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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.

to enter it as

1. To begin, click the Outlook icon on your desktop
. . . ‘Outiook Today - Outiook TN -
2. On the Ribbon, click File e | Snosoe v vew wesmei@ar
[} Address Book
3. Under Account information, click Add Account OutlogkJoq@)putiock
Account Information
Open & Export
No account available. Add an e-mail account to enable additional features.
= Add Account
N Account and Social Network Settings
’E‘ Change settings for this account or set up more connections.
S‘;::i‘:;:t' Connect to social networks.
an s o o ane ]
4. Onthe Add Account page, —— —
Outlaok can automatically configure mary emal accounts.
e In the Your Name, type your name
@ E mail Account
e In the E-mail Address:, type your email address
(netid@csub.edu) e T
£ enail Address: adams@cub.edu
e |n the Password, enter your password v sengeoe o
e |n the Retype Password, enter your password Rt ssucnd <
Type the password your Imermet sorvice provider has given you
e Click Next
. . Manual setup or additlonal senier typss
Your temporary password is case-sensitive. So be sure
« Pack _Nm> Cancel |
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5. On the Add Account: Searching for your mail server
settings..., wait for Windows Security pop-up.

I = T~ ==
T T—— e

Configuring

Gutlack is completing the setup for your account, This might take several minutes
' Establishing netwerk connection
=3 Searching for jadams@CSUBakersfield.onmicrosoft.cam settings
Logging on 1o the mail server

] =

6. On the Windows Security screen,
e Enter your password
e Click OK

populated on the screen.

This screen may appear under other windows on your
desktop. As such, it is recommended that you close or
minimize other windows. Your email address should be

-

-
Windows Security ﬂ

Microsoft Outlook

Connecting to jadams@csubakersfield.onmicrosoft.com

If 1 |jadams@(subakersﬁeld‘onmi[rosuf‘
E ([eernees )

| Remember my credentials

Finish to complete the process.

When Outlook completes your account setup, you will
receive a message indicating account success. Click

jddec-ount e cams e e ==
Congratulationst

Configuring

Outlook is completing the setup for your account. This might take several minutes.
t +  Establishing network connection
/ Searching for jadams@CSUBakersfield.onmicrosoft.com settings

+/  Logging on to the mail server

( Congratulations! Your email account was successfully configured and is ready to u;D

Change account settings | Add another account... |

—

-

8. You will receive a message to restart Outlook. Click OK.

Microsoft Qutlook ﬂ

!\ You must restart Outlook for these changes to take effect.

9. If necessary, close Outlook, using the X.

& . Gutiook Today - Duslook R n@
HOME | SEND/RECENE  FOLDER  VIEW  Moadee € mallSean
) Book
s Raspond i s - it -
Wednesdsy, Seplember 02, 2015 Cuamtn ok oty .
Catuntar ks [—
ey o
e .
e i

Mail Calendar People Tasks Motes Folders Shortcuts <
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10.  Restart Outlook by clicking the Outlook icon on your

desktop
11.  On the Windows Security, Windows Security ===
e Enter your password Microsoft Outlook
) Connecting to jadams@csubakersfield.onmicrosoft.com
e Click OK
[ ‘ Jjadams@csubake rsfield.onmicrosof|
- {.II....I D
" [T Remember my credentials
TN
[ kOK) ” Cancel
R [y s p—— TE L Ex
12. Outlook opens. i
G!ommmon
George Washington
Notes Folders Shortcuts ==

Mail

Calendar People Tasks

2.2 Accessing Outlook

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

1. Click the Outlook icon on your desktop 0
Qutlook 2013
2. Onthe Windows Security, o o
Mi ft Outlook
° Enter your password Colhifec(’tsi:’g toj::laror:’@(subakersfield.onmi(rosoftcom
e Click OK
( ‘ jadams@(suhakersfield.anmi(rosof|
= )
| Remember my credentials
( OK) Cancel
02016 Outlook PC Basics - QRG ©2015. All Rights Reserved. Page 7
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3. Outlook opens.

e 1001 At

2 Washington
ans Masting

Goorga Washington

Mail Calendar People Tasks MNotes Folders Shortcuts ==

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
eSend and receive messages. e Schedule appointments and
meetings
L L
People Tasks

¢ Maintain your contacts or your
address book.

o Create To Do list with due dates
and more information.

Notes

e Create notes or lists of
information

Folders

* Access and organize your
messages and other information.

3.1 Ribbon

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

organize related functions.

e I Inbox - Qutlook P =%
HOME | SEND/RECEIVE  FOLDER  VIEW  McAfee E-mail Scan
ljl T\ Ignore _— : Search People l_—|'
‘D 7% Clean Up~ ~ - - B I Team Email o El e P o [ Address Book i _
New Delete Respond Quick Steps i} Move Tags Find Send/Receive

For example, the Home tab has the groups: New, Delete, Respond, Quick Steps, Move, Tags, Find, and
Send/Receive. Within each group are buttons that perform different actions, such as New EMail will open a
new email.

02016 Outlook PC Basics - QRG
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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. For example,
you can add the print and preview option.

Quick Access Toolbar
SEND / RECEIVE FOLDER VIEY

| HOME
" Ignore
BT

Clean Up ~

New New

Email Items~

MNew Delete Respd

° Delete | Reply Reply Fom
aig Junk -

3.3 Folder Pane

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

<

4 netid@csub.edu
:lnbox:
braﬂ;
Sent Items
Deleted Items
Junk E-mail
Qutbox
quarantine
RSS Feeds
Search Folders

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.

Note there are two different ways to view the navigation bar. By default, Outlook is set to display the Compact
Navigation bar shown below.

If you prefer the expanded view shown below, click the "7 select Navigation Options, and uncheck
Compact Navigation.

