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

Messages

Personal Contacts

Calendars

Delegated Access

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 Al Unread By Date = Newest ¢
4 Yesterday
John Adams =
Report Request Thu 12:56 PM
Please send me latest

2. Onthe Home Tab, click Follow-up

B
(7]

N6 - Inbox - gwashington@CSUBakersfield.onmicrosoft.com - Outlook
HOME | SEND/RECEIVE FOLDER  VIEW  McAfee E-mail Scan

[=_ | fGxIgnore x N rf\ N . ¥ Move to: 7 3 To Manager ¥ N [ []
=7 = (d [ 5 FaMeeting e — 1 5
O | Clean Up = L(- L-) < =T Team Email + Done 1= B L
New New | o . Delete | Reply Reply Forward [y pore - &Y - Move Rules OneNote | Unread/ Categorizg Follo:
Email Ttems - | S Junk A i (& Reply & Delete ¥ Create New N N - -
New Delete Respond Quick Steps [ Maove Tags
02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved.
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3. From the menu, make your selection

> Today
| Tomorrow
| This Week
| Next Week
> NoDate
|b Custom...
Add Reminder...
&/ Mark Complete

Set Quick Click...

4. Your flagged email appears in your Inbox. To

Report Request
Please send me |atest

All Unread By Date =  Mewest

complete a flagged email, click the flag 4 Yesterday

John Adams t@

Report Request Thu 12:56

Please send me latest

5. The flag changes to a green check mark indicating All  Unread By Date =  Newest + | =

completion. 4 Yesterday

John Adams -

Thu 12:56 P

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 email

From = gwashington@CSUBakersfield.onmicrosoft.com
Tou. John Adams (jadams@CSUBakersfield.onmicrosoft.com); \
Send
Ce..
Subject paychecks

Please stop by my office and pick up your paycheck.

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

MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
cut . et & | ) @ | Al =l enilice
Copy ve - = I High Importance
Paste B I U |2 A Address Check | Attach Attach Signature
= Format Painter Book MNames File Item - o ¥ Low Importance
Clipboard [F} Basic Text Mames Include Tags E}
02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved. Page 6
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. . . MESSAGE | INSERT  OPTIONS  FORMAT TEXT  REVIEW
3. Notice that the selected importance level is E || B Atshrie | P Follow Up-
K . B I U U7 Attach Item - | | High Importance
highlighted. Paste A R 2 sonaure- s —
Clipboard 1 Basic Text Include Tags ]
. From - gwashington@CsUBakersfield.onmicrosoft.com
CI'Ck Send . To.. John Adams (Jadams@Cst com); |
Subject Paychecks
Please stop by my office and pick up your paycheck.
4. If you selected High Importance, the email will Al Unread ByDate = Newest |
appear in the recipient’s Inbox with a red
PP . ] P 4 Today
exclamation point.
George Washington !
Paychecks 4:22 PM
Please stop by my office and

2.3 Requesting Delivery and Read Receipts
To ensure that your recipient received, read, or both, you can request delivery and read receipts. A delivery

receipt shows the date and time your email reached the recipient’s mailbox. A read receipt shows the date

and time the recipient opened your email. The delivery and read receipts will appear in your Inbox.
L To begin’ create your email From = | gwashington@CSUBakersfield.onmicrosoft.co
EE' To.. John Adams (jad: UBakersfield.onmic
Send ;
Ce...
Subject All Hands Meeting

We will have an emergency meeting at 7:00 am

tomorrow.

2. Click the Options tab
MESSAGE | INSERT FORMAT TEXT  REVIEW
Calibri (Body) ~|11 ~| A A | 3 [l Attach File > Q
B I U |:=-:= == % Attach Item ~ = a
- ¥ WA === 4 afﬁes [ signature ~ a'gs Zoom Agﬁf?::r
Clipboard = Easic Text ] Include Zoom Apps ~
3. Inthe Tracking group, check Request a Delivery Receipt, Request a Read Receipt, or both
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
] n' & ‘j EE& Bce Use Voting Buttons ~ a" ;'} Delay Delivery
= M e +| Request a Delivery Receipt :a_ Direct Replies To
Themes Page Permission| Save Sent
< ~ Color = o | Request a Read Receipt Ttem To ~
Themes Show Fi... | Permission Tracking [F] More Options [F]
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4. When the recipient opens your message, they will

-

Microsoft Qutlook

receive a message indicating your request for a U —
receipt. r ! ::'\-. sent when message 'All Hands Meeting' is read. Do
you want to send a receipt?
L. I:‘ Don't ask me about sending receipts again
Please note that the recipient may choose not to
send a receipt. [ ves [ wo |
5. If the recipient chose to send a receipt, the receipt . e
il Pi€ nb P P George Washington =
will appear in your Inbox. Read: All Hands Meeting 4:42 PM
Your message

6.  The receipt contents will show the date and time
information.

From  George Washingtor]
To John Adams

Subject Read: All Hands Meeting
Your message

To: George Washington

Subject: FW: All Hands Meeting

Sent: Friday, September 11, 2015 4:40:59 PM (UTC-
08:00) Pacific Time (US & Canada)

was read on Friday, September 11, 2015 4:43:00 PM
UTC-08:00) Pacific Time (US & Canada).

Sent Fri9/11/2015 4:42 PM

2.4 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 View tab

HOME SEND / RECEIVE FOLDER McAfee E-mail Scan
[ i3 £& Reply - Move to: 7 ¥ >
- ..':I: = g Delen =2 Reply All = = To Manager move | Taos
Eme:;rl Iteriv:' &~ elete = Forward Ef -~ ||=3 Team Email - 'g
Pew Delete Respond Quick Steps =
2. s . e 1] )
Fr(I)m .the Arrangement Gallery, make your DGD&TE & Fom 510 W Categories
selection —
|P Flag: Start Date |’ Flag: Due Date [ Size Q Subject
By default, Outlook arranges your email by date. B 1ype b atachmens (8] Account ! Importence

3. To change the sort order, click Reverse Sort on
the View tab

VIEW | McAfee E-mail Scan
= =
E s Hlag: Start Date P Flag: Due Date H Size [ Subject

Message B Type
Preview~

b, [} |,
¥ Attachments E.Accgm: + Importance

Arrananmnnt

=

i i3d Columns

* +=Expand/Collapse -

02016 Outlook PC Advanced - QRG
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2.5 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 108 or your projects, i.e. Office 365.

