
New Messagesl
7. Inthe Signature box, type your signature text o Ada e
Second President of the United States
Executive Branch
Phone: 661-555-1212 | Fax: 661-555-1213
Email:
jadams@CSUBakersfield.onmicrosoft.com
Web: www.csub.edu/training
8. From the Choose default signature, Account: | Onmicrosoft (John Adams) B
. N : | New M <
¢ In the New messages, click the down arrow and e messages: TEN EEEES
. . Replies/forwards: = None B
select your signature (i.e. New Messages)
e Close the window
02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved. Page 15
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signature will appear.

9. The next time you compose an email, your new

To: ||
Cc:

B B

Bee:

Subject:

lohn Adams
Second President of the United States
Executive Branch

Phone: 661-555-1212 | Fax: 661-555-1213
Email: jadams@CSUBakersfield.onmicrosaft.com
Web: www.csub.edu/training

4.10.2 Creating Signatures for Replies and Forwards

You can have different signatures for your new messages and for replies and forwards. You can specify
which signature to use when. These instructions will guide you in creating a signature for replies and

forwards.

1.  To begin, click the New Email

- X Loy =

MNeww Delete Reply Reply Forward @M
Items All

2. On the Message tab, click Signature

[P Ovtions
B x o= TP
Send  Paste B I Ulabe A - &« Atach Pictures ‘:}Hyper\\nk'
_— File.

3. Click Edit Signatures...

DY .Qslgnamm - !

Pictures Edit Signatures...

Standard

4. In the Signature name, click +

Signature name
Standard
New Messages

+

5. Double-click Untitled

Signature name
Standard
MNew Messages

J’__

6. Type a name for the signature, such as Replies and

Signature name
Standard

Forwards MNew Messages
7. In the Signature box, type your signature text Signature

lohn Adams

02016 Outlook Mac Basics - QRG
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8. From the Choose default signature,

e In the Replies/forwards, click the down arrow
and select your signature (i.e. Replies and
Forwards)

e Close the window

Account: | Onmicrosoft {John Adams)

New messages: = MNew Messages

Replies/forwards: | Replies and Forwards

Notice you have the option to select any of your
signatures.

9. The next time you reply to or forward an email, your
new signature will appear.

To: | George Washington

B 03 B3

Subject: | Re: Constitution Revisions

John h

From: George Washington

Date: Saturday, September 19, 2015 at 3:00 PM
To: John Adams

Subject: Constitution Revisions

4.11 Setting up Automatic Replies

You can set up automatic email replies, such as when you are away on vacation or business. The process
involves creating a template and a rule. These instructions cover the steps involved.

1 Click the Tools tab

PSS XX

MNew MNew Delate Reaeply
Email Items

2. On the Tools tab, click Out of Office

Tools .
ol ig 25

Accounts Cut of | Public Import
Cffice /Folders

o

3. On the Autoreply Settings page,
e Click Send automatic replies for account

e In the Reply once to each sender with, type
your autoreply text

[ ) Autoreply Settings
Send automatic replies for account “Onmicrosoft”

Reply once to each sender with:

I am out of the office until Wednesday, September 30, 2015. If you
need to speak with someone right away, please contact George
Washington.

4. e Check only Only Send replies during this time
period

e Select the start date and time

e Select the end date and time

Only send replies during this time period:
Start time:  9/28/2015 ]  8:00 AM
End time: 9/29/2015 [] 5:00 PM

02016 Outlook Mac Basics - QRG
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from people outside of CSUB, then

organization

e Check Send to all external senders

enter your autoreply text

5. (Optional) If you want to reply automatically to email

e Check Also send replies to senders outside my

¢ In the Reply once to each external sender with,

Also send replies to senders outside my organization
"1 Only to senders in my Contact list
© send to all external senders
Reply once to each external sender with:
1 am out of the office until Wednesday, September 30, 2015. If you

need to speak with someone right away, please contact George
Washington at 661-555-1212.

