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THE CALENDAR

The Basics

The Calendar feature of Outlook allows the user to schedule appointments,
meetings and events. It is therefore a handy tool, assisting with time management
and general work practices. Your calendar can be shared with a colleague or
colleagues which means that they will be able to see your availability for meetings
etc. if you are absent. The calendar is listed in Outlook’s folder list. Once you
have selected calendar from the Folder List, a screen something like the following
will appear (the Calendar may look slightly different due to individual setups):
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Quick Links Tasks

Time Slots

Time Slots show the hours of the day, with each full hour numbered. The default
Time Slots for working hours are bright yellow, and non-work hours are shaded a
darker yellow.
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Appointment Slots

Appointment Slots on the Calendar show your appointments and meetings. A
Calendar item indicates whether the item refers to an appointment or a meeting,
whether the appointment or meeting is recurring, whether it is private and whether
you've set a reminder. The Calendar item also gives you information about the
subject, the location and the duration of the appointment or meeting.

}__rli This symbol indicates that a reminder for the appointment or meeting has
“==" been set.

1:} A recurring appointment or meeting.

A meeting (an appointment has no symbol)

Using the Date Navigator

The Date Navigator is used to view from one to several months at a glance. Dates
that are bold indicate that an appointment or meeting has been made on that
particular date. Navigate to a date by clicking on the desired month and date in
the navigator. Use the scroll arrows to jump months ahead or back. Outlook
places a square around the date currently being viewed in the Calendar.

The diagram below shows the Date Navigator displaying two months at a time.
The amount of months showing depends on how wide you have allowed the pane
to be — drag on the border between the pane showing the months and the pane
showing the calendar slots to alter.

Scroll arrow
Month

July 2007

| I T W T F 5 S
2 3 456 7 8 Ty .
| 9 10 11 12[13] Yellow indicates the

16 17 18 19 20 71 22 current week. The red
23 24 25 26 27 28 29 square indicates the
' G current day.
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Hints

e Click on the month title to reveal a list of months from which you can
navigate quickly to by selecting them with the mouse.

e Toreturn to today’s date use the TODAY icon on the toolbar.

=
! File Edit View Go Tools Adions Help

: i New - | g X gH | Today | [ Search addy

| Calendar « Dz

Viewing the Calendar

The default Calendar view is the Day/Week/Month view. This can be changed by
using the buttons shown below. You can choose between four time spans: Day,
Work Week (5 day week), Week (7 day week) or Month. Select the time span
shown by clicking on the appropriate icon on the toolbar. (The TODAY icon will
return to a view which includes the current date)

HEIp

Search address books - .g‘j] 5y
« | Day Week Month (*) Showwark week () Show full week
"] ©® 9-13uly2007

Creating a New Appointment
Create a new appointment by one of the following methods:

1. Click on the CALENDAR button on the Outlook QUICK LINKS, then select
the NEW icon from the toolbar; or

2.  While you are in Calendar view, double click on the desired time slot or the
appointment slot, a new appointment window will open (the times can be
adjusted once you are in the appointment window.

I File Edit View Go Tools Acions Help
:;ﬁﬂew - 5?‘,3 . 84 | Today | [ Search address bocks = @ - /
Calendar <« Day | Week | Month O'l' double
gAIICaIendarItems - (_ _) 9 ]_3 _Ju| 2007 CIICk ona
(&) (=) ! .
y Calendars F z = y neW tlme Slot
i i : Mand
Either click on ] calendar 9 onday /(;\
‘ ] :ﬁ Calendar in Archive Falders
New —
How to Share Calendars o /
Jpen a Shared Cale
Nt n..:la| - 00 | do Outlook, intro to
Search Calendars Online S Outlook . -
phone frazer ak t
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The following window appears:

|'6'3 Ho e s - Untitled - Appointment - = X
el P
: Appointment Insert Format Text L7l

e o v
I iJ % (3] calendar ﬁ ;:;'.':Ts"J B m susy _ & ¥Recurrence (5 w
L ] | i B A
>< Delete @ Time Zones ‘I‘
Save &  Invite Appointment|Scheduling A 15 minut - . Spelling
Close Attendees g Forward = fE] 15 minutes HH Categorize - § -
Actions Show Options || Proofing

| This appointment occurs in the past. |

Ssubject: || |

Location: | b |

Start time: i'.f\."ed 11/07,/2007 v| |10:00 AR vl DAII day event

End time: | Wed 11/07,/2007 ~| [1030 &M ~|

R R R A R R R O T N R I AR R R
E I d 1 II 1 : 1 . 1 II II 1 i 1 - I II 1 E 1 ; 1 : 1 : al@
rs

-

Fill in the appropriate areas of the window, setting the starting and ending times
and dates as you go. Make sure the text in the subject dialog box is descriptive as
this is what shows in your calendar.

The reminder time is set by clicking on the drop down box and [ _
selecting a time. 4 15minutes ||

| None

\// 0 minutes
i i 5 minutes
Reminder Times 10 minutes H

15 minutes -
30 minutes

1 haur I
] D 2 hours
] 3 haurs
4 hours H

5 hours
& hours
7 hours
& haurs
9 haurs
10 howrs

After all settings have been made, click on the ‘SAVE AND Liup

CLOSE’ icon on the Standard toolbar. e
1 day

2 days

3 days a
4 days
1 week
2 weeks

& | Sound...