1. From your Inbox, click the Folder tab
SEND / RECEIVE VIEW McAfee E-mail Scan
- fi3< £& Reply m T Move to: ? 3 >
(=7 et | < x 2 Reply All £3 To Manager
MNew MNew e _ Delete . EEJ' =1 Team Email Mowe | Tags
Email Items ~ | & = Forward = -
Mew Delete Respond Quick Steps LF]
H FILE HOME SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan
2. Onthe Folder tab, click New Folder O B | ot o
= ® Z 5 Delete All
New [New Search | Rename Mark All Run Rules  Show All o
Folder) Folder Folder asRead MNow FoldersAtoZ &
New Actions Clean Up
3. Onthe Create New Folder screen, Create New Folder_ —
MName:
¢ In the Name, type a name for your folder con 108
. . Folder contains:
¢ |n the Folder Contains, select Mail and Post Mail and post ttems =
ltems | 7“2 23 quatiaron@esusssorsfeid ommicroaficom =
B Inbox Tl
e Inthe Select where to place the folder:, 7 Drstts |
. ‘?:? Sent Items. .
click Inbox 5 Dated tiams I
. > [£5] Contacts
e Click OK =L Journal
Ca Junk Email W
< | S n ] »
4. Inthe Folder pane, your new folder appears as a 4 inbox!
sub-folder of your Inbox. COM 108
Drafts
Sent ltems
Deleted Items 4
Junk Email
Qutbox
RSS Feeds
Search Folders
5. To move messages to your new folder, select the All  Unread By Date ~  Newest
message you want to move
gey 4 Today
John Adams =
FW: All Hands Meeting 4:41 PM
FYI
6. On the Home tab, CIICk Move FILE HOME SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan
16 a8 ard ¥ Move to:? ¥ Move -
El\rlne:;l “t::"vsv' t'@' Delete | Reply REA|I;IIy Forward E‘@- =9 Team Email - _‘,TEﬂOneNule
New Delete Respond Quick Steps [ Move
02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved. Page 9
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7. Make your selection from the menu.

Inbox

Bulletin Boards
Announcements
Campus Faculty
Campus Staff
Calendar

Inbox
Other Folder...
(F Copy to Folder...

¥ R R -
Always Move Messages in This Conversation...
8. Your message is moved from your Inbox to the 4 Favorites ¢ | [Search com 108 (crl+E) O | current Folder ~
selected folder. Inbox All Unread ByDate ~ Mewest 4
Sent [tems 4 Today
iziiis John Adams R
FW: All Hands Meeting 4:41 PM
4 gwashington@... il
4 Inbox /
COM 108
Drafts
Sent Items

Deleted Items 4

Nl E—

2.6 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.

criteria in the search box.

1.  To search for a message, enter your search

éarch Current Mailbox (Ctrl+E) D Current r.-]aﬂbox)

Al Unread ByDate *  Newest ¥
4 Yesterday
George Washington
Reminder Thu 3:28 PM

Status reports are due today

George Washington e
Automatic reply: Testing A... Thu 2:53 PM
Iwill be away from the office

2. Asyou type, the search results will appear

department X | current Mailbox ~
All  Unread By Date ~  Newest &
4 Last Week
Icardo Center 5
Accepted: Department Me... Fri 9/4
Your request was accepted
John Adams &=
Department Meeting Fri 94
John Adams =
Accepted: Department Meeti... Fri o
Showing recent resuits...

More

02016 Outlook PC Advanced - QRG
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All Current = Include
Mailboxes Mailbox &7 | Older Results
Scope

Has
Attachments

From Subject Categorized

Results Refine

e Sent To -
=3 Unread

I Important

== More -

Options| Close
- Search

Close

3. When you click in the search box, the Search Tools tab appears. This tab offers additional search
methods.
m r'|j| = Inbox - jadams@CSUBakersfield.onmicrosoft.com - Cutlook SEARCH TOQOLS A =\ J ST
SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan SEARCH
@L}} E:j ﬁ Ml =.. = This Week ~ [™ Flagged B a

2.7 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 All__Unread By Date = l
want to block i
Educator Mortgages
Fwd: California Educator P... 11:27 AM
MO LEMDER CLOSIMNG COET
2. Onthe Home tab, click Junk HOME | SEND/RECEIVE FOLDER  VIEW
=1 | fxIgnore x N AN O
=7 e < 2
& | x Clean Up ~ L(- IL(- L-)
Mew New m Delete | Reply Reply Forward
Email Items All
New Delete Respond
3. From the pop-up menu, click Block Sender & (Block Sender )
MNever Block Sender
Never Block Sender's Domain (@example.com)
MNever Block this Group or Mailing List
® Junk E-mail Options...
4.  Outlook moves the message to the Junk-Email 4Favorites < | [Search unk st @) 5 | current orcer
folder. The sender’'s email address is added to the e — rpate ™ Nevest &
H H Drafts
Blocked Senders list in Outlook. Educator Morigages I
4 gwashingion@_. NO LENDER CLOSING COST
Inbox 1
Drafts
Sent Items
Deleted Items 2
Junk Email [1]
Outbox
RSS Feeds
Search Folders

3.0 Working with your Personal Contacts

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 PC Advanced - QRG
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Mail Calendar Tasks Notes Folders Shortcuts ---

3.1 Creating Contacts

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

1. From the People > Home tab, click New Contact FILE HOME | SEND/RECEIVE  FOLDER
® = =l
=) & am W
MNew ew Contact MNew Delete | Meeting More
Contact Group Items ~ =
MNew Delete Communicate
2. When the new contact window opens, —— John Adams
¢ In the Full Name, enter the person’s first S Law Office of John Adams
and last name _
Job title Attorney
o (Optional) In the Company, enter the
person’s company
¢ (Optional) In the Job title, enter the person’s
job title
3. In the File AS, Job title Attorney
. File as adarms, John -]
¢ Click the down arrow AN
Law Office of John Adams
¢ Select how you want the contact to appear Qadams John iLow Office of John Adam=D>
in your address book
4. In the E-mail, enter the person’s email address Internet
DE-maiI... - jadams@CSUBakersfield.onmicrosoft.com

Business number.