Click OK
4.12 Turning off Automatic Replies
These instructions cover turning off automatic replies.
1. Click the Tools tab - > (=]
Home Organize Tools
PSS XX ca

Email Items

2. On the Tools tab, click Out of Office

Home Organize Tools .
= (g =3

Accounts Out of | Public Import
Office SFolders

automatic replies for account

3. On the Autoreply Settings page, uncheck Send

[ ] Autoreply Settings

C]Send automatic replies for account “Onmicrosoft”

4. Click OK

5.0 Calendar

This section covers the Calendar module. From the Calendar module, you can create and manage your
appointments. You can view your calendar in daily, weekly, and monthly formats. Additionally, you can

create meetings and invite people to attend. The integration between the Calendar and Mail modules allow

you to send and forward appointments and to mail your calendar to others.

To access the Calendar module, click Calendar on the navigation bar (bottom of screen)

Mail (GalendaD People Tasks Notes

02016 Outlook Mac Basics - QRG
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5.1 Viewing your Calendar

You can display your calendar in a number of ways. You can display it as a daily, weekly, or monthly view.
Additionally, you view it based on the work week or as schedule. To change your calendar view, click the

desired icon the Home tab.

Home

i
Appointment Meeting Mew
Items

Today Go To

B &
Open Shared  Calendar
Calendar Fermissions

The table below shows the available calendar views.

Calendar Views
Day

e Displays your appointments by time for the
selected day

Work Week

¢ Displays your appointments by day and
time for your work week, such as Monday
through Friday

Week

e Displays your appointments by day and time
for the week (Sunday through Saturday)

lllustration

<+ + Thursday, September 17, 2015 i

ko for Dusivess Seminar. K100 DOTID WRINNGICAACIUBIHI VAl comicuaotloon

<+ September 14 - September 18, 2015 — -

14 Mon 15 Tee 16 Wed 17 Thu 18 Fd

4+ ¢ » September 13 - September 19, 2015

13 Sun 14 Mon 15 Tue 16 Wed 17 Thu 18 Fr

I
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Month <o September 2015 e

e Default view ¢ e w o w o om

e Displays your appointments for the month . e
including weekends -

5.2 Scheduling appointments

The Calendar module allows you to schedule individual and recurring appointments. You can specify the
subject, location, duration, appointment information. Additionally, you choose how the appointment will
appear on your calendar and when to be reminded about your appointments.

5.2.1 Scheduling an Individual Appointment

An individual appointment creates a single entry on your calendar for an event, such as a meeting,
conference, etc. These instructions will help you with creating an individual appointment.

1. From the Calendar Home tab, click Appointment - °°“'“‘ — Se—
o2y EE DEEE 10 O
Appointment |Meeting  New Today Go To Day Work Week Month  Open Shared Calendar

\ Items Week Calendar Permissions

2. On the Appointment tab,

_E % M sowns: [JBuy  + g \-® Ei' .?
L] In the Subiect fleld, type SubjeCt Of your Sa-:; Doste  Imite [} Reminder 15Minutes | Recumence IT;;I; Cxl-unml";m
appointment
. Location: '
e Click the Rooms button
3. Onthe Search page, [ JoN | Search People
e Enter your search criteria . old 9
X Search All Fields 2| in Onmicrosoft Directopy ™
o Select the directory
Old Gym
e Select the room from the results oldgym@CSUBakeggsald.onmicrosoft.cd
e Click Requ"ed 1 result Reguired | Optional
4. In the Starts, Location:
T Tomm ) | T —
e Use the calendar picker to select a date CStarts: | 9/23/2015 757 | 8:00 AM[ ), (] Al day event

. Ends: | 9/23/2015|[5]) | 9:00AM|  Duration: | 1 Hour
e Use the down arrow to select a time

5. In the Ends, Location:

e Use the calendar picker to select a date Starts: | 9/28/2015 [ | 8:00 AM All day event

. Ends: | 9/23/2015] [ | ) 9:00 AM Duration
e Use the down arrow to select a duration

02016 Outlook Mac Basics - QRG ©2015. All Rights Reserved.
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6. Inthe body, type the appointment information, such as Starts: | 9/23/2015|[5]| | 8:00 AM

purpose and the agenda. Ends: | 97232015 || | o

lab interview for new staff member,
1

7. When satisfied, click the Save & Close button. Interview with Applicant - App
Appointment
rl; 06 ShowAs: | | Busy : g o (:é)
Save & | Delete Invite [\ Reminder: 15 Minutes 3 Recurrence Time
Close - Zones

5.2.2 Scheduling a Recurring Appointment

A recurring appointment creates multiple entries on your calendar for a single event, such as monthly
department meetings, vacation, etc. These instructions will help you with creating a recurring appointment.

