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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 2016 for MACs. It will assist you with performing advanced
tasks using the Outlook features. The topics covered include the management of your:

Contacts Tasks Mailbox \ Messages

2.0 Working with Messages

With Outlook, you can work with your messages in a number of ways. You can flag messages for follow-up,
change the importance level, request delivery and read receipts, arrange and sort messages, and organize
your messages in folders.

2.1 Flagging messages for Follow-up

Some messages may require additional action on your part. When this happens, you can flag these
messages for follow-up. Your flagged messages will appear in your To-do List.

1. To begin, select an email to flag for follow-up ORI CE D & NewsstonTop =
¥ 3 Weeks Ago
John Adams
Re: Report Request 9/19/15
From: George Washington Date: Saturday, Septemb. ..
2. Onthe Home Tab, click Follow-up
Home _
o -« 9= > 25l = unk + . .
o - >x< o Ca E3 = V. &g aunk HH [P~
MNew MNew Delete Reply Reply Forward [0 7 Move t)) Rules ~ ReadsUnread Categerizi Follow
Email Iterms All N Up
3. From the menu, make your selection
Add Reminder
v Mark Complete
Set Quick Click..
4. Your flagged email appears in your Inbox. To Arrange By: Conversations & Newest on Top ~
. . 3 Weeks A
complete a flagged email, click the flag T @ esks Age @
John Adams
Re: Report Request 9195
From: George Washington Date: Saturday, Septemb...
5. The flag changes to a green check mark indicating Arrangs By: Sanvarsations S Moweston e o
v 3 Weeks Ago
Completlon. I John Adams r
Re: Report Request o/ 19778
From: George Washington Date: Saturday, Septemb...
02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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2.2 Changing the Importance Level

At times, you may need to send a message and indicate its importance. Outlook allows you to send
messages as normal (the default), low importance, and high importance. Low importance messages will
display a blue down arrow. High importance messages will display a red exclamation point.

1. Create your emall

Message [

= E Calibri ~|[14

send Paste B I U abe mraEl =

To: | ‘John Adams
Co:

Subject: | Paychecks
Please stop by my office and pick up your paychecks.

G I

Message

= ™

send Paste

2. Onthe Message Tab, click High Priority or Low Priority.

l:l + [ signature ~ (¥ nHian Priority

Pictres (55 Hyporink ~  Jb Low Priority

3. Notice the High Priority button is highlighted. Click
Send.

Message

[ 'rl Caleri A -iE =
=)

Sest | Paste B I U A-¥+5 = = xlmwm etk

=

To:  John Aders =

Ce £
Sublect:  Paychecks

Please stop by my office and pick up your paychecs.

G

4. If you selected High Priority, the email will appear
in the recipient’s Inbox with a red exclamation
point.

George Washington !
Paychecks A PM

Please stop by my office and pick up your paychecks. ...

2.3 Arranging and sorting messages

With Outlook, you can change the arrangement and the sort order of your message. This can be helpful in

locating information faster.

1. From your Inbox, click the Organize tab

Home Organize Tools

o O =
T 9h- X G Ca
New New Delete Reply Reply
Email Items All

2. On the Organize tab, click Arrange By

Organize

=~ = = Ppr—

A (e CNED)E e B B B

New Conversations Message|| Arrange |Reading  Mark Al Rules Delete Folder Folder sync
i B

Folder Preview Pane  asRead All Permissions Properties

3. From the Arrangement Gallery, make your
selection

By default, Outlook arranges your email by date.

Account
Attachments

Categories
+ Conversations
Date Received
Date Sent
Flag Status
Folder
From
Priority
Size
Status
Subject
To

Oldest

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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4. To change the sort order, click Reverse Sort on Arrange By: Conversations 2 Newest on Top ~
the View tab XiLostWsek
» John Adams e X,
Department Meeting 10/7/15
The purpose of the meeting Is to discuss recruitmen...

2.4 Using folders

Folders allow you to organize your messages by grouping related items together. For example, you can
create folders for your classes, i.e. COM 414 or your projects, i.e. Office 365.