5. Under Phone numbers, enter the person’s

Phone numbers

Business... + | |[661) 355-1212

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

Ea = s
CONTACT INSERT FOH

2 =5 OE

MNew ~ -
Actions
7 Your Contact appears |n your address book (@ [FULL NAME JOBTITLE | COMPANY FILE AS COUNTRY/REGION |DEPAR]
’ Click here to add a ne...
4 Company: Law Office of John Adams: 1 item(s)
=] @hn Adams Attorney Law Office of John Adams ~ Adams, John United States of A...

3.2 Updating Contacts

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

*Note: The screenshots below reflect the screens displayed when viewing contacts from the Phone view
under Current View. You can change your current view by clicking any of the options below:

02016 Outlook PC Advanced - QRG
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® = 86

People Business C... Card Phone

Current View

1. To update a contact, double-click the desired contact
D |[FULL NAME JOB TITLE COMPANY FILE AS COUNTRY/REGION |DEPARTME... |BUSINESS PHO .| E-MAIL caty
&1 (o adams Attorney  Law Office of John Adams _ Adams, John  United States of A (661) 5551212 jacams@CaUakersti )
2. Make your changes s ||
Company Law Office of John adams
File as. ‘Adams, John
[ E-mai - | ||pdams@CsuBakersfiesd.onmicrosoft.com
Display as John Adams (jadams@CSUBakersfield.onmicrosoft.com)
. . . ==l L -
3. When you are satisfied, click Save & Close. hﬂ_ o
[ =
(=1 =2 =3 DDl
Sawve & Melete Save 8 Forward OneNote
Clhose MNeww — -
i

3.3 Deleting Contacts

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

1. To delete a contact, select the desired contact B |ru nave JOBTITLE | COMPANY
Click here to add a ne...
4 Col : Thil L1 item(s)
[EE] (Thumas Jefferson Third Presidemt)
4 Company: Law Office of John Adams: 1 Tem(s)
[EE] John Adams Attorney Law Office of John Adams

2. On the Contact tab, click Delete

COMNTACT INSERT FOR

3.4 Creating Contact Groups

These instructions cover the steps to create a contact group.

1. From the People > Home tab, click New Contact P 5 & -
Group

[Z=] New Contact

&% Mew Contact Gro@
ls=h Mew Ttems ~

Mew

02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved. page 13
Last Modified by tsherman on 11/18/2015 CSU Bakersfield 9



Faculty & Staff
Outlook 2016 for PC Advanced
Quick Reference Guide

2. On the Contact Group window, enter a name for
the contact group in the Name box e T
3 From the Contact Group tab CONTACT GROUP INSERT FORMAT TEXT REVIEW

e X 53 lEs sy

e Click Add Members S o e o | R " oy
4.  Click From Outlook Contacts €T From Ouﬂookgomam) :
E::E From Address Book

' af New E-mail Contact

5. In the Select members window,

¢ Double-click each person you want to add to
the group

e Click OK, when finished * embers

Vb -2 | Beriowin fronin ey

CONTACT GROUP INSERT FORMAT TEXT REVIEW

[ o® [== [
X &5 | &% = &
elete Forward | Members Notes Add Remove Update
roup Group ~ Members ~ Member MNow

6.  On the Contact Group tab, click Save & Close

Actions Show Members

4.0 Working with Calendars

The Outlook Calendar offers flexibility and ease in managing your calendars. This session focuses on advanced
calendar functions, such as sharing your calendar, setting permissions, and delegating access.

4.1 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. Inthe folder pane and under My Calendars, right- 4[= My Calendars

+ Calendar

click the calendar you want to share. e

Other Calendars

4| Shared Calendars

United States holidays
John Adams

2. From the menu, click Share

Copy Calendar

' Recover Deleted Items...

02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved.
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3.  Click Share Calendar = E-mail Calendar..

o1 Share Calendar

Publish to WebDAV Server...

- -
& Calendar Permissions

4. On the Share tab, e T e e -

1= o John Adams (jadams@CsL ft.com);

¢ Inthe To, enter the person’s name or click
Subject Sharing invitation: George Washington - Calendar
To search for the person

° In the SubjeCt, you can Change the text or ] Allow recipient to view your Calendar

Send

Details  availability only -

leave it
. . . Iirv|e will be shown as "Fr“ee_“ "Busy,” "'Eentatwe_
o (Optional) Check the Request permission (R S AU
to view recipient’s Calendar T Georse Washington - Calndar

€ \icrosoft Exchange Calendar

o Leave the Allow recipient to view your
Calendar checked

As per your request, | am sharing my calendar with you

¢ In the Details, select an option. Your
choices are Availability only, Limited details,
and Full details.

¢ (Optional) In the body, enter your comments

e Click Send

5. On the message screen, click Yes Moo e L

F Share this Calendar with John Adams
> (i i i

com)

com>?

Permissions: Availability only

.
(G T |
el

6.  Shared calendars appear in the Folder pane of the | wy calendars
Calendar module. | Calendar

Birthdays

Other Calendars

4[| Shared Calendars

United States holidays
John Adams

4.2 Sharing Permissions

When sharing your calendar, you can specify the level access to your calendar information. The table below
summarizes their descriptions.

Permissions Descriptions

Availability Only Provides free and busy information
Limited Details Provides free, busy, and title of event
Full Details Provides free, busy, title, location, attendees, and description

4.3 Creating private appoinments or meetings

On occasion, you may need to create a private appointment or meeting.

02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved.
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1. Create the appointment or meeting as usuaL @ vou haven't sent this meeting invitation yet.

From tsherman@ceub.edu
To. | |Georoe Weshinglon; Catinet Room
Subject | Election Palling Information

Cabinet Room - | Raoms

Tue 12/1/2015 | [s0am

Endtme | Tue 12/1/2015 | [es0am

2. From the Home tab, click Private

Meeting Insert Format Text Review Developer ';:‘ Tell me what you want to do...

XelENE & B FES LD 2o 1O o W&

High Importance

Delete Eg . | Appointment Scheduling Skype Meeting Cancel Address Check Response Reminder: |15 minutes . |Recurrence Time Room Categorize Office
Assistant  Meeting Notes  Invitation Book Names Options~ Zones Finder = ¥ LowImportance  Add-ins
Actions Show Skype Me... | Meeting... Attendees Qptions 5 Tags Add-ins | A

3. Click Send.

Send

4.4 Using the Scheduling Assistant

At times, you will need schedule meetings with many attendees. The Scheduling Assistant can help you find
times that works for most attendees.