1. From the Calendar Home tab, click New

0= 0= O = =8l °
Appointment Lo |La & ) & [ = = i DB
Appointment |Meeting  New Today GoTo Day Work Week Month Open Shared Calendar
\ Items Week Calendar  Permissions
2. In the Subject field, type subject of your ) ;
. Subject: (| Weekly Status Meeting 2
appointment —_— :
Location: | Conference Room | (ES
3. In the Location field, type the location for your ) :
] Subject: | Weekly Status Meeting
appointment — :
Locatian{h:cnferenoe Room _) | 1ES
4. Inthe Start time, Starbs(];w 52015/[=1| | 8:00 AM) ] All day event
e Use the calendar picker to select a date Ends: [10/ 5/2015 [3 | 9:00 AM|  Duration: | 1 Hour
e Enteratime
> Inthe End time, Starts: [10/ 6/2015/[F]| | 8:00 AM| () All day event

e Use the calendar picker to select a date Ends{ |10/ 5/2015 5 )} 9:00 AM Duration: W}

e Use the down arrow to select a duration

6. Inthe body, type the appointment information, Starts: 10/ §/2015 [T | | 8:00 AM -

such as purpose and the agenda.
en as pure 8 Ends: [10/ 5/2015|[3]| | ®:00AM| D

@klv meeting to discuss the project sta@

7. On the Appointment tab, click Recurrence. Interview with Applicant - App
Appointment

i S
| A showAs: [ | Busy
H aa -

Save & Delate Invite | | Reminder: 15 Minutes
Close -
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8. On the Appointment Recurrence, make your Once only

selection, such as Every Monday, or click

. Every Monday
Custom to specify a recurrence pattern Day 5 of Every Month
Every October 5
Every day

Custom...

9. When satisfied, click the Save & Close button. Interview with Applicant - App
Appointment
r op Show As: B Z I Gy
E vy [ showas: [ | Busy = e Ik_@
Save & | Delete Invite [ | Reminder: 15 Minutes = Recurrence  Time
Close - Zones

5.3 Updating Appointments

You can quickly update your appointments from your calendar or by opening your appointments. These
instructions will guide you in opening your appointments for updating.

1. From your Calendar, double-click the appointment you Today

<« ¢ » Wednesday, September 23, 2015 e e

8 AM
Interview with Applicant
Old Gym
4

would like to update.

9 AM
2. When the appointment opens, make the desired Sublect: | Weekly Status Mesting
changes. Location: | Conference Room
Starts: 10/ 5/2015|[T]| | 8:00 AM 1 All day event
A i Ends: |10/ 5/2015 [5]| 8:30 AM Duration: | 30 Minutes
If you Open a recurrlng appOIntment’ you Can update Recurrence: Occurs every Monday effective 10/5/15 from 8:00 AM 1o 9:00 AM.
the_one appOIntment OCCL!rrenC_e or update th_e entlre o You srewewmgasingle occurrence that is part of a series. |_GOIOBBI|BS |
series. To update the series, click Go To Series Weekly meeting to discuss the project status| i

Click 10 edit seres

3. When satisfied, click the Save & Close button to save

Appointment
your changes. EH
r Qp A TR
) Show As: Busy = f"' - | \
H (v] @ - [ ) BC)
Save & | Delete Invite | | Reminder: 15 Minutes = Recurrence  Time
Close s Zones

5.4 Deleting Appointments

From your calendar, you can delete appointments quickly. These instructions will assist you in an
appointment from your calendar.
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1. From your Calendar, open the appointment you would < « » Wednesday, September 23, 2015
like to delete.