Mail Calendar People Tasks Notes Folders Shortcuts -

3.5 Status Bar

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

ITEMS: 1  UNREAD: 1 H -— 33—+ 100%

02016 Outlook PC Basics - QRG ©2015. All Rights Reserved.
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4.0 Mail

ITEMS: 1 UNREAD: 1
status Message NN

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 is one email,
which is unread.

Folder Pane Button El
The Folder Pane button opens the Folder pane.

Reading Pane

The Reading Pane button closes the Folder pane allowing you more room for previewing your email
messages.

— 4I7 |:.'
Zoom Scale

The Zoom Scale allows you to zoom in and out on the text in your preview pane. The + zooms in (text
gets larger) and the — zooms out (text gets smaller).

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 Malil
module by clicking the Mail icon or the word Mail on the Navigation Bar.

or

Calendar People Tasks Notes Folders Shortcuts -

4.1 Creating and Sending Email

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

1 From the Home tab, click New Email
2. In the To field, type the person’s name or email
John Adams )
address.
Benjamin Franklin
You can click the To button to search for their Subject Constitution
email address.
3. (Optional) In the Cc.. field, type the person’s D-.?
name or email address that you would like to To.. | |JohnAdams
carbon copy. (Cc... Benjamin Franklin )
Send
You can click the CC button to search for their Subject Constitution
email address.
02016 Outlook PC Basics - QRG ©2015. All Rights Reserved.
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4. In the Subject, type the subject of your email. [= . Johm Adarme
=" -
cc... Benjamin Franklin
Send
ébjef:t Constitution )
5. In the body, type your email message. ey o John Adams
== : :
— Benjamin Franklin
send
Subject Constitution
John:

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

G. WL

6. When satisfied, click the Send button.

To.. John Adams
Ce.. Benjamin Franklin
Subject Constitution

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.

Select from the Recent Items list or click Browse
this PC

. [ = | = Constitution - M. (HTML)
1 From the Message tab, click Attach button h ST - e
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
e zal == i Lo
B [ER A Lz
Paste B I U | A Address Check ||Attach fttach Signature
- Book Names File [temn ~ -
Clipboard = Basic Text Names Include
2.

3. On the Insert File,
e Navigate to the desired file

e Select the file

e Click Insert

Erowse This PC...
[ Insert File —— — E
[0 » Libraries » Documents » «| 44 || search Documents o]
Organize ~ New folder EERS | @&
Mi ft Outlook = is i
[ Microsoft Outlool Document... AR e Folder = This is the
Draft
Favorites 3 = n Constitution
N Name
B Desktop = -
| @ Constitution Draft.docx
Js Downloads
24 Recent Places
B Desktop =
4 Libraries
‘. Documents
I My Documents -
 Bubtie nacmante T 4 11 | >
File name: Constitution Draft.docx ~ |l Files ¢ -
oot~ (e )| coneel_|
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4. Once the file is attached, you can attach more

To... John Adams
files, if desired. e | [Benjamin Frankin
Send
Subject Constitution
Attached @% Constitution Draft.docs (12 KD
John:

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

G.W.

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

D Search Current Mailbox (Ctrl+E) p Current Mailbox = ﬁ:(\ﬁ Reply r@,_ Reply All E% Forward
q - Mon 8/10/2015 1:41 P
firstpresident@cs... All Unread By Date ~  MNewest & on
4 Yesterd P -
Inbox 1 = Microsoft Outlook <tsherman@cst
Microsoft Outlook .
?raﬂ; P Microsoft Outlook Test Message Mon 1:41 PM Microsoft Outlook Test Message
Number of This is an e-mail message sent automatically by To Tammara Sherman ~
unread messages '
Outbox Email \ ) il This is an e-mail message sent automatically by Microsoft
quarantine mall message ] Message Preview “ Outlook while testing the settings for your account.
RSS Feeds
Search Folders

2. There are two methods for reading your emails. St o b D omtn ] | oy Coresyal Qo
g feply G Reply I 3 Ford
Method 1 A Unvead D~
. Ay Microsoft Outlook
o You can select it and mg&wl’k e Mierosoft Outlook Test Message
e Read it from the preview pane ' i
1. Select message 2 Besdion . . ) .
—J Proien P | This s en email message sent automatically by Microsoft
e J Outlock whilk testing the setings for your acoouat,
3_ Method 2 Mon 8/10/2015 1:41 PM

. . Microsoft Outlook
e You can double-click the email and A

it will open in a different window To  Tommara Sherman

This is an e-mail message sent automatically by Microsoft Outlook
while testing the settings for your account.

02016 Outlook PC Basics - QRG ©2015. All Rights Reserved.
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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.

Your response is sent to everyone addressed on the

e Reply

Your response is sent to sender
o Reply All

email
e Forward

Your response is sent to the person you select.

4.4.1 Replying to Messages

@Rep\y @;ReplyAll Eﬁ Forward)

Thu 9/10/2015 12:56 PM

John Adams

Report Request

To George Washington

country.

Please send me latest information on the state of the

These instructions will guide you in replying to messages.

reply to.

1. From your Inbox, open the email you want to

4 Today

John Adams
Report Request 12:56 P
Please send me latest

4 Yesterday

John Adams 0]

Revisions Wed 1:45 PM
George: [ made some

2. Click Reply or Reply All

2 Reply 52 Reply All )3 Forward

Thu 9/10/2015 12:56 PM

3. When the new email opens,

original message

e Click Send

e Type your reply in the space above the

7 Pop Out X Discard

From = | gwashington@CSUBakersfield.anmicrosoft.com

Tow John Adams|

Cc

Subject RE: Report Request

-
(1 should have it ready, today. OJ
Original

From: John Adams message

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

4.4.2 Forwarding Messages

These instructions will guide you in forwarding messages.