1. Create the meet'ng as Usual @ You haven't sent this meeting invitation yet

From ofca 8 Straming.csub.edu
1=1 To Jog Biden: George Washmgton: John O Adoms; Rutherford Haves: Dan Quayle

9 et |Election Resuts
Cabmnet Room
Stattime | Thu 12/3/2015 o [sooem - AN day event
End time Thu 12/3/2015 M| 530PM

2. From the Home tab, click Scheduling Assistant Review  Developer Q) Tell me what you want

DEEEEEE
= s 3 s, :
LI (?EI b4 ! Vo &
Delete ﬁ%' Appointmen{ Scheduling Skype Meeting Cancel Address Check Response

Assistant | Meeting Notes  Invitation Book Names Options ~
Skype Me... Meeting... Attendees

Actions Sho

3. The Scheduling Assistant opens showing the Elsend 100% ~ | Frday, Noverber 2, 015
availability of the attendees’ B, i sendees || ——

© John adoms [EE =2 I
@ Joe Biden

George Washington [[Departrng
@ John Q Adams

& Rutherford Hayes

]

@ b oune [~ m
Click here to add a name
“
Add Attendees. options ¥
Start time  |Fri 11/20/2015 [ 1100 &M -
Add Rooms. End time Fri 11/20/2015 5 1130 am -

Mousy [7 Tentative [l Out of Office [ Working Elsewhere [ No Information [ Outside of working hours
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4. On the lower right hand side of the screen is the Suggested times:
Suggested Times box. This box shows any open P B
times and conflicts. 10:30 - 11:00 i

1 conflict: John Adams

11:00 - 11:30 gw i
1 conflict: John Adams |E |

If there is a conflict is will show the time period,

11:30 - 12:00

and the attendee(s). 1 conflict: John .C'Lc:lar'r'nsSIW -

5. From the scheduling screen, drag the meeting bar
| bl . =15end 100% ~ | Friday, November 20, 2015
to an available tlme' 800 8.00 10:00 llﬂJ 12:00 100 200
Or B |l Attendees
. . 12 John Adams IDEPEI‘tmE‘ HD\; L1550
Change the date and times using the Start and Joe iden dD;;%etg

End Times boxes. D George Westingion [ Depertme
@) John 0 Adams
@ Rutherford Hayes

@) Dan Quayle - .

time

Start time  |Fri 11/2042015] Fo| [1200PM ~

End time Fri 11/20/2015 5| | 100 PM -

6. When you are satisfied, click Send. m 100% < | riday, November 20, 2015

800 9:.00 10:00

B; All Attendees
2 John Adams @
& Joe Biden

&) George Washington

& John Q Adams
& Rutherford Hayes
—

5.0 Working with Delegated Access

Depending on your work environment, you may need to give others permission to receive items and respond
to items on your behalf. Outlook refers to this process as delegating access. You can delegate access to
your calendar, tasks, Inbox, Contacts, and Notes.

5.1 Granting Delegate Access

These instructions will assist you granting delegate access to another person.

1.  To delegate access, click the File tab [ISRE | SEND 7 RESERE  CSLEER  ViEw
(= Sy | Fiere
New New - SEAn TP T pelete | Re Re Fo
Email Items ~ | *©Junk =~ A
Mewr Delete Respond

2. Onthe Account Information page, click Account

Settings (center of page) Account Information

/) gwashinglon@CSUBakersfield.onmicrosoft.com

Microsoft Exchange

4 Add Account

Account and Social Network
Settings

s Change settings for this
account or set up more

connections,
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3. From the menu, click Delegate Access [&] Account Settings..
“ﬂ‘ Add and remove accounts or
change existing connection settings.
o _® Social Network Accounts
usy ) )
&8  Configure Office to connect to
ocial network:
.. Delegate Access
&' Give others permission to receive
items and respand on your behalf.
— Download Address Book...
E‘ Download a copy of the Global
4. On the Delegates screen, click Add Delegates — - =X
9 Delegates can send items on your behalf, including creating and
responding to meeting requests. If you want to grant folder permissions
without giving send-on-behalf-of permissions, close this dialog box,
right-click the folder, click Change Sharing Permissions, and then change
the options on the Permissions tab.
i Add..
Remove
Permissions...
Properties...
Deliver meefing requests addressed to me and responses to meeting
5. Onthe Add User screen, sl AUUUREL LR L ia -
Search: (@ Name only () More columns  Address Book
o Locate and select the person that you want R e Globel aduress List—jacemsecsus RPNt
to designate aS your delegate V:ame Title - - - Business Phone Location Department
o Benjamin Franklin Benjamin Franklin (training@cs... training@csub.edu -
. John Adams John Adams (jadams@CSUBak... jadams@CSUBakersfield.onmic..
* Click the Add button S |
e Click OK L
< 1 D -
John Adams
o
6. On the Deleg ate Permissions screen, This delegate has the following permissions
e Setthe permiSSion levels for Calendar: Calendar lEd'rtor (can read, create, and modify items) ']
tasks, inbox, contacts, and notes. || Delegate receives copies of meeting-related messages sent to me
. . ? Tasks lReviewer (can read items) ']
Permission levels
« None — No access ) mbox [None |
o Reviewer — Can read items 27| contacts |None v
o Author — Can read and create items N l ]
otes None v
o Editor — Can read, create, and modify items
& JUISIvY TNUTTE
7. Atthe bottom of the screen, — l J
e Select the Automatically send a message &7 contads IN"”"- ']
to de!eggte summarizing these Notes [None ']
permissions check box
[¥] automatically send a message to delegate summarizing these permissions
The delegate will receive an email with the [ | Delegate can see my private items
access permissions you assigned.
. [ oK ] [ Cancel l
e Click OK
02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved.
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. [ s
8.  The selected delegate will appear on the %‘-’m‘ =
Delegates can send items on your behalf, including creating and
Delegates screen. Next, S e e e
A A . ight-s k Change
o Select the delivery option for meeting 1 otons o e ermzcons b .
n Adams Add...
requests and responses
e Click Ok |
Properties... f
(] Deliver meeting requests addressed to me and responses to meeting
requests where [ am the organizer to:
If necessary you Can add more delegates by (@ My delegates only, but send a copy of meeting requests and
L] responses to me (recommended)
clicking Add. s
N
N /]

Click the @ button to return to your previous
page.