8 AM
[ Interview with Applicant
You can either delete an appointment occurrence or (RN

delete the entire series. To delete the series, click Go To Ll
Series
2. Onthe Appointment tab, click the Delete icon. Appointment - |
m x o& Show As: | | Busy e g o (:é
Save & |\ Delete Invite [ | Reminder: 15 Minutes . Recurrence  Time
Close - Zones

3. On the Delete Confirmation, click Delete

Are you sure you want to permanently
delete this event?

5.5 Sharing your calendar

You can share your calendar with other people at CSUB. You also can specify how much of your calendar

to share.
1. From the Calendar > Home tab, click Calendar e —
. o lagy EE DEEE T (0
Permissions Aopoiniment Mesting  New  Today GoTo  Day Mok Weok Monin Open Snarea| Gaiencar | [ Adcress Book
2. In the Calendar Properties box, click Add User Calendar Properties
General  Storage lm
User Role
Remove t- Add User... ’
3. In the Search box, type the name of the person you
, typ ' p y Q goorge w o
want to share your calendar with
4. When you see their name appear in the search results,
[Q george W O]
e Click the name
e Click Add
Cancel
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5. In the Calendar PfOpemes; Permission Level: Free/Busy, Time, Subject, and Locatio@
.. R: Wrie
o In the Permission Level, use the down arrow to — -
X | | " Nene - Create items
assign a leve © Time, subject, location - Create subfolders
. . = . Edit
e Check the boxes that apply in the Read, Write,  Free/Busy time =y :l"l""
. Full details
Delete and Other sections
|' k Delete Other
[ ] -
Click OK © None Folder visible
~ Own " | Folder contact
LAl " | Folder owner
Cancel
6.  Toremove permissions from a person, click Remove in CalandanBropertion
the Calendar Properties box _General _Storage [EIIEEEION
Usar Role

George Washington

7. Shared calendars appear in the Folder pane of the
Calendar module.

5.6 Printing your calendar

You can print your calendar from any view. To print your calendar, follow these instructions.

1. From the Quick Access Toolbar, click the printer
icon

Home

Om Om O — [+]
e =]
o @ BEx DEEE T 0O
Appointment Meeting  New Today Go To Day Work Week Montn  Open Shared Galendar } Address Book
Items Week Calendar  Permissions

2. On the Print screen,
e Select a printer

e Under Show Details, make your
selections

e Click Print

The preview shows how your calendar will print.

2

fgim '
L Em
fme=

1of1

Toggles Show Details /
Hide Details

POF [ Hide Details

Printer: Brother HL-4570CDW series B
Presets:  Two-sided B
Copies: |1 | 3 Two-Sided
Pages: © Al
From: |1 to: 1
Outlook B

Print: | All events in selected calendar
© Only events from selected categories

Style: Month B

Start date: 10/2015 g
End date: 10/2015 S
Task options
Include tasks and flagged items
v
v
v
v
v

Page options
Page numbers
Black and white
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5.7 Scheduling Meetings

Scheduling meetings is similar to scheduling appointments. The main differences between scheduling meetings
and appointments are the additional tasks for inviting participants and scheduling meeting rooms. Additionally,
scheduling a meeting will send a meeting request to the selected attendees. Like appointments, you can
schedule individual or recurring meetings.

Please note that 25Live is the primary event scheduling application for reserving rooms, such as class

rooms, labs, large venues, and some conference rooms. As such, the meeting rooms referred to in this
section are ones that are not used by 25Live, such as private conference rooms i.e. ADM 101, etc.

5.7.1 Scheduling Individual Meetings

An individual meeting creates a single entry on your calendar for an event, such as a meeting, conference,
etc. These instructions will help you with creating an individual meeting.