1. From Home tab, click New ltems

Home

G.X I—é!“—;—l |__)||_n_(|_ d‘v o Junk - =
Mew
items

Mew

Delete Reply Reply Forward 0= Move t-—)) Rules ~ Read/Unread|
Email All

N

From the menu, click Folder % Email

tE_') Appointment
tz Mesting
%:Icuntam

‘ﬁ Task

?_ /l Note

O | Folder

3. In the Folder pane, give your folder a name, such v (8 inbox i3]
£ com 108

as COM 414 ;:
E oans 0 ©
C3 Sent ltems

[k Deleted Items (2]

Ca Chuttar

4. Inthe Folder pane, your new folder appears as a i )
] coM 108

sub-folder of your Inbox.

£ Drafts (3]
C3 Sent items

[ Deleted Items ®

Clutter
[ RSS Feeds

5. To move messages to your new folder, select the John Adams v
Re: Report Request 9/19/15
message yOU Want tO move From: George Washington Date: Saturday, Septemb

6.  Onthe Home tab, click Move

e X Qg (M~ =
Move

New  New Delete  Reply Reply Forward [
Al

3, Rules - ReacsUnread
Email Items.

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved. page 6
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7. Make your selection from the menu.

Q?Sﬁlz ﬂﬁnmmr‘osc EF b

T 3EM
3G

Choose Folder...
Gopy to Folder...
Move to Clutter

8. Your message is moved from your Inbox to the
selected folder.

v (8 inbox
5 com 108
[ com a1

€  Amange By: Date Sent &
v 3 Weeks Ago

Mewest on Top ~

John Adams
e: it Re

] Drafts
3 Sent items
Tk Deleted ltems

3.0 Managing Your Mailbox

As time transpires, you may need to manage your mail.

In managing your mail, you can search for

messages, block junk mail, check your mailbox size, archive messages, and delegate access.

3.1 Searching for Messages

Searching for messages is a quick way to filter through your emails and locate the desired message. You

can use this tool from your Inbox.

1. To search for a message, click the Search box.

=

]

Organize

methods.

2. When you click in the search box, the Search Tools tab appears. This tab offers additional search

: l‘_'LI iﬁ &‘ U 9//) . a& - n Date Received = ! Important I" Flagged E’P\ Save Search @
c'::lidmsnrt Subfolders Mautléxss A"u‘t);:"s"k From Subject Attachments SentTo [T Date Sent v Unread 85 Categories 'ﬂ-’)\ Advanced é;;:rs;‘
3. Inthe Search box, enter your search criteria, such “
as Report [> Fiagges R saveseaen (D)
Bm C 2§ Close
Search

4. On the Search tab, make a selection, such as All
Mailboxes

[ ] e)
Organize

)
Tools

5 &3 P

Il Qutlook From Subject Attachments
ltems

Home

Current Subfoldery
Folder

5. Your Inbox will contain the results based on your
criteria.

Arrange By: Conversations J MNewest on Top ~

¥ Last Week
¥ John Adams, George Washington @
Task Request: Status Report Due 10/16/15
John Adams 10/16/15 7
George Washington 10/16/15 &

¥ Last Month
» John Adams, George Washington (1] v

Report Request 9/19/15
FYI From: George Washington Date: Saturday, Septem...

02016 Outlook Mac Advanced - QRG
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6.  Click x in the Search box, to turn the search off.

Important Ib Flagged E’P\ Save Search @
Unread =i Categories .él Advanced Close
Search

3.2 Blocking Junk Mail

Outlook allows you to block email from senders. When you block a sender, Outlook places the email in your
Junk Email folder. Outlook will place certain types of messages in your Junk Email folder, as well.

1. From your Inbox, select the sender’'s email you
want to block

itter
Campus Training, get the best of the biggest sp 1015

Play ball ~ The World Series is on! Catch up on the best...