5.2 Delegate Permissions

When you delegate access to your calendar, you have several options for setting permissions. The table below

list these permissions.

Permissions Descriptions

Owner Create, read, modify, and delete all items, and create subfolders. Can
change the permission levels that other people have for the folder.

Publishing Editor Create, read, modify, and delete all items and create subfolders.

Editor Create, read, modify, and delete all items.

Publishing Author Create and read items, create subfolders, and modify and delete
items and files that you create. (Does not apply to delegates.)

Author Create and read items, and modify and delete items and files that you
create.

Non-Editing Author  Create and read items s only.

Reviewer Read items only.

Contributor Create items only. The contents of the calendar do not display.

Free/Busy Time, See free/busy time as well as the subject and location of items.

Subject, Location Cannot Create Files and can only read this basic information, not the
full files.

Free/Busy Time See free/busy time only.

None No permission. You cannot open the calendar.
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5.3 Opening Delegated Items

Depending on your work environment, you may need to give others permission to receive items and respond
to items on your behalf. Outlook refers to this process as delegating access. You can delegate access to
your calendar, tasks, Inbox, Contacts, and Notes.

1. From your Inbox, select the “I'd like to share my All  Unread By Date *  Newest ¥
calendar with you” email 4 Today
Joe Biden ]
I'd like to share my calendar with y... 10:19 AM
loe Biden

2. From the preview pane, click Open this Calendar

Wed 11/18/2015 10:19 AM
Joe Biden

I'd like to share my calendar with you
To John Adams

0 Joe Biden (ofc365-10@o365training.csub.edu) has invited you to view his or her
Calendar. Click the Open button above.

= Joe Biden - Calendar

€ Microsoft Exchange Calendar

3. Your calendar opens, the delegated calendar will b (8] My Calendars
be located under Shared Calendars in your folder
pane. Other Calendars
e Check the person’s name, such as Joe 4(m| Shared Calendars
Biden United States holidays - ofc365-48@0365traini
/| Joe Biden

4. Their calendar appears.

nonO 2
e umeanu

T v e
free)

oo cen. e e
[, Vg e e
oo P
et Pt

5. To return to your calendar, check your calendar 4[m| My Calendars
under My Calendars.

C | Calendar - ofcass%@o365training.csub.e@

|| Birthdays - ofc365-48 @ 0365training.csub.edu

Other Calendars

4 [m| Shared Calendars

United States holidays - ofc365-48@0365 g

+/| Joe Biden
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6. You will see both calendars. To close a calendar, click the X for one you want to close.
. . Today Q Tomorrow Friday . N
< v January - February 2016 Washington, D.C. = <37 0 GooF 1 SFopyagep | SEarc joe Ben - Calendar (-
Calendar - ofc365-48@0365training.csubedy X « Joesiden@
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI
Jan 24 25 26 27 28 29 30 Jan 24 25 26 27 28 29
1:30pm 9:00am 1200pm
Department Department Dept
Meeting; Meeting; Meeting;
East Room; Rose China Room;
John Adams Garden; John Grover
Adams Cleveland
31 Feb1 2 3 4 5 6 31 Feb1 2 3 4 5
2:30pm 9:00am 2:30pm
Secret Department Secret
Meeting Meeting; Meeting
(aka. Happy Rose (aka. Happy
Hour); Garden; John Hour);

5.4 Creating Appointments on Shared Calendars

Creating appointments or meetings on Shared Calendars works the same as for your calendar. The difference

between the two is you will need to select the calendar first.

5.4.1 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. Under Shared Calendars, check the name =] My Calendars
of the delegated calendar Other Calendrs
4(u| Shared Calendars
United States holidays - ofc365-48@0365trainif
2. From the Calendar Home tab, CIICk NeW FILE HOME SEFN‘D/RECENE FOLDER VIEW McAfee E-mail Scan +
i m \ R @ ETEEEREME W
Ap pOIntment New N:w New | New Skype | Today Next7 | Day Work Week Month Schedule | Open Calendar
\Appointment Meeting Items - Meeting Days Week View Calendar -~ Groups ~
New Skype Meeting Go To 5 Arrange 5| Manage Calendars
3. Inthe Subject field, type subject of your Gubiect All Hands Meeting )
appointment Location MUt Purpose Room -
4. Inthe Location field, type the location for :
; Subject All Hands Meeting
your appointment
@cation Multi Purpose Room )v
5. In the Start time, Start time | Wed 8/26/2015 8:00 AM @
o Use the calendar picker to select a Crdtime | Wed 8/26/2015 m | [s30 am .
date
e Use the down arrow to select a time
6. Inthe End time, Starttime | Wed 8/26/2015 o] | 800 AM -
e Use the calendar picker to select a Endtime | wed 8/26/2015 330 AM @
date
e Use the down arrow to select a time
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7. Inthe body, type the appointment
information, such as purpose and the
agenda.

he purpose of the meeting is to update everyone on the Constitution
project.

Introductions
Progress reports
Ratification process
MNext Steps

PWNPE

8.  When satisfied, click the Save & Close
button.

=] - Untitied - Appointment
APPOINTMENT | INSERT  FORMAT TEXT  REVIEW

i s =

[ 2 =™ Ea— G
T4 Scheduling

N L 5 - Siype Meeting

“Carendar Meeting Notes

St Do e e £

f=3 [

Options| Tags

nnnnnn Show zoom

5.4.2 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. Under Shared Calendars, check the name
of the delegated calendar

I [m] My Calendars
Other Calendars

4 m| Shared Calendars
United States holidays - ofc365-48@o365traini

/| Joe Biden

2. From the Calendar Home tab, click New
Appointment

HOME | SEND/RECEIVE  FOLDER  VIEW  McAfee E-mail Scan

T T m

[-‘ ..':I & EHE EEEEE E ER
New Skype | Today Moxt7 | Day Work Weck Menth Schedule | Open  Calendar

lappointment ee(mg e Meeting Days Week View | Calendar - Groups -
Siype Meeting GoTo & arrange = | mManage Calendars