1 From the Calendar> Home tab, click Meeting

Om (Om P == = = —— =] 0=
fic] :._ CH = 0 F O 2 iy}
2. On the Organizer Meeting tab, - -
e Inthe To box, enter the recipient’s name or To: GEOI'QE W&BI‘III‘IQTOF‘I L—'
email address. Use the to i search for names Subject: Departmeni Meeting
¢ |n the Subject box, type the subject for your , =
meeting Location: |Conference Room &
o In the Location, type the location for your
meeting or use the L to search for a room
3. Inthe Starts, @m; 103072015/ 1030 AT, (] Al day event

e Use the calendar picker to select a date Ende. '10!30!2015'@' T130AM| Duration: | 1 Hour

e Use the down arrow to select a time

% IntheEnds, Start: 10302015 1| 1030 AM [ Al cay event
e Use the calendar picker to select a date -
e 10002016 2 Jit30 ] (Duraion: 1how )

e Use the down arrow to select a duration

5. In the body, type the meeting information, such as @ This invitation has not been sent.
purpose and the agenda' The purpose of this meeting is to discuss the recruitment for vacant positions.

6. When satisfied, click the Send button. Department Mesting - Mesting
. . L_') g E) } o [ showas: || Busy
A meeting request will be sent to the selected send ) Aopoirtment Scneduling  Cancel  New ficoly [l Reminder 15 Minutes
participants.
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5.7.2 Scheduling Recurring Meetings

A recurring meeting creates multiple entries on your calendar for a single event, such as monthly department
meetings, etc. These instructions will help you with creating a recurring meeting.

1 From the Calendar Home tab, click Meeting

Appointment|] Meeting | New Today GoTo Day Work Week Month Open Shared  Calendar
Items Week Calendar  Permissions

taﬁ- = EEEE YU 3

2. On the Organizer Meeting tab, —
e In the To box, enter the recipients’s name or To George Washington  Benjamin Frankiin | L
email address. Use the to = /search for names Subject: Deparlment Meeling

e I|n the Subject box, type the subject for your ‘ =
meeting Location: Conference Meeting ' E5

e |n the Location, type the location for your

meeting or use the L to search for a room

3. Inthe Starts, @m; 110/30/2015 %" | 'm:aun@ 7 Al day event
e Use the calendar picker to select a date Ende. '10!30:‘2015'@' TT30AM Duration: 1 Hour

e Use the down arrow to select a time

4. Inthe Ends, Starts: 10/30/2015 7| 10:30 A\ ] Al day event

e Use the calendar picker to select a date ‘
e Use the down arrow to select a duration Ends: |10/30/2015 m 11:30 AW @uratmn. 1 Hor E

5. In the body, type the meeting information, such as @ Tnis invitation has not been sent.
purpose and the agenda_ The purpose of this meeting is to discuss the recruitment for vacant positions.

6.  Onthe Organizer Meeting tab, click Recurrence B . e
L_; La L?G‘) 5‘5 = [ showhs: [ ] Busy fJ, _)z _)3 "0 .
Send  Appointment Schedulng  Cancel  New Reoly (| Reminder: 15Minutes 5 | Recurence ) Request _Alow i_é &

Emall Al Responses Proposal
7. On the drop down, make a selection or click Custom Once only
Every Friday

Day 30 of Every Month
Every October 30

Every day
Custom...
8. If you selected Custom...., On the Appointment e [r— co
Recurrence, e
Every: 1 month(s)
e Select a recurrence pattern, such as Monthly (1) o On: Second & Monday co
o Specify the frequency, such as every 1 month Start date: 10/30/2015 [ ]
(2), On the Second (3) Monday (4) °End date: After & Dccumancaso
e Select the ending date, such as After (5) 10 SLEIERE 10:30 AM
occurrences (6) End time: 11:30 AM Duration: 1 Hour -
e Click OK Cancel @
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purpose and the agenda.

9. In the body, type the meeting information, such as

-
Ghe purpose of meeting is to discuss weekly status reports.
A

10.  When satisfied, click the Send button.

A meeting request will be sent to the selected

participants.

Department Meeting - Meeting

Organizer Meeting

Q O = 0 7l showas: [ ] Busy A

SE B R Y

Send Appointment Scheduling Cancel New FReply 2 Reminder: 15 Minutes =
Email Al

5.8 Updating Meetings

You can quickly update your meetings from your calendar or by opening your meetings. These instructions will

guide you in opening your meetings for updating.