1. From your Inbox, open the email you want to forward. 2 Ty

John Adams
Report Request 12:56 P
Please send me latest

4 Yesterday
John Adams ]
Revisions wed 1:45 PM

George: I made some

02016 Outlook PC Basics - QRG
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2. Click Forward

G2 Reply =2 Reply All

Thu 9/10/2015 12:56 PM

3. When the new email opens,

e Inthe To, enter the recipients name or email
address

e Type your reply in the space above the original
message

e Click Send

gwashington@CSUBakersfield.onmicrosoft.g

6 From ~
=1

Send

Tow (jhﬂﬂdams adams@CSUBakersfield.onmicroso

Ce..

Subject

@ e) Original
message
From: John Adams

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

F\W: Report Request

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

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.

see a paperclip icon. Double-click the email to
open it.

4. When an email contains an attachment, you will All

Unread By Date ~  MNewest +
< Today
John Adams
Revisions 1:45 PM

George: I made some

5. Double-click the attachment to open it.

To

George:
I made some revisions to the Constitution. Please see the attached document.

Wed 9/9/2015 1:45 PM

John Adams
Revisions

George

Message | [|Revised Constitution Draft.doex (18 KE) )

6.  The attachment opens in a new window.

FILE TOOLS VIEW

Revised Constitution Draft.docx [Read... 0| - 0 X

This 1s the Bsaft draft Constitu-
tion.

SCREEN10F1 %]

7. For additional options,
e Right-click the attachment )
. b
e Select an option from the pop-up menu "
e Follow the screen directions, if ?
5B
applicable. 5

Preview

Qpen

Quick Print

Save As

Save All Attachments.
Remove Attachment
Copy

Select All
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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 B | mormeme o e il B
like to delete. L O
o
s firtpresident@ics. Al Unread Bome s ewes b
o (== )
2. On the Home tab C“Ck Delete m r‘m o = Inbox - firstpresident@csub.edu - Outlog
! HOME SEND / RECEIVE FOLDER VIEW McAfee E-mail Scan
=1 | (RReply = |} Move to:? YiMoves | (Eu
lel ':l":l & Selet 2 Reply All = 3 To Manager - | SRules- | Hicd
Er::i’l Ite[env:v S~ =5 (= Forward Bt~ = Team £mail ~|| SHOneNote | [* Fol
New Delete Respond Quick Steps [ Move
. o o v Inbow - firstpresidem@esub.sdy - Outld
3. The message disappears from your Inbox. hﬁ e ron vew . vk
1k |3 X (S = ol
|8y~ P rwara B < | Pianence | P 4
When you delete an email message, the message e =
is moved to your Deleted Items folder. If you [y v e
H - Drafts Microsoft Outlook
inadvertently delete an email message, you can s s e
retrieve it from this folder, provided you have o
not emptied the folder. s

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.

. . - M= Inbe - firstpresicen@csubaedy - Gt
1. From your Inbox, click the Deleted Items folder in the Folder H." S T m e
Pane.
4 firstpresidentiics. By Date
. . . & Delered hems - frspresideri@iont]
2. From the Deleted Items folder, right-click the email h. xR
message o B X202 58
Al Unread
(Ben}amin Franklin
02016 Outlook PC Basics - QRG ©2015. All Rights Reserved.
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3. From the menu,
e Click Move
e Click Other Folder...

Move Items

4. On the Move Items window, ==
Move the selected items to:
. CIICk Inbox 4 O firstpresident@csub.edu ( x )
New.

. Sent ems

o Click OK %De\etedl{ems

[ calendar

[ contacts

{7 Journal

& Junk E-mail
Notes

I Outbox I

I quarantine I

5 RsS Feeds

V| Tasks

. . B e Inbo - Festpresident @csub.ec - Outlos
5. Your email message is moved back to your Inbox. h— oo TR A RO
el ._.'_ ‘)- x £ Reply =] o ‘ - ‘.,, B M U

4firstpresident @cs..
Inbox
Dratts
Senthems.
Deleted fiems
Junk E-mal
Qutbn
quarartine
R3S Foeds
Searcn Folders

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 4 Favorites

Inbox
Sent Items.
Drafts

4 gwashington@... =
:[nbox:
Drafts
entliem
Junk Email
QOutbox
RSS Feeds
Search Folders
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2. From the pop-up menu, click Empty Folder. S
Once the items are deleted, they cannot be
recovered.

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.  While the email is open, click the File tab.

Benjamin Franklin <csubtraining@gmal

Constitution Revisions
George:

I concur with the revisions. However, we should meet to
discuss the next steps

Benjamin Franklin Ao e

2. When the menu opens, click Print
*Note: If you need to go back to the previous Constitution Revisi

page, click the arrow in the top left corner

. Message Resend and
& .
Resend or Recall
S+ | Resend

3. On the Print screen,

Print
e Use the drop down to select the desired Bl —
printer, if necessary e i

e Click Print

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.
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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 File tab. X
i |2 X B S e[| ot | ]
Frail Trems~ | S (SForward "B || Team Fmail < | SHoneNote | > Fof
2. Click Options
Constitution Revisid
3. On the Outlook Options screen, click Mail
4. Click Signatures
5. On the E-mail Signature tab, click New e i A P SS—
E-mail Signature | Personal Stationery
Sebegt signature 1o edit
6.  Onthe New Signature screen, New Signature 5 >
° Type aname for the Signature Type a name for this signature:
e Click OK
[ (DK) J ’ Cancel
7. In the Edit Signature box, s Ea e sy e [E]= = D |
e Type your signature text Wi bt 11500 P e | Washiglon. €. 9350
o [f desired, use the formatting button to change :
the font, font size, and font style. =
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8. From the Choose default signature,

select your signature (i.e. Signature — New
Messages)

e Click OK

e In the New messages, click the down arrow and

Choose default signature

E-mail account:  firstpresident@csub.edu

@EW Messages:  signature - New Messages

Replies/forwards:

nen

(none)