3. Inthe Subject field, type subject of your ,
. Subject All Hands Meeting
appointment
Location Multi Purpose Room -
4. Inthe Location field, type the location for :
. Subject All Hands Meeting
your appointment
@cation Multi Purpose Room )v
5. Inthe Start time, Starttime | Wed 8/26/2015 5:00 AM @
e Use the calendar picker to select a Endtime | wed 8/26/2015 | (a:30 am .
date
e Use the down arrow to select a time
6. Inthe End time, Starttime | Wed 8/26/2015 M| 800 AM -
e Use the calendar picker to select a Crdtime |wed 8/26/2015 330 AM @
date
e Use the down arrow to select a time
7. In the body, type the appointment he purpose of the meeting is to Update cveryone on the Constitution =
projoct.
information, such as purpose and the 1. introductions
2. Progress reports
agenda_ 3. Ratification process
4. Next Steps
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8. Onthe Appointment tab, click x-‘— I = B ) B
Recurrence. e |
. Appointment Recurrence - [
9.  Onthe Appointment Recurrence, .
e Select a recurrence pattern, such as -
Monthly e
Dady Day |14 | ofevery 1 | monthis)
¢ Specify the frequency, such as The Moty (G v ] ey (o] sy 1 )
Second Monday of every 1 month
¢ Select the ending date, such as End e Erowddm
after 10 occurrences ——
¢ Click OK (&) o
10. When satisfied, click the Save & Close I X g
bUtton e\eleCouvvaj_‘.. P?ﬁ::r::m :I-;:e Mﬁu ;‘?‘3 Ws:-l:m'\- T:u

5.5 Scheduling Meetings on Shared Calendars

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.

5.5.1 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. Under Shared Calendars, check the name of the b ] My Calendars
delegated calendar
Other Calendars
4[] Shared Calendars
United States holidays - ofc365-48@o365traini
v| Joe Biden
2. From the Calendar Home tab’ click New Meeting FLE HOME | SEND/RECEIVE  FOLDER  VIEW  McAfee E-mail Scan  APPOI]
E (RBph & EIEE-
New New | New Skype | Today Next7 | Day Work ont
AppointmeniMeeting ftems ~ | Meeting Days Week [ Schedule View
New’ Skype Meeting Go To r- Arrange &
3. Click the To... button T
Subject
02016 Outlook PC Advanced - QRG ©2015. All Rights Reserved.
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On the Select Attendees and Resources: Contact
page,
e Select the desired attendee, such as
Benjamin Franklin

e Click Required
¢ Repeat to add additional attendees

Select Attendees and Resources: Contacts ==

Search: @ Name only

Mare columns  Address Baok

Contacts - tshermang@csub.edu (1) ~  advanced find

Benjamin Franklin (blrankindbcsub ed

To add the room,
¢ Select the desired room
o Click Resources
e Click OK

optional»
Resources -»
ox | [ cance
Select Attendees and Resources: Contacls ===

Search: @ Name enly () More columns  Address Book

o Contadts - sherman@esub.ec (1) - advanced find

Drsplay Name

{Resources » ) conference Room confmecsub.edul

i

In the Subject field, type subject of your 7 From -
appointment R e e —
Location Conference Room (confrm@csub.edu) -
7- In the Start t| me, - From ~ tsherman@csub.edu (1)
EEI Benjamin Franklin (bfr du); John Adams (2ndpr du);
H To...
e Use the calendar picker to select a date serd Conterence Room (sonfmiScs o)
. Subject Department Meeting
e Use the down arrow to select a time  pee—— =
Cslarttlme Tue 9/1/2015 fR| 1130 AM .) Al day event
End time Tue 9/1/2015 E 12:00 PM -
8- In the End tl me, - From ~ tsherman@csub.edu (1)
. EEI o Benjamin Franklin (bfr du); John Adams (2ndpr du);
¢ Use the calendar picker to select a date ser || conference Room (conftm@csun.ed)
. Subject Department Meeting
e Use the down arrow to select a time  pee—— =
Start time Tue 9/1/2015 fR| 1130 AM - Al day event

CEnd time Tue 9/1/2015 5| |1200PMm - )

In the body, type the meeting information, such as
purpose and the agenda.

(he purpose of meeting is to discuss recruitment for vacant positions)

10.

When satisfied, click the Send button.

From ~ | tsherman@csub.edu (1)

Benjamin Franklin (bfr du); John Adams (2ndpr du);

s Conference Room (confrm@csub.edy
H H Subject Department Meeting
A meeting request will be sent to the selected mim — -
partiCipantS' Starttime  Tue 9/1/2015 | 1130aM - All day event
End time Tue 9/1/2015 E 12:00 PM -
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5.5.2 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. Under Shared Calendars, check the name of the
delegated calendar

I [m My Calendars
Other Calendars

4 (m Shared Calendars
United States holidays - ofc365-48@o365traini

| Joe Biden

2. From the Calendar Home tab, click New Meeting

FILE HOME | SEND/RECEIVE  FOLDER  VIEW

Meeting Days
Skype Meeting Go To [

McAfee E-mail Scan APPQY

Day

MEE - EE=

™ Month
Week = Schedule View

Work

Arrange

[

3.  Click the To... button

From + firstpresident@csub.edu

e (D
To..
Send

Subject

4. On the Select Attendees and Resources: Contact
page,
e Select the desired attendee, such as
Benjamin Franklin

¢ Click Required
¢ Repeat to add additional attendees

Select ittandses and Hesources: Contacts —_—

Search: ) MNare ony | Vore cowns Adeiess ook

5. To add the room,
¢ Select the desired room
o Click Resources
e Click OK

6.  Inthe Subject field, type subject of your
appointment

From =
To..
Send Conference Room (confrm@csub.edu
Subject Department Meeting
Location Conference Room (confrm@csub.edu)

Benjamin Franklin (bfranklin@csub.edu); John Adams (2ndpresident@csub.edu);

7. In the Start time,
e Use the calendar picker to select a date
e Use the down arrow to select a time

From ~ | tsherman@csub.edu (1)

=

Tou Benjamin Franklin (bfr du); John Adams (2ndpresid b.edu);
Send Conference Room (confrm@csub.edu)
Subject Department Meeting
Location Conference Room (confrm@csub.edu)
(Star’tnme Tue 9/1/2015 5 1130AM - ) All day event
End time Tue 9/1/2015 E 12:00 PM -
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8. In the End time,

e Use the calendar picker to select a date
e Use the down arrow to select a time

From = | tsherman@csub.edu (1)