1 From your Calendar, double-click the meeting
you would like to update.

Today

Monday, November 9, 2015 76°F/61°F

Weekly Status Mesting
Gonference Room

9AM
10AM

Department Meeting
1AM\ | Conterence Meeting
2as

12PM

M T B e AN o B

2. If you open a recurring meeting, you will receive
a similar message.

You can either update the one meeting
occurrence or update the entire series. Once
you make your selection, click OK

X

N This is one appointment in & series.
4 l\ What do you want to open?
Y

Open Recurring Item

(@) Just this one

[ The entire series

oK ] [ Cancel

3. When the meeting opens, make the desired

changes.

If you open a recurring meeting, you will receive
a message, indicating you are viewing a single
occurrence of a series.

To edit the series, click the Go to Series button.

Department Mesting - Mesting Occurrence

Organizer Meeting

W (+] — O . =,
=3 La F-'@ R & @Os : T & D & =
Send Appointment Scheduling Cancel = 2 15 Minutes : Edit Request Allow

Series Responses Proposal

Update

To: | George Washington Benjamin Frankiin

Subject: | Department Meeting

Location: | Conference Meeting
Starts: |11/ 9/2015 E 10:30 AM
Ends: [11/ 9/2015|[T]| 11:30 AM
Recurrence: Occurs the second Monday of every month effective 11/0/18 wntil @/8M4& fanm 4030 AM 0 11:30 AM,

_ Iediting a recurring meeting )

| All day event
Duration: | 1 Hour

(( [ co to Series Q

@ You are viewing a single occurrence that is part of a series.
FZ This invitation has been sent.

fThe purpose of the meeting is to discuss recruitment for vacant positions.

4. When satisfied, click the Send Update button to

save your changes and email the updated oL(-|B EG‘) 5‘(7 ©9 M [ Busy 5
meeting requESt to the participants. Appointment Scheduling Cancel e L. 15 Minutes =
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5.9 Canceling Meetings
From your calendar, you can cancel meetings quickly. These instructions will assist you in cancelling a
meeting from your calendar.

Today

1. From your Calendar, select the meeting you would like < +» Monday, November 9, 2015 TEFEHE
to cancel.
- Weekly Status Meeting
Conference Room
=T
9 AM

10 AM

Department Meeting
1AM | conference Meeting
=2 1

12PM

Organizer Meeting

5 @ BIR|E a0 | O

2. From the Organizer Meeting tab, click the Cancel

Meeting icon.
Send Appointment Scheduling Cancel =) 2 15 Minutes = Recurrence
Update
3. From the drop down, make your selection ' ' T 4
P coth, maxey N & mOes [ [
e If you want to cancel the series, click the - N = o
Cancel Series Cancel Occurrence ﬂ Choose One l
. . | Cancel Series I
e Otherwise, click Cancel to cancel the one
occurrence.
4. On the Cancel Meeting tab, CancelMosting o~
. 5‘< 5
e If desired, you can add a reason for the o o
2N it
meeting cancellation. oncalationy Geriea
i N To: George Washington; Benjamin Franklin
e Click Send Cancellation to send the Subject: |Department Meeting
cancellation message to your attendees. Location: | Conference Meeting -
Starts: 11/ 9/2015 10:30 AM
Ends: 11/ 9/2015 12:00 PM Duration: = 1.5 Hours
Recurrence:
@ *ou are viewing a single occurrence that is part of a series. | Go to Series |
FZ This invitation has been sent.
Cancelled due to scheduling conflict. ~  Add comments, if desired

WEDNESDAY

5. The meeting disappears.
9
10"
11 = M
|
L
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5.10 Responding to Meeting Requests

Meeting requests will appear in your Outlook Inbox. You can quickly respond to the message from your
preview pane. You have several options when responding to meeting requests. You can accept, accept
tentatively, and decline. Additionally, you can accept tentatively and propose a new time or decline and

propose a new time.