Two weeks ago

2. Onthe Home tab, click Junk

[+ [+ = o junk *
0% X ey ® ayle)
New New Delete Reply Reply Forward @._l Move t’)RuIss'
Email  Items All

3. On the popup menu, click Block Sender Junk
Not Junk

(" Block Sender )

Junk Email Preferences...

4.  Outlook moves the message to the Junk-Email o = =
folder. The sender’s email address is added to the
Blocked Senders list in Outlook.

You should periodically check your Junk-Email folder,
in case an email is placed there inadvertently.

5. To unblock a sender, select the message to ¥ ) oo @ | Amange oy: Date Sam < e

v

v (8 Onmicrosoft [ 13] y
unb|OCk £ com 108 Twitter
Fwd: Campus Training, get the best of the b... 10:17 AN
£J Untitied Folder Play ball The World Series is on! Catch up on the best

(® on My Computer
» [ Drafts

¥ Last Week

6. Onthe Home tab, click Junk
e X QARg =

New  New Delete  Reply Reply Forward (U] Move 3 Rules v
Email  Items Al

7. From the pop-up menu, click Not Junk Junk

Junk Email Preferences...

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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8. The message returns to your Inbox itter

Campus Training, get the best of the biggest sp 105
Play ball

The World Series is on! Catch up on the best...

Two weeks ago

3.3 Checking your Mailbox Size

Over time, your Mailbox will grow in size, as you send and receive messages. To avoid exceeding the
maximum limit for your Mail folder, you should check it periodically. Additionally, you should empty your
Deleted Items and Junk Email folders.

1. In the folder pane, click the mail folder, such as v [B Inbox [ 13 ]
Onmicrosoft 13
[ Untitled Folder
[#, On My Computer
2. Onthe menu bar, click File @ Outlook (File )Edit View Message Format

3. Erom the F|Ie menu, ZI-W Edit View Message Format

New 2
e Click Folder Open >
Close W References
e Click Properties e 2ol || (A=A [
b ox? v & - -}
Permissions...
SROCCEE) pal il
Import... -"._,i
Export...
4. On the Inbox Properties page, click the Storage F =
neral ‘ermissions
tab Name: Inbox:
Type: Message and Post
Account: Onmicrosoft
5. When the Storage page appears, you will see your Benerel | e Permiss ons
mailbox size under Total Size (with subfolders). e s ——
( otal Size (with subfolders): 825.9 KB )
e Click OK, when you are finished. e ke s
Cancel

4.0 People

The global address book contains the email addresses for people at CSUB. However, you may
communicate regularly with people, who are external to CSUB. You can add the contact information for
these people to your personal address book. Additionally, you can create groups or distribution lists for
groups of people from inside and outside of CSUB. To access the address book, click People on the
Navigation bar (bottom of screen).

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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Mail Calendar (People)) Tasks MNotes

4.1 Creating Contacts

These instructions cover the steps to add a person to your address book.

=

From the People > Home tab, click New Contact ] Home
] ® X =23

New lew Contact  New Delete Email Meeting
Contact Group ltems

2. A new contact page opens

Mabile®

3. Inthe gray section, Benjamin Franklin
e Click First Name and enter the person’s @ Iveritor
first
¢ Click Last Name and enter the last name
¢ (Optional) Click Job Title, enter the job title
¢ (Optional) Click Office, enter their office
o (Optional) Click Department, enter their
department
o (Optional) Click Company, enter the
person’s company
4. On the Contact sub-tab, Gontact  |ffCmarization B Cclali Rz
e Under Phone > Work phone, enter the Pho::ob::s
person’s work phone number. Works (661) 5861212
e Under Internet > Work e-mail, enter the Internet @
person’s email address Work E-mail¢  training@csub.edu

5. Continue entering information as appropriate.
When you are satisfied, click Save & Close.

Ema

Meeating

Inventor

6. Your contact appears in your address book. °J e @ Benjamin Frankiin
Eemann Franklin

Inventor Contact  Organization Detalls Notes

Phone @
Works (661) 656-1212

Internet @
Work E-mail¢ ~ training@csub.edu

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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4.2 Updating Contacts

These instructions cover the steps to update a person in your address book.