9. To finish, click OK

bt

10.  The next time you compose an email, your new
signature will appear.

Ll © ntled - Messsge (4IML 7 @ — 0 X
wissaGe | INSERT  OPTIONS  FORMATTEXT  REVIEW

= Calibi Bosy) -1 | K K| 3 rQ
BIU ‘== =
Pae == | Mames Include| Tags | zoam

w-A- B

George Washington

First President of the United States

Executive Branch

wihite touse | 1600 Pennesybania Avenue | Washington D. €, 99999

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 beg|n1 Cllck the Flle tab o = Inbox - firstpresident@csub.edu - Outlog
HOME | SEND/RECENE FOLDER VIEW  McAfee E-mail Scan
| & R Reply Y Move to: 7 Y¥iMove- | 2Un
E ‘E % " Delete 2 Reply All © | &3 To Manager || S5Rutes- | W cd
Email Ttems - | %0 (5 Forward Bt~ | = Team Email || BB OneNote | [* Fo
New Delete Respond Quick Steps [ Move
2. Click Options
Constitution Revisid
Restrict permissions to
2 his ite
¥ different
) Message Resend and
A ]
. . A oo o o
3. On the Outlook Options screen, click Mail =
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4. Click Signatures

5. On the E-mail Signature tab, click New

E-mail Signature | persanal Stationery |

Select signature to edit

[Signature - New Messages

6. On the New Signature screen,
e Type a name for the signature
e Click OK

-

Mew Signature

Type a name for this signature:
@gnature - Replies and ForwardD

C® [ e ]

7. In the Edit Signature box,

e Type your signature text

o [f desired, use the formatting button to change
the font, font size, font color, and font style.

Edit signature

calibri (Body) [*] 15 E|| B I U Automatic

George W.
1% POTUS

8. From the Choose default signature,

Replies and Forwards)
e Click OK

signatures.

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

Notice you have the option to select any of your

Choose default signature
E-mail account:  toharman@csub.edu (1)
New messages:  |gignatyre - New Messages

Replies/forwards: | gignature - Replies and Forwards

(none)
Signature - Replies and Forwards

9. To finish, click OK

il
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o | RE: Constitytion Revigions -, 7 @ — 0 X
MESSAGE -~ INSERT ~ OPTIONS  FORMATTEXT  REVIEW

10.  The next time you reply to or forward an email, your
— (a\hrl\Bony: -lu - A A || g >

B I U *
Names Include| Tags | Zoom

4

new signature will appear.

2n0m ~

5B RE: Constiution Revisions

George W.
1" POTUS

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 File = 1 S =~ Unttled - Mg
MESSAGE INSERT OPTIONS

Calibri (Body) ~ |11 - Al A

D B I U - i=- | = ==

Paste —
> |- A= = =

a

Clipboard = Basic Text

2. On the Account Information page, click Automatic

Replies

Account and Social Network

(") Do not send automatic replies

3. On the Automatic Replies page,
e Click Send automatic replies

e Check only send during this range

@) send automatic replies
Cnly send during this time range:
Starttime: Thu9/10/2015 || 800 AM [ ]

End time: | Fri 9/11/2015 [x] [soopm  [¥]

e Select the start date and time

e Select the end date and time

% Inside My Organization ‘ e Outside My Organization (On)

Segoe UI |z| 7 E|

4. On the Inside My Organization tab, type your message

B I U A== & 3=

(wwll be away from the office until Monday, September 1ath. T this is urgent, please (nnta(tmb

Adams, jadams@presidents.com

5. (Optional) If you don’t want to reply automatically to | @ mside My Organization| @ Outsice My Organization (0n)

email from people outside of CSUB, then utofreply to people outside my organization

(T)My Contacts only (@) Anyone outside my organization

e Click the Outside My Organization tab

e Uncheck Auto-reply to people outside my
organization, if desired
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email from people outside of CSUB, then

organization

e Type your message

6. (Optional) If you don’t want to reply automatically to

e Click the Outside My Organization tab

e Check my Contacts only or Anyone outside my

% Inside My Organization e Outside My Organization (On) \—

[¥] Auto-reply to people outside my organization
'@‘My Contacts only | f_'Anyone outside my organization

Segoe Ul B 7 B

B I UA:‘=:i~ & 3=
Twill be away from the office until Monday, September 14th. T this is urgent, please contact John

Adams, jadams@presidents.com

7. When you are finished, click OK

8. Click the button, to return to your Inbox

4.12 Turning off Automatic Replies

These instructions cover turning off automatic replies.

1 . . = =4 = Untitled - Mé]
: Click File MESSAGE INSERT OPTIONS
i Calibri (Body) - |11 - A oA
[ B I U |: i= = ==

Paste —
> |asr o A== =

Clipboard =

=

2. On the Account Information page, Turn off

= Add Account

Bakersfieid.onmicrosoft.com .

- Account and Saocial Network Settings
* it e

Account
Settings -

Connect to sacial networks.

Automatic Replies (Out of Office)
Use automatic replies to notify others that you are out of

Automatic office, on vacation, or not available ta respond to e-mail

Replies messages.
Automatic replies are being sent

3. Click the button, to return to your Inbox

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)
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Mail People Tasks Notes Folders Shortcuts <

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 SEND / RECEIVE FOLDER VIEWW McAfee E-mail Scan
M R & FEEBE(E E =
MNew MNew MNew MNew Skype Today MNext 7 DCray Work Week Month Schedule

Appointment Meeting Items — Meeting Days Week
MNew Skype Meeting Go To = Arrange
The table below shows the available calendar views.
Calendar Views lllustration
* Sep9 P

Day

e Displays your appointments by time for the
selected day

Work Week

e 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)