5.10.1 Accepting A Meeting Request

You can accept a meeting request from your preview pane. When responding you will have the choice to
make a comment before sending, to send the response immediately, or not to send a response. These
instructions will guide you in tentatively accepting a meeting request.

1. From your Inbox select the meeting request you
would like to respond to.

v Today

George Washington
Recruitment Meeting
Meeting to develop job description

=

.

8:32 PM

2. From the Preview Pane, select Accept

\ @ Tentative € Decline

@ Please respond.

E% Propose New Time

e Click Send

3. From the Accept menu, select the desired option. Respond With Comments
Respond Without Comments
Do Mot Send a Response
4. If you selected, Respond with Comments, Me""“age
L N - Calibri 14 -] =
e Add your comments o P SEETmrAEr e B

From:  Onmicrosoft {John Adams)
To:  gwashington@CSUBakersfield.onmicrosoft.com
Location: | Gonference Roem
When: | Wednesdav. October 28. 2015 at 3:00 PM - 4:00 PM.
Subject: | Accepted: Recruitment Meeting

I may need to leave earlv.|

Add comments, if desired j

calendar, showing the date and time of your
acceptance.

5. After responding, the meeting request will disappear
from your Inbox. The meeting will appear on your

« « » Wednesday, October 28, 2015 =i

2m

" Recruftment Moeting
Conferencs Room
washinglon@CSUBake st camicosaf com a2

sem

8PM

P AP g e I s B )

their Inbox.

6. The meeting initiator will receive your response in

Recruitment Meeting A

John Adams

To: M George W: .. ¥

When: Wed 10/28/2015 3:00p - 4:00p
Where: Conference Room

£ Reply all |~

Wed 10/7/2015 8:39 PM

" John Adams has accepted this event

I will need to leave early.
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5.10.2 Tentatively Accepting a Meeting Request

You can tentatively accept a meeting request from your preview pane. When responding you will have the
choice to make a comment before sending, to send the response immediately, or to not send a response.
These instructions will guide you in accepting a meeting request.

1. From your Inbox select the meeting request you ¥ Today
would like to respond to. George Washington =
Office 365 Strategy Meeting 8:46 PM

2. From the Preview Pane, select Tentative @ Accept © Deciine -] [ Proposa New Tima

@ Please respond.

3. From the Tentative menu, select the desired option. .
Respond With Comments
Respond Without Comments
Do Mot Send a Response

4. If you selected, Respond With Comments,

Calibri |14 -
e Add your comments

B I U ael|A r2-[=
e Click Send

From: Onmicrosoft (John Adams)
To:  gwashington@CSUBakersfield.onmicrosoft.com
Location:

When:
SBubject:

Conference Room
Tuesdav. October . .
desdav. otober Add commenits, if desired
Tentative: Office 365w

I may be late, | am coming from a meeting across campus.

5. After responding, the meeting request will disappear Subject: |Office 365 Strategy Meeting

from your Inbox. The meeting will appear on your Location: | Conference Room
. . . O izer: i
calendar, showing the date and time of your tentative rganizer:. George Washington .
Starts: [10/27/2015 E 1:00 PM All day event
acceptance.

Ends: [10/27/2015 [&| | 1:30PM|  Duration: | 30 Minutes [

f% Tentatively accepted on 10/7/15, 8:05 PM. h

6. The meeting initiator will receive your response in

Tentative:Office 365 Strategy Meeting
their Inbox.

John Adams
To: M George Washington;

¥

When: Tue 10/27/2015 1:00p - 1:30p
Where: Conference Room

? John Adams has tentatively accepted this event

Inbox

| may be late, | am coming from a meeting across campus.
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5.10.3 Declining a Meeting Request

You can decline a meeting request from your preview pane. When responding, you will have the choice to
make a comment before sending, to send the response immediately, or not to send a response. These

instructions will guide you in declining a meeting request.

like to respond to.

1. From your Inbox select the meeting request you would

v Today

George Washington B
Quick Meeting 8:43 PM
Update on recruitment.

2. From the Preview Pane, select Decline

© Accept @ Tentative [ € Decline iy Propose New Time

@ Please respond.