1. To update a contact, double-click the desired Artange By: Name Ascending ~
John Adams
ContaCt @ Attorney
Benjamin Franklin
Inventor
2. Make your changes. @ Benjamin Frankin
Contact Organization Detalls Notes Certificates
Phone &
Works  (661) 555-1212
Internet @
Work E-mailz training@csub.edu
Address @
-] Work? (=)
3. When you are satisfied, click Save & Close. contact |
o
va&

4.3 Deleting Contacts

These instructions cover the steps to add a person to

your address book.

1.

To delete a contact, select the desired contact

Arrange By: Name

( ) Barbie Cue

Ascending v

John Adams

Attorney

' cal igrapher

Benjamin Franklin
Inventor

2. On the Contact tab, click Delete

L1}
% = [x
New Mew Contact New Delete Email  Me
Contact Group Items

4.4 Creating Contact Groups

These instructions cover the steps to create a contact

group.

1.
Group

If the New Contact Group option is greyed out,
change your Preferences to Show my “On My

From the People > Home tab, click New Contact

Tools

Organize

Delate

Email Meeting

I

02016 Outlook Mac Advanced - QRG
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Computer” folder. (See the Appendix 8.1, for
instructions)
2. Onthe Group tab, Group -
_ = mE, .
e Inthe Untitled Group, enter a name for the =] X © A
Save & Delete Add Remove Email Meeting Categorize  Follow
contact group Close E
e Check whether you want the Bcc to hide Untitled Group
mem ber information Use Bee to hide member information
3. In the members seCtIon’ g::;\e—c ick to add _21" Double-click anywherelo
. add members
e Double-click to add members
4. Inthe box, start typing the person’s name.
o a -
(P SSyra—
When the Contacts and Recent Addresses Trerrm—— fumpgcs ot . MO
appear, make you selection
5. Continue adding members, as desired.
Name E-mail
John Adams jadams@CSUBakersfield.onmicrosoft.com
Benjamin Franklin ~ training@csub.edu
6.  On the Contact Group tab, click Save & Close =,
glX @ @ =7 8 M
EE:Z\W& Delete Add Remcve Email Meeting Categorize Ftﬂlow
ose p

4.5 Managing Contact Groups

After creating a contact group, you may need to add members to or remove members from the group.
Additionally, you may need to delete the contact group. These instructions will guide in performing these
tasks.

1. To view your contact groups, be sure you check
the My Contacts in the Folder pane.

S

vivl O
If you do not see this option, you will need to ¥ No Category
change your Preferences to Show my “On My ™ Biue category
_Compuf[er folder. (See the Appendix 8.1, for @ Green category
instructions)
02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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2. Your contact group will appear in with your
contacts. Notice that it shows the number of
members in the Contact Group.

Arrange By: Name ¢ Ascending
John Adams

Attorney

Barbie Gue

Calligrapher

Benjamin Franklin

Inventor

Tammara Sherman

gwashington@csubakersfieid onmicrosoft.com

Volunteers . ~ Contact Group )

2 members

o

3. To add members,
e Use the + button or double click to add

=

R EENTE
Sownd. | Doloto | Add ‘“Qi Email Meeting ~Gategorize Fudl:w
Volunteers S
" Use Bec to hide member informati  Click Add or

double-click

Name E-mail
John Adams jadar UBakersfield.onmicrosoft.com
Benjamin Franklin ing@csub.edu

Double-click to add

4. In the box, start typing the person’s name.

When the Contacts and Recent Addresses
appear, make you selection

Nams C ot
fohn 2 ——
P -
‘Contacts and Recent Addresses
John Adams jadams@CSUBakersfield.onmi... Other

Directory (no matches)

5. Continue adding members, as desired.

Name E-mail
John Adams
Benjamin Franklin

jadams@CSUBakersfield. onmicrosoft.com
training@csub.edu

6.  To delete members,

Select the member
Click the Remove button

2
= . mE s
g X ©/ @ T &1 P
| Save & Delete Add |IRemove /| Email Meeting  Categorize Follow
Close Up
Volunteers

| Use Bee to hide member information

Bakd B8Id.onmicrosoft.com

Group

7. When you are finished adding and removing
members, click Save & Close

mE .
Em
Categorize Follow

Up

Delete Add Remove Email Meeting

P -

8.  To delete the Contact Group,

e From your contacts, select the desired
Contact Group

e Click Delete on the Group tab.