57" | Constitution Masting
Board Roam

+ v Septamber 7 - 11,2015 [

» September 6 - 12, 2015
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Month

o Default view
o Displays your appointments for the month
including weekends

Schedule View

e Displays your appointments for the day by time
in an horizontal format with an availability
status bar

e This view is helpful, when working with more
than calendar

5.2 Scheduling appointments

» September 2015

« » September 6 - 12, 2015

8am 9

Washington, D.C. ~

10

Calendar

Board Room

Today Tomorow F
T9°F/66°F 82°F/69°F
1

12 pm 1

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 New
Appointment

HOME

SEND / RECEIVE

=1 =
New Skype | Today Next 7

Meeting Days
Skype Mesting|  GoTo =

FOLDER VIEW

Week

FEEEERE W

Day Work Week Month Schedule

Arrange

McAfee E-mail Scan

Open  Calendar
Calendar ~ Groups ™
Manage Calendars

View

2. In the Subject field, type subject of your ] :
] Subject All Hands Meeting
appointment
Location Multi Purpose Room -
3. In the Location field, type the location for your :
. Subject All Hands Meeting
appointment
@cation Multi Purpose Room )v
4. In the Start time, Start time | Wed 8/26/2015 8:00 AM @
e Use the calendar picker to select a date Endtime | Wed 8/26/2015 | (e30 am -
e Use the down arrow to select a time
5. In the End time, Start time | Wed 8/26/2015 | [800 AM -
e Use the calendar picker to select a date : . .
Endtime | Wed 8/26/2015 8:30 AM @

e Use the down arrow to select a time
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6. In the 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
Next Steps

PowN e

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

Untitled - App
FORMAT TEXT  REVIEW

APPOINTMENT INSERT

B [T Appointment =
H H - T4 Scheduling L
ate Copy to My (5 - Skype
Calendar Meeting

Actiens Shaw Skype Mesting | Mesting Metes| Attendees Zoom

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.

e Use the down arrow to select a time

1 . O S eSO Vi e e s
From the Calendar Home tab, click New E\E s @ | EEEE S = | B o
Appointment

2. In the Subject field, type subject of your .

' I} , Typ ) y @bject &ll Hands Meeting )
appointment
Location Multi Purpose Room -
3. In the Location field, type the location for your ; :
. Subject All Hands Meeting
appointment
@cation Multi Purpose Room )v
4. In the Start time, Start time | Wed 8/26/2015 800 AM @
e Use the calendar picker to select a date End time  |Wed 8/26/2015 m| |30 am -
e Use the down arrow to select a time
5. In the End time, Start time | Wed 8/26/2015 | [800 AM -
e Use the calendar picker to select a date Endtime | Wed 8/26/2015 8:30 AM @

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

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

project.
1. Introductions
2. Progress reports
3. Ratification process
4.  Next Steps

7. On the Appointment tab, click Recurrence.

[T o [ s

FORMAT TEXT  REVIEW

— T
R er Gl = R A e L
Saue & Delete Copy ta My ) . | Appointment Scheduling | Skype | Meeting 15 minutes - & Time Zones | Categorize |

Actions Show Skype Mee... Mesting M... | Attendees Options J Tags
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. jmiment Recurence =)
8. Onthe Appointment Recurrence, —
sam 1030aM ~]
e Select a recurrence pattern, such as e zooe :
Mon th[y Racurrance pattem :
oy | 0w [18 ] ey [1 ] mosen
e Specify the frequency, such as The @“‘ e - T

Second Monday of every 1 month e

Range of recurrence

o Select the ending date, such as End after s nsanns [

10 occurrences T oo
e Click OK

B Untitled - Appointment
APPOINTMENT | INSERT ~ FORMAT TDXT  RLVIEW

”—\Dl | [ Apointment & @ ..'-"‘.= ol

5 scheduling

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

ave & Pelere Copy 10 My (3 - Skype Meeting Tnuite | Options| Tags | 7oom
Close alendar Meeting Notes | Attendees |~ &
Actions Show Skype Meeting | Mecting Notes|_Attendees Zoom

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.

WEDNESDAY

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

Board Room

would like to update. - (— ]

B
2. If you open a recurring appointment, you will receive a | Open Recurring ltem X
similar message. _ This is one appaintment in a series.
! . What do you want to open?

'@-‘Just this one

You can either update the one appointment occurrence ) The entire sries
or update the entire series. Once you make your

. . oK ] I Cancel
selection, click OK
3. When the appointment opens, make the desired e |
changes. =
Manthly meeting to discuss current and long term strategies.
4, When satisfied, click the Save & Close button to save R e T K
your changes. -

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, select the appointment you would :“"”“D“'
like to delete.
“(l‘“‘ e J ‘
9
10
11
AN N e P s
2. If you open a recurring appointment, you will receive a Elpem T T S
similar message. A Vet o yowwantto opent
(@) Just this one
You can either delete the one appointment occurrence ©he entire series
or delete the entire series. Once you make your [ o ][ concel
selection, click OK - J
3. From the Appointment tab’ C||Ck the Delete icon_ 2113 HOME SEND / RECEIVE .FUlDER VIEW M(AfeeErmaﬂScanqr\PPnrN;:FNT o
. " @ .."'\‘.' <fizxs | LLT U Lo ! High Importance
Open |Delete UWVIBFd Mhz::.::g A!I:::;ip-: Reminder: |15 minutes - Recurrence CalEg‘UHZ? ;mwlmwmm
4. The appointment disappears.

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. In the folder pane and under My Calendars, right-click

the calendar you want to share.

4[m My Calendars
 Calendar
Hirihdays

Other Calendars

4| Shared Calendars

United States holidays
John Adams

2. From the menu, click Share

Copy Calendar

Recover Deleted Items.

3. Click Share Calendar

E-mail Calendar...

o1 Share Calendar

Publish to WebDAV Server...