;EI To.. Benjamin Franklin (bfr edu); John Adams (2ndpresident@csub.edu);
send Conference Room (confrm@csub.edu
Subject Department Meeting
Location Conference Room (confrm@csub.edu) -
Start time Tue 9/1/2015 M 1130AM - All day event
CEmd time Tue 9/1/2015 | 1200 PM - )

9. On the Meeting tab, click Recurrence

MEETING | INSERT ~ FORMATTEXT  REVIEW
intment = Fm @
X [ m |Et (s E B i 22 [ Busy

T 5] Scheduling . 2
Delete Copy to My ¢ 3- Skype Meeting Cancel
Calendar Meeting | Notes | Invitation &1~
Adions Show

=

15 minutes  ~| & Time Zones

Skype Meet...| Meeting N... | Attendees Gptions

10. Onthe Appointment Recurrence,
Monthly
Second Monday of every 1 month

10 occurrences
e Click OK

e Select a recurrence pattern, such as
¢ Specify the frequency, such as The

o Select the ending date, such as End after

Appointment Recurrence .,

: me. =

| Appaintment time
start h130 AM
End: 1200 PM

| Duration: 30 minutes

] 3] (]

|| Recurrence pattern

o Recur every |1 weekis) on: 9
I
Sunday Monday | Tuesday Wednesday

Thursday Friday Saturday

Range of recurrence
Start: | Tue 9/1/2015 j @) No end date

End after: 10 occuTences
Endby: | Tue 11/3/2015

mo)

as purpose and the agenda.

11. In the body, type the meeting information, such

Ghe purpose of meeting is to discuss weekly status reports)

12.  When satisfied, click the Send button.

participants.

A meeting request will be sent to the selected

From ~ | tsherman@csub.edu (1)
El T Benjamin Franklin du); John Adams (: du);
send o Conference Room (confrm@csub.edu
Subject Department Meeting

Location | Conference Room (confrm@csub.eclu) -
Starttime | Tue 9/1/2015 [ 130aM | O an day event
End time Tue 9/1/2015 E 12:00 PM v

5.6 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. Under Shared Calendars, check the name
of the delegated calendar

I [m| My Calendars
Other Calendars

4 [m Shared Calendars
United States holidays - ofc365-48@0365traini

v| Joe Biden

2. From your Calendar, double-click the
meeting you would like to update.
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3. 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

Open Recurring Item

-

. This is one appointment in a series.
! ", What do you want to open?

'é'Just this one

() The entire series

OK ] [ Cancel

4. When the meeting opens, make the desired
changes.

O o responses have bes

From - |

(hfranking.ca, edu);

Subject Department Mesting
Conference Raom confrmdicsub edu)
Siattine  |Tue /172015 | [usoam

Endtime  |Tue 9712005 | 1zooem

The purpose of meeting is to discuss weekly status reports.

5. When satisfied, click the Send Update
button to save your changes and email the

updated meeting request to the participants.

M = = Untitled - Appointment
APPOINTMENT | INSERT  FORMAT TEXT  REVIEW
=3 ‘l B m | Aepointment & m 2 2 o >
g 5 Scheduling ” =
save & Delete Copy to My (3 - Skype Meeting Invite | Options| Tags
Close Calendar Me Notes Attendees - -
Actions show Skype Meeting | Meeting Notes|_Attendees zoom

5.7 Canceling Meetings

From your calendar, you can cancel meetings quickly. These instructions will assist you in cancelling a

meeting from your calendar.

1. Under Shared Calendars, check the name
of the delegated calendar

I [m] My Calendars
Other Calendars

4 m| Shared Calendars

United States holidays - ofc365-48@o365traini

v| Joe Biden
2. From your Calendar, select the meeting you o
would like to cancel.
0™
11
Department Meating
12“'“ e ]

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

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

Open Recurring Item

X

! . What do you want to open?

@-‘Just this one

[_JThe entire series

QK l ’ Cancel

This is one appointment in a series.
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4. From the Meeting tab, click the Cancel
Meeting icon.

HOME

SEND / RECEIVE

Meeting

Notes
Meeting Notes

FOLDER

°®
e

VIEW

) =
2 ZZ show As: | [l Busy

Add or Remove Contact Tracking
Attendees  Attendees -

Attendees

McAfee E-mail Scan

MEETING
1O
- |Recurrence

Reminder: 15 minutes

Options

5. If desired, you add a reason for the meeting
cancellation.

¢

so0on.

eting canceled due to a scheduling conflict. A new request will be sent

)

6.  When satisfied, click Send Cancellation to
send the cancellation message to your
attendees.

=

Send
(Cancellation

From ~
To...
Subject
Location
Start time

End time

tsherman@csub.edu

Benjamin Franklin (bfranklin@csub.edu); John Adams (2ndpresi

Department Meeting

o The cancellation has not been sent for this meeting. Click Send Cancellation to u|

Conference Room (confrm@csub.edu)

Tue 9/1/2015

Tue 9/1/2015

2| 1130 AM -

[ 1230eM -

7. The meeting disappears.

WEDNESDAY

5.8 Responding to Meeting Requests on Behalf of Delegator

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.

5.8.1 Accepting A Meeting Request for Delegator

You can accept a meeting request for your Delegator 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.

would like to respond to on behalf of your
delegator

1. From your Inbox, select the meeting request you

George Washington
Program Review
Preliminary Findings Meeting <end=

10:48 AM X

2. From the Preview Pane, select Accept

(/' Accept *) 7 Tentative ¥ X Decline ¥ g Propose New Time ~

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

+/ Accept » ? Tentative ¥ X Decline «
Edit the Response before Sending
Send the Response Now

Do Not Send a Response
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4. If you selected, Edit the Response before
Sending,

e Add your comments
e Click Send

@ ves, 1will attend.

e(rmm + | jadams@csuBakersfield.onmicrosoft.com
To.. George Washington
Send
[ of 9

Subject Accepted: Department Meeting

When Thursday, October 01, 2015 8:00 AM-9:30 AM

Location Icardo Center

Gss, | can attend. However, | may need to leave early. )-)

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

time of your acceptance.

appear on your calendar, showing the date and

@ Accepted on 9/4/2015 11:20 AND

Organizer  George Washington Sent wed 9/2,
Subject Department Meeting

Location Icardo Center -
Start time Thu 10/1/2015 [E]| 800 AM - Alll day event
End time Thu 10/1/2015 | @20 aM -

Monthly department meeting

their Inbox.