[ ]

On the confirmation message, click Delete

Are you sure you want to permanently
delete the selected item?

0%

% B B

Mew New Contact New

Ly

Email Meeting M

55

Forward Map i Catel

Contact  Group ftems
v [V My Contacts " Anange By: Name © Ascending]
v ¥/ Onmiorosoft John Adams
IV No Gategory Aftorney
™ Biue category

™ Green category
™ Orange category
& Purple category
™ Red category
M Yellow category
¥ On My Computer

» Smart Folders

02016 Outlook Mac Advanced - QRG
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5.0 Tasks

The Task module allows you to create and manage your tasks and to-do items. You can mark tasks as complete,
set flags for follow-up, and much more. Any time you flag an email or create a task, Outlook creates a To-do item
automatically. Additionally, you can create tasks and assign them to someone else.

e Tasks
Items you create and monitor until completed

e To-doitems
Emails and tasks that you are flagged for follow-up

The Task module has a folder, content, and preview pane. The folder pane contains folders for your To-Do list
and Tasks. The content pane displays the contents of the selected folder, such as the To-Do List. The preview
pane shows the information for the selected item, such as a To-do item.

<
Search To-Do List (Ctrl+E) ™ ~
4 My Tasks L (R Reply [ Reply All (3 Forward
= Arrange by: Flag: Due Date  |Today Thu 9/10/2015 12:56 BM
To-Do List b "
ype a new tas .
Tasks . John Adams
Tasks 4 Teday
Report Request S > Report Request

To George Washington

0 Follow up. Start by Thursday, September 10, 2015. Due by Thursday,
September 10, 2015.

You forwarded this message on 9/10/2015 2:24 PM.
Folder Pane I Content Pane ~
Please send me latest informatic Preview Pane bf the
country.

Revisions >

5.1 Creating Tasks

With Outlook for Mac, you can create tasks for yourself only. These instructions will cover creating a task.

1. From the Tasks > Home tab, click New Task B s-

New

2. Onthe Task window, Absence Management

In the New Task, enter a name for the task & Due: Monday, Gotober 26, 2015 & Start: Monday, October 19, 2015
Select the due date

# Reminder: Friday, October 23, 2015 at 8:00 AM

o Select the start date
o (Optional) Check reminder and select a date
and time
3. To make the task recurring, click Recurrence =k
m EJ' g v Ei - |> v ! High Priority
Save & Mark Delete Recurrence || Categerize Follow & Low Pricrity
Close Complete Up
02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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4. From the menu, make your selection Once only

Every Monday
Day 19 of Every Month
Every October 19

Every day
Custom...
5. If you chose Custom, On the Task Recurrence
screen, Repeats:  Monthly &

e Inthe Repeats, make your selection, such Every: [1 |monthis)

as Monthly
On: Third £  Monday =
¢ In the Every, select the number, such as 1
for every week or month Start date: 10/19/2015 [.]
¢ In the Start date, select a start date End date: None &
¢ In the End date, make a selection
Cancel
e Click OK —

The illustration shows a recurrence pattern of the
third Monday of every month with no end date.