- -
& Calendar Permissions
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4. On the Share tab,

gwashington@CsUBakersfield.onmicrosoft.com

In the To, enter the person’s name or click To
search for the person

In the Subject, you can change the text or leave
it

(Optional) Check the Request permission to
view recipient’s Calendar

Leave the Allow recipient to view your
Calendar checked

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

(Optional) In the body, enter your comments

;El Tou. John Adams (jadams@CSUBakersfield.anmicrosoft.com);

send  gpiece | Sharing invitation: George Washington - Calendar

Request permission to view recipient's Calendar
| Allow recipient to view your Calendar

Details | availability only -

Time will be shown as "Free," "Busy,” "Tentative,"
“Working Elsewhere,” or Out of Office”

George Washington - Calendar

“€>  \icrosoft Exchange calendar

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

e Click Send

5. On the message screen, click Yes

p E—
Microsoft Outlook ﬂ

Share this Calendar with John Adams
‘e (jad 'CSUBakersfield icrosoft.com)
jad 'CSUBakersfield icrosoft.com>?

Permissions:  Availability only

(Ge))

Calendar module.

6. Shared calendars appear in the Folder pane of the

4 [m My Calendars
| Calendar

Birthdays

Other Calendars

4[| Shared Calendars

United States holidays
John Adams

5.6 Printing your calendar

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

1. Click File = k= = = Untitled - Mg
MESSAGE INSERT OPTIONS
Calibri (Body)
o B B I U |i=
avste > |- oA - |I=
Clipboard = Basic Text =
2. In the folder pane, click Print
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3. On the Print screen,

e Select a printer

e Under Settings, select a layout style
o Click Print S
B o @
B -
The preview shows how your calendar g .
will print. -

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 New Meeting Rl | HOME [ M
] = & FEE SR g"”“k
New New | New Skype | Today Next7 |~ Day Work Mont
Appointment ems~ | Meeting Days Week [= Sched
New’ Skype Meeting Go To ] Arrange
2. Click the To... button From - | fretpresident@esub.edu
=1
Send
Subject
Select Attendees and Resources: Contacts &
3. On the Select Attendees and Resources: Contact page, e (e
o Select the desired attendee, such as Benjamin
Franklin
o Click Required
e Repeat to add additional attendees
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4. To add the room,
o Select the desired room
o Click Resources
e Click OK

Select Attendees and Resources: Contacts

===

Search: @ Name enly (I More

s Address Bock

Drsplay Name E-mal Adciress.

Contacts - tshermangcsub.ecu (1) - advanced find

Senjamin franin (ofraningscs...cs1
sard Roem (brdrm@esub.edu brdn

John Adams 2ndpresigentecs.
Malt Purpase Room imprdcs..

Required —» | Beniamin ranklin (bfrankling csub ecta)
ogtional

(Resoces - ) conference Reom (confmecsibedy

5. In the Subject field, type subject of your appointment ) From -
== Benjamin Frankin (bfr edu): John Adams (2ndpr edu):
send 10 Conference Room (confrm@csub.edu)
Location Conference Room (confrm@csub.edu) -
6. In the Start time, From ~ | tsherman@csub.edu (1)
. EEI T Benjamin Franklin (bfr du); John Adams (2ndpr du);
e Use the calendar picker to select a date send Cenfarance Room (confm@csub.edu)
Subject Department Meeting
e Use the down arrow to select a time Location | Conference Room (confrm@csub.ech) -
Cslarttlme Tue 9/1/2015 T 1130 AM - ) All day event
End time Tue 9/1/2015 E 12:00 PM -

7. 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)

EEI To.. Benjamin Franklin (bfr du); John Adams (2ndpr du):
Send Conference Room (confrm@esub.edu)
Subject Department Meeting
Location Conference Room (confrm@csub.edu) -
Starttime | Tue 9/1/2015 T 1130 AM - All day event

and time Tue 9/1/2015 mm | 1200PM - )

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

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

9. When satisfied, click the Send button.

A meeting request will be sent to the selected
participants.

From ~ | tsherman@csub.edu (1)

T Benjamin Franklin (bfr du); John Adams (2ndpr du);
Conference Room (confrm@csub.edu
Subject Department Meeting
Location Conference Room (confrm@csub.edu) M
Starttime | Tue 9/1/2015 [E 1130 AM - All day event
End time Tue 9/1/2015 7| (1200 P -

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 creatin

g a recurring meeting.

1. From the Calendar Home tab, click New Meeting

HOME | SEND/RECEIVE  FOLDER  VIEW

McAfee E-mail Scan APPQY

NEEEEES

E8 Month

New |[New | New Skype | Today Next7 | Day Work .
Meeting Days Week = Schedule View
Skype Meeting Go To & Arrange 5}
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N

Click the To... button From - | firstpresideni@csub.edu

Subject

T - —
3. On the Select Attendees and Resources: Contact page, .

Search: @ naams only ()hears columns  Address Book

Contacts - tsherman@canbecha (1) ¥ Advanced Find

Hame Display Name E-mail Adciress
njarmin Frankin

e Select the desired attendee, such as Benjamin

Benjamn Frankin biran . csubiraining Ggmailcom

. Tt Soard Roam cim B e D e

Franklin 2 Coference aam Canference Room (confmic.. confrm@csubed
& Jchn Adams Jobn Adams (2ndpresident .. tshermang csub.edu
& Muli Purpose Room Muki Purpase Raom (mprbcs... mprocsb.ed

o Click Required

e Repeat to add additional attendees

s Branon whaniengceup oy

[mwrm =]
ok | [ cancel |
4 PRy ===
. To add the room, O (e T
Contacts - isherman@csub.edu (1) - Advenced Find
e Select the desired room [ore
& Benjamin Frankin Senjamin Frankin (bfranklin@cs.. csubtraining@gmailcom -