6.  The meeting initiator will receive your response in

John Adams on behalf of Joe Biden

Accepted: Program Review
When Tuesday, November 24, 2015 11:00 AM-2:00 PM (UTC-08:00) Pacific Time (US & Canada).
Location Cabinet Room

O Received for George Washington.
John Adams has accepted this meeting on behalf of Joe Biden.

7. The meeting will appear on the delegator’s
calendar

4= Joe Biden %
SUN MOM TUE WED
Mowv 22 23 24 25
11:00am
Program
-ﬁ Review;
Cabinet
Room;
George Wa...

5.8.2 Tentatively Accepting a Meeting Request for Delegater

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.

would like to respond to.

1. From your Inbox select the meeting request you

George Washington e
Program Review 10:48 AM x
Preliminary Findings Meeting <end=

2. From the Preview Pane, select Tentative

+ Accept = (7 Tentative ¥ X Decline » Propose New Time »
P el p

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

? Tentative ¥ X Decline ¥ [ Propose
Edit the Response before Sending
Send the Response Now

Do Mot Send a Response
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4. If you selected, Edit the Response before

@ ves, I might attend.

Sendlng, @jm. SUBaker: m
To. lohn Adams
e Add your comments
. CIle Send Subject Tentative: Department Meeting
‘When Friday, October 16, 2015 8:00 AM-8:30 AM

Location

Icardo Center o)
I have a scheduling conflict.

After responding, the meeting request will
disappear from your Inbox. The meeting will
appear on your calendar, showing the date and
time of your tentative acceptance.

@ Tentatively accepted on 9/4/2015 12:47 PM)

Organizer  John Adams

subject University Week

Location Icardo Center

Start time | Fri 10/16/2015 | 800AM

End time Fri 10/16/2015 5| (830 AM

Sent Fri

All day

The meeting initiator will receive your response in

Wed 11/18/2015 12:27 PM

John Adams on behalf of Joe Biden

Tentative: Review Discussion

their Inbox.

When Tuesday, November 24, 2015 1:00 PM-2:00 PM (UTC-08:00) Pacific Time (US & Canada)
Location Blue Room

@ Received for George Washington.
John Adams has tentatively accepted this meeting on behalf of Joe Biden.

5.8.3 Declining a Meeting Request for Delegater

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.

1. From your Inbox select the meeting request you

. George Washington 2%
would like to respond to.

Program Review 10:48 AM X
Preliminary Findings Meeting <end=

2. From the Preview Pane, select Decline

+/ Accept ¥ 7 Tentative V 5@ Propose Ne

X Decline ~ . Propose New Time + [

3. From the Decline menu, select the desired option.
Edit the Response before Sending

Send the Response Now

Do Not Send a Response

@ No_Luill not attend

2)

4. If you selected, Edit the Response before Sending,

From ~ | gwashington@CSUBakersfield.onmicrosoft.com
e Add your comments =
¢ Click Send
Subject Declined: Planning Meeting
When Tuesday, October 20, 2015 8:00 AM-8:30 AM
Location - Gym

1 will be off-campus.
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5. When you decline a meeting request, the request disappears from your Inbox and it does not appear
on your calendar.

6.  The meeting initiator will receive your response in Wed 11/18/2015 1228 PM
their Inbox. John Adams on behalf of Joe Biden
Declined: Power Lunch
‘When Tuesday, November 24, 2015 11:30 AM-12:00 PM (UTC-08:00) Pacific Time (US & Canada).
Location  Camp David Solarium

0 Received for Gearge Washington.
John Adams has declined this meeting on behalf of Joe Biden.

5.8.4 Proposing a New Times for Delegater

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. George Washington m
Program Review 10:48 AM X

Preliminary Findings Meeting <end>

2. In the preview pane, select Propose New Time. V/ Accept ¥ 2 Tentative » X Decline ¥ 5 Propose New Time v
3. From the Propose New Time menu, select the .. Propose New Time ~ [ Calendar...

desired option. Tentative and Propose Mew Time

Decline and Propose New Time

7] Propose New Time: Planning Meeting - [
i

4. On next screen,

Monday, November 02, 2015
300 &0 80 900 1000 190 |

SN AN SSSSSNSSE

e Make your changes ‘
e Click Propose Time

‘ il »
Options v
| | Omtions ¥ | Meeting start time Mon 11/2/2015 [T 830AM -
<< AutoPick Next > Meeting end time |Mon 11/2/2015 [T 900 &M - |

Weusy 7 Tentative [l Out of Office [ working Elsewhere current Meeting 3% No Information

[Pemerpremrr—| | |
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5' NeXtv gwashington@CSUBakersfield. onmicrosoft.com
e Add comments, if desired John Adams
¢ Click Send
Subject New Time Proposed: Planning Meeting
Current Monday, November 02, 2015 8:00 AM-8:30 AM
Proposed Monday, November 02, 2015 8:30 AM-3:00 AM

Location old Gym o
G have a scheduling conflict. Let’s move the meeting out an hour. ;

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 Wed 11/18/2015 1227 PM
their Inbox. John Adams on behalf of Joe Biden
New Time Proposed: Review Preparation
Current Tuesday, November 24, 2015 10:00 AM-11:00 AM (UTC-08:00) Pacific Time (US & Canada).
Proposed Tuesday, November 24, 2015 9:00 AM-10:00 AM (UTC-08:00) Pacific Time (US & Canada).
Location Map Room
o Received for George Washington.
John Adams has tentatively accepted on behalf of Joe Biden and proposed a new time
for this meeting.
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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.edul/its/about/security/supplemental/email/index.html

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

¢ 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/instantmessage/

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:

Resources on the Web
e QOutlook 2016
www.csub.edu/training/pgms /outlookp/index.html

e Office 365 Information
http://www.csub.edu/training/0365/index.html

e Questions or Issues with Office 365 or Office 2016
Email office365@csub.edu

General training questions

e Tammara Sherman, Ed.D.
Campus Training
661-654-6919
tsherman@csub.edu
www.csub.edu/training/index.html

Computer-related Issues

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