6.  Inthe message body, enter any instructions.

Please report your time for this mnnth.|

7.  Onthe Task tab, click Save & Close

E:, ﬂ Ei v |b - ! High Priority

Col\r"nal;ltta Delete Recurrence  Categorize Fu:l\:w ‘ Low Pricrity
5.2 Updating Tasks
You can update your tasks at any time by editing it. These instructions cover updating your tasks.
1. From the Tasks content pane, double-click the vie Tte Due Date -
task you want to update @ Absence Management  Oct 26, 2@
~| Building Insurance Pre... Oct 30, 2015
| Status Report Due Oct 30, 2015
2. When the task opens, e,
[ o E, x g . Hi. |P . ¥ hign Priority
¢ Make your changes - Matc  Doeto  Racurorco  Gatagorzs Follow 4 Low Py
Close /| Complete up
e Click Save & Close Absence Management

& Due: Monday, October 26, 2016 & Start: Monday, October 19, 2015
4 Reminder: Friday, October 23, 2015 at 8:00 AM

Please report your time for this month.

5.3 Marking Tasks as Complete

When you complete a task, you can mark it as complete. These instructions will guide you in completing a
task.

02016 Outlook Mac Advanced - QRG ©2015. All Rights Reserved.
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« @ Title Due Date -~
Absence Management  Oct 26, 2015 ),

| Status Report Due Oct 30, 2015

1. From the Tasks content pane, select the task you
want to complete

2. On the Task tab, click Mark Complete
5 0=
L

=
Maw Naw MNew

Task  Email ltems

3. Things you should know about Completed Tasks:

The task will disappear from the pane, depending on your settings, when a task is completed
If you complete a recurring task, it moves the date information to the next occurrence
By default, Outlook shows your flagged and overdue tasks.

Outlook keeps a record of your completed tasks, however, you will need to change your view
settings

4. To view your view settings, click the Organize tab QELEN ( Organize)  Tools

o™ o
B 2% B X
Maw MNew New Mark Dealete

Task Email ltemns Compglete

5. i
On the Organize tab, v Flagged ltems
¢ Check Flagged to view flagged tasks
e Check Overdue to view overdue tasks v Overdue
e Check Completed to view your completed v Completed
tasks.
6.  Depending on your selections, the Task pane will V| |Title Due Date
show your all your tasks. ¥} =1 Report Request Sep 11, 2015
hal Absence Management Sep 25, 2015
~ [=] Re: Report Request Oct 15, 2015
v Absence Management  Oct 23, 2015
v Absence Management  Oct 26, 2015
v Building Insurance Pre... Oct 30, 2015
Status Report Due Oct 30, 2015

5.4 Deleting Tasks

You can delete any task regardless of it being completed or not. Deleted tasks are moved to your Deleted
Items folder. These instructions will assist you in deleting a task.

1. From the Tasks content pane, select the task you v 0 Tile Due Date
want to delete + [=7 Report Request Sep 11, 2015

v Absence Management  Sep 25, 2015

-/'@ ‘| Re: Report Reguest ) Oct 15, 2015
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2. Onthe Task tab, click Delete Ll Organize  Tools
[} o= 9= ) 3
™) = =
Meaw e Mew Mark | Dalete
Task Email Items Complete

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 |nstant Messaging Policy
http://www.csub.edu/its/about/security/supplemental/instantmessage/

For more information, visit the Information Security website at:
http://www.csub.edul/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/02016M/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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8.0 APPENDIX

8.1 SHOW MY “ON COMPUTER FOLDERS”

1. CLICK Outlook menu, click Preferences

In the Outlook Preferences box, under Personal Settings, click General

In the General box, clear the Hide On My Computer folders checkbox

2
3
4. Returnto Create a contact group
5

In the Folder pane, check the My Contacts

8.2 Outlook Mac and Outlook PC Differences

The functionality of Outlook 2016 differs from Mac computers to PCs. The primary differences relate to the
Mac version of Outlook 2016. Below is a partial list of the differences with workarounds.

Function

Support

Workaround

Request Read Delivery Receipt

Not supported on Mac according
to Microsoft

Use Outlook Web

Assigning Tasks

Not supported on Mac or Outlook
Web

No workaround

Accepting or Rejecting Tasks

Not support on Mac or Outlook
Web

No workaround

02016 Outlook Mac Advanced - QRG
Last Modified by tsherman on 10/29/2015

©2015. All Rights Reserved.
CSU Bakersfield

Page 18