Seard Rocm (brarm@esub £d) brdrm e
Conference Roor (confrm@: C
o ot A Jahn Adams (Zndpresidente
& MUl Puspose Room Wt Purpose Roors (M

e Click Resources
e Click OK

tsherman@csua edu
mpe@esud edu

Required -» | Benjamin Franklin (biranik
optional -+

Conference Room (confrmbesusedu

»n

In the Subject field, type subject of your appointment - From «

T Benjamin Franklin (bfranklin@csub.edu); John Adams (2r @csub.edu)
Send 0 Conference Room (confrm@csub.edu
Location Conference Room (confrm@csub.edu) -
6. In the Start time, . From = | tsherman@csub.edu (1)
. El To Benjamin Franklin (b du); John Adams (2nd| d b.edu);
e Use the calendar picker to select a date send - | g Room [confrm@es.b edu)
Subject Department Meeting
e Use the down arrow to select a time
Location Conference Room (confrm@csub.edu) -
(srm time | Tue 9/1/2015 1130 AM - ) All day event
End time Tue 9/1/2015 E 1200 PM -
7. |n the End time, ; From ~ | tsherman@csub.edu (1)
. EI To Benjamin Franklin (| du); John Adams (: ib.edu);
e Use the calendar picker to select a date send || Conference Room (confr edu)
Subject Department Meeting
° .
Use the down arrow to SeIeCt a tlme Location Conference Room (confrm@csub.edu) -
Start time Tue 9/1/2015 3 1130 AMm - All day event
(End time Tue 9/1/2015 E 12:00 PM - )
. . 2183 MEETING INSERT  FORMAT TEXT REVIEW
8. Onthe Meeting tab, click Recurrence o v R o
X 2w O o R [ame G
e 5] Scheduling y: k-
Delete Copy to My (5 - Skype Meeting | Cancel | 15 minutes - & Time Zones
Calendar Meeting  Notes | Invitation 1~
Adions Show Skype Meet... Mesting N... | Attendees Options &
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. intment Recurn =)
9. Onthe Appointment Recurrence, — B ' =
e Select a recurrence pattern, such as Monthly o T
| Duration: 30 minutes =
e Specify the frequency, such as The Second | — =~
Daily ecur every week(s) on:
Monday of every 1 month e o Tty G j '
. Manthly Thursday Friday Saturday
e Select the ending date, such as End after 10 T
occurrences P —
. Start: | Tue 9/1/2015 j @) No end date
e Click OK e g
End by: Tue 11/3/2015
L@ e

10. Inth type the meeting information h
e body, type the meeting information, such as Ghe purpose of meeting is to discuss weekly status reports)

purpose and the agenda.

11.  When satisfied, click the Send button. From = | tsherman@csub.ed (1
To.. Benjamin Franklin (bfr du); John Adams (Zndpresic du)
Conference Room (confrm@csub.edu)
Subject Department Meeting
A meeting request will be sent to the selected oaior S
participants. Start time Tue 9/1/2015 =] 1130 am - All day event
End time Tue 9/1/2015 E 12:00 PM -

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 TUESDAY
1

you would like to update.

([ Sersrment Mesting: Cortrence Foom (e w0 )]

2. If you open a recurring meeting, you will receive Open Recurring Item X

a similar message.

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

@-‘Just this one

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

[_JThe entire series

QK l ’ Cancel
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3. When the meeting opens, make the desired
changes.

1 No responses have been received for this meeting.
From = tsherman@csub.edu

Benjamin Frankiin {bfranklin@csub,edu);
John Adams (2ndpresidentcsub.edu);

Department Meeting

Send To.
Update
Subject

Location Conference Room (confrm@csub.edu) -

Sterttime | Tue 8/1/2015 | (130w

Endtime | Tue9/1/2015 | [12000M -

The purpose of meeting is to discuss weekly status reports.

4. When satisfied, click the Send Update button to
save your changes and email the updated
meeting request to the participants.

B & -
APPOINTMENT | INSERT

Untitled - Appointment

FORMAT TEXT REVIEW
M [ Appointment S 0 ~ >
254 & ; | O
L—l‘E| l"_.g> Scheduling iz ~ .“i‘-

Invite |Options| Tags | Zoom
Attendees - e

Skype
Meeting

Meeting

Save & Delete Copy to My ﬁ% =
Notes

Close Calendar

Actions Show Skype Meeting | Meeting Notes | Attendees Zoom
5.9 Canceling Meetings
From your calendar, you can cancel meetings quickly. These instructions will assist you in cancelling a
meeting from your calendar.
1. From your Calendar, select the meeting you 1”“””
would like to cancel.
0™
11
Department Meating
12 “ T J
2. If you open a recurring meeting, you will receive | | Open Recurring Item o x
a similar message. \ This is one appointment in a series.
4 ! \\ What do you want to open?
R R (@) Just this one
You can either cancel the one meeting (© The entire series
occurrence or cancel the entire series. Once
. . [ OK J ’ Cancel l
you make your selection, click OK
3' From the Meetlng tab, C“Ck the cancel Meeting HOMEr\SENDfRECElVE FOLD.ER VIE\AéJ McAfee E-mail Scan MEETING
icon. . =3 @ ‘.ﬁ‘..— /] 2Z show As: |l Busy - O
per| Cancel forward ~ Meeting | Add or Remove Contact Tracking Reminder: [15 minutes _~ Recurrence
i < Notes Attendees  Attendees ~
Meeting Notes Attendees Options
4. If desired, you add a reason for the meeting
. eeting canceled due to a scheduling conflict A new request will be sent
cancellation. @on- )
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5. When satisfied, click Send Cancellation to send

0 The cancellation has not been sent for this meeting. Click Send Cancellation to u,

the cancellation message to your attendees. From~ | tsherman@csub.edu
To.. Benjamin Franklin (bfr edu); John Adams (Zndpresi
Subject Department WMeeting
Location Conference Room (confrm@csub.edu)
Start time Tue 9/1/2015 5 |1L30AM
End time Tue 9/1/2015 E 1230 PM
H H WEDNESDAY
6.  The meeting disappears. :
9
0™
11 = 3

5.10 Responding to Meeting Requests

Meeting requests will appear in your Outlook Inbox.

propose a new time.