3. From the Decline menu, select the desired option.

Respond With Comments
Respond Without Comments
Do Not Send a Response

4. If you selected, Respond with Comments,
e Add your comments
e Click Send

Calibri

B I U ae A~ ®.|=

From: Onmicrosoft (John Adams)
To: | gwashington@CSUBakersfield.onmicrosoft.com
Location: |pty Office

When: |7, o AAM - 8:30 AM.
e L-c- Add comments, if desired

-
I am attending the Outlook training from 8:00am —9:30am. 0

calendar.

5. When you decline a meeting request, the request disappears from your Inbox and it does not appear on your

Inbox.

6. The meeting initiator will receive your response in their

Department Meeting A

v
John Adams ® Raplyal
To: M George Wi .. ¥ Wed 10,/7/2015 853 PM
When: Tue 10/27/2015 10:00a - 10:30a
Where: Conference Room

X John Adams has declined this event

I am in training from 8:00 — 9:30am.
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5.10.4 Proposing a New Times

You can respond to your meeting requests from your preview pane. When responding, you propose a new
time, while accepting tentatively or declining. These instructions will guide you in proposing a new time.

1. From your inbox, select the meeting request.

¥ Today

George Washington

Monthly Birthday Lunch
October Birthdays Luncheon.

e

-

8:46 PM

2. In the preview pane, select Propose New Time.

@ Please respond.

Accept Tentative Decline [ 77 Propose New Time
c]

option.

3. From the Propose New Time menu, select the desired

Tentative and Propose Mew Time
Decline and Propose Mew Time

4. On next screen,
e Make your changes

e Click Propose New Time

Starks: 1072712015 8:30 AM A day avart

Ends: 102772015 900 AM | Duraton: | 30 Mintes
Timo sone: ;
Soumonhsory | Monday, October 26

A4 Attondees. i

gwashington@C.
© domnndams @

Tuesday, October 27

5. Next,
e Add comments, if desired
e (Click Send
From: Onmicrosoft (John Adams)
To: | gwashington@CSUBakersfield.onmicrosoft.com
Location: |py Office
When: | Tjesdav. October 27. 2015 at 8:30 AM - 9:00 AM.
Subject: |New Time Proposed: Quick Meeting
I have a scheduling conﬂict.! Add comments. if desired
6. If you declined the request and proposed a new time, the meeting request will not appear on your calendar.

If you accepted tentatively and proposed a new time, the meeting request will appear on your calendar.

7. The meeting initiator will receive your response in their Quick Meeting A
Inbox.
John Adams = Replyal [
To: B George Wi.. v Wed 10/7/2015 9:00 PM

When: Tue 10/27/2015 800a - 8:30a
Where: My Office

new time to meet:
Tue 10/27/2015 8:30a - 9:00a
Edit event

I have a scheduling conflict.

@ John Adams has tentatively accepted and proposed a
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6.0 Email Related Policies

CSU Bakersfield has several policies that relate to email and other sensitive data. The list below are a few of
the policies involved with email.

e Email Policy
http://www.csub.edu/its/about/security/supplemental/email/index.html

e Email Blocking Policy and Procedures
http://www.csub.edu/its/about/policies/tech/emailblock/index.html

e Confidentiality of Email Policy
http://www.csub.edu/its/about/policies/tech/emailpolicy/index.html

e Instant Messaging Policy
http://www.csub.edu/its/about/security/supplemental/instantmessaqge/

For more information, visit the Information Security website at:
http://www.csub.edu/its/about/security/index.html

7.0 Getting Help

If you are unsure or need assistance, please refer to the resources below:

e Resources on the Web

Outlook 2016 for Mac
http://www.csub.edu/training/pgms/outlookm/index.html

Office 2016 for Mac
http://www.csub.edu/training/pgms/o02016M/index.html

e For general training questions

Tammara Sherman, Ed.D.
Campus Training

661-654-6919
tsherman@csub.edu
www.csub.edu/training/index.html

e For help with computer-related Issues

Help Desk
661-654-2307
helpdesk@csub.edu
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