5.10.1 Accepting A Meeting Request

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

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.

All Unread By Date ~  MNewest +
4 Wednesday
.
George Washington =
Department Meeting Wed 10:01 AM
Monthly department meeting
A

George Washington
Summer Vacation Wed 9:56 AM
1am looking forward to

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 v ¥ Decline

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 Sending,
e Add your comments

e Click Send

@ ves, 1will attend.

275
] To..
send
Ceun

Subject

When

Location

jadams@CSUBakersfield.onmicrosoft.com

George Washington

Accepted: Department Meeting

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

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 appear on your
calendar, showing the date and time of your
acceptance.

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

Subject Departmen

Organizer  George Washington Sent wed 9/2,

Location Icardo Center -

Start time Thu 10/1/2015

End time Thu 10/1/2015

Monthly department meeting

t Meeting

]| 800 AM - All day event
/|

9:20 AM -

6. The meeting initiator will receive your response in
their Inbox.

Fri 9/4/2015 11:21 AM

John Adams

on Icardo Center

@ John Adams has acc

Accepted: Department Meeting

hen Thursday, October 01, 2015 8:00 AM-9:30 AM (UTC-08:00) Pacific Time (US & Canada).

Yes, | can attend. However, | may need to leave early.

epted this meeting.

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
would like to respond to.

Al Unread By Date =  Newest ¥
4 Today
John Adams )
Department Meeting 12:59 PM
John Adams 154
Accepted: Department Meeti... 11:21 AM
Yes, I can attend. However, I

2. From the Preview Pane, select Tentative

" Accept = (7 Tentative } X Decline = L@ Propose New Time +

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 Sending, @ ves, 1 might attend.
° Add you rcom mentS eFm =4 gwashington@CSUBakersfield.onmicrosoft.com
To.. John Adams
e Click Send S
Cc...
Subject Tentative: Department Meeting
‘When Friday, October 16, 2015 8:00 AM-8:30 AM

Location Icarda Center o’
Qhave a scheduling conflict. )

5. After responding, the meeting request will disappear @ Tentatively accepted on 9/4/2015 12:47 PMD

from your Inbox. The meeting will appear on your Crganizer - Johin Adams sent fri
. . . Subject University Week
calendar, showing the date and time of your tentative
Location Icardo Center -
acceptance. Starttime | Fri 10/16/2015 | |200aM - Al day
End time Fri 10/16/2015 [ | (830aM -
6. The meeting initiator will receive your response in Fri 9/4/2015 12:45 PM

Gearge Washington

Tentative: University Week
hen Friday, October 18, 2015 8:00 AM-8:30 AM (UTC-08:00) Pacific Time (US & Canada).

their Inbox.

n Icardo Center

0 The meeting was updated after the attendee sent this response.
George Washington has tentatively accepted this meeting

I have a scheduling conflict.

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.

1. From your Inbox select the meeting request you would All Unread ByDate ~  Newest 4
like to respond to. 2 W)
John Adams =
Planning Meeting 1:31 PM
January kickoff planning
John Adams =
Office 365 Information Ses... 1:29 PM

Presentation on the new email

2. From the Preview Pane, select Decline v Accept ~ ? Tentative v 5% Propose New

3. From the Decline menu, select the desired option. X Decline = | Propose New Time v [
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, Onpzlipsiatisr
9 From ~ gwashington@CSUBakersfield.onmicrosoft.com
e Add your comments o | [1omadams
e C(Click Send «
Subject Declined: Planning Meeting
When Tuesday, October 20, 2015 8:00 AM-8:30 AM
Location | Gym

I will be off-campus.

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 their Frigp/z015 17 o1
Inbox George Washington

Declined: Planning Meeting
hen  Tuesday, October 20, 2015 800 AM-8:30 AM (UTC-08:00) Pacific Tim
Location  Old Gym
“ The meeting was updated after the attendee sent this response.
George Washington has declined this meeting

I will be off-campus.

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 hew time.

1. From your inbox, select the meeting request. All Unread By Date ©  Newest &
4 Today
John Adams R
Planning Meeting 1:41 PM
January Kick-off planning

2. In the preview pane, select Propose New Time. +/ Accept v 7 Tentative ~ X Decline ¥ 5 Propose New Time )v
3. From the Propose New Time menu, select the desired () Propose New Time | [ Calendar...
option. Tentative and Propose New Time

Decline and Propose New Time

-—
[F] Propose New Time: Planning Meeting 2 =)

4. On next screen,

Menday, November 02, 2015
400 800 900 1000 1190

e Make your changes —
R R

e Click Propose Time

‘ il ’
aptions w
| |uOntions, 7 | Meeting start time Mon 11/2/2015 [T 830AM -
<< | mutopick nest > Meeting end time | Mon 1122015 [] 900 &M - ‘

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

e e
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5. Neth gwashington@CSUBakersfield. onmicrosoft.com
e Add comments, if desired Iohn Adars
e 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 their Fri /42015 156 PM
Inbox George Washington

New Time Proposed: Planning Meeting

Current Monday, November 02, 2015 8:00 AM-8:30 AM (UTC-08:00) Pacific Time (US & Canada).

P Monday, November 02, 2015 :30 AM-0:00 AM (UTC-08:00) Pacific Time (US & Canada)

Location  Old Gym
The meeting was updated after the attendee sent this response.

o
George Washington has declined and propaosed a new time for this meeting.

| have a scheduling conflict. Let’s move the meeting out an hour.
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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
www.csub.edu/training/pgms/outlookp/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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