S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current 4
Training Modules - 2010\Outlook\Outlook 2007 files\2011 updates\Advanced Outlook.doc



Recurring Appointments

To create a recurring appointment, click on the

RECURRENCE icon.
- GRecurrence

& time

The APPOINTMENT RECURRENCE dialog box appears.

In this window you can choose the time for your meeting as well as how often you
want it to happen, and when you want the recurrence to end.

Make the necessary changes and click on OK when you finish.

Appoinkrent tinne
> End [zsoPm w| puration: [30minutes v

Recurrence pattern

" Daily Recur every |1 week(s) an;

" vieekly [~ Monday [ Tuesday | Wednesday | Thursday
£ Monthly [ Friday [ saturday [ Sunday

" Yearly

Range of recurrence

Start: |wed 25/03/2004 x| * Nopenddate
" End after: |10 oCCUrrences
C Endby:  |Wed 27/10/2004 =]
oK | Cancel | |

Hint: If you are setting a recurring appointment for a long period of time and one
occurrence needs to be cancelled (for example, if you have a Monday
appointment for the next 12 weeks, and a public holiday falls due in this time), it is
quicker to set the whole range of dates and then delete the one you don’t require
when you are back in Calendar view, than it is to set two ranges of dates, avoiding
the unwanted day. You will be asked do you want to delete the whole series, or
just the one. Make sure you select the correct option.

Confirm Delete §|

' Do wou want to delete all occurrences
. af the recurring appoinkrent “EEEEEEEEE",
' ar just this oney

f* Delete this occurrence,

(™ Delete the series,

Ok Cancel
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Meeting Requests

Outlook gives you all the tools required to investigate the availability of staff who
you would like to invite to a meeting. You can send an email invitation to a
meeting upon which Outlook will add an entry to both yours and their calendar.
This entry will be marked as TENTATIVE in the staff member’s calendar until they
either accept or decline the meeting.

If you are the organiser of the meeting (the originator of the meeting), you will be
able to track acceptances and non-acceptances by looking at your meeting
appointment.

You can add further attendees at a later date and inform them of the meeting
without having to send an email to everyone.

Creating a basic meeting request

There are a few ways to create a new meeting request.

1. Select CALENDAR from the Outlook QUICK LINKS, ensure you are in the
correct day. Select the desired appointment slot and then click on the drop
down arrow next to the NEW icon and select MEETING REQUEST from the
list; or

E Calendar - Microsoft Qutlook
File Edit Wiew Go Tools Acdions He

:ﬂﬂew vl A g4  Today [4d Se:a

| j Appointment Ctri=N
1 j Meeting FReguest Ctrl=5hift+Q
1 Enldar “trl= Shift=F

2. Use the keyboard shortcut — CTRL+SHIFT+Q; or

3. Select CALENDAR from the Outlook FOLDER LIST, ensure you are in
the correct day. Select the desired appointment slot and then click on
the NEW icon.

Filling out the meeting details is very much the same as making an appointment
for yourself except that you have an extra dialog box where you enter the email
addresses of the invitees. There is also an extra tab called SCHEDULING which
is used to ascertain the availability of the attendees.
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|'/l5=-a B9 ® e+ @)+ Untitled - Meeting =R
a

Meeting Insert Format Text Developer ':@
IgCalendar =0 (G N\ & H] & g
o =t = Show As: [l Busy =
I X etete g B 88 g, = ¥ 03,
Cancel Appointment|Scheduling Meeting 3 4 Reminder: |15 minutes - Recurrence Time Categorize Spelling
Invitation kg Forward - Waorkspace @3‘ Zones - 3 -
Actions Show Attendees COptions T || Proofing
| Invitations have not been sent for this meeting. |
Lo J | |
Subject: | |
Location: | L |
Starttime: | Wed 6/08/200 v | [10:00 am | CJan day event
Endtime: | Wed 6/08/2008 | 1030 am |
&
.
-
To invite people to your meeting choose the Scheduling option and then you will
have the screen shown below and by clicking on ‘Add Others” you can invite
whoever you would like to attend by selecting their email addresses from the
Global Address Book. See below:
M "9 6« v &) Untitled - Meeting - = x
it .
Meeting Insert Format Text Developer (7]
|3 calendar =y B o ) I B & || ABC
=t [=] = Show As: [l Busy - v
>< Delete ﬂ |__J- @ a/ LI E I:"; ? \/
Cancel Appointment |Scheduling Meeting » 4 Reminder: 15 minutes - Recurrence Time Categorize Spelling
Invitation ks Forward ~ Waorkspace @3' Zones - 3 -
Actions Show Attendees Cptions & || Proofing
[_—l Send ] Q} |1.00% w | ‘Wednesday, 6 August 2008
1:00 2:00 3:00 4:00 5:00 9:00 10:00 11:00 12:00 1:00 2:00
B, | All Attendees |
23 ‘@ Brimson, Richard
1l »
lgaotners -] [options ] e [wedewaa00s v [1000am ]
[ << J[ autorickext>> | endtime: |wed6/0s/2008 v|[1030am  v]
B Busy - Tentative WM Outof Office [ NolInformation Outside of working hours
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Each person who has been invited will receive an invitation. Once they have
received the invitation they will have a few options. These are:

Accept — which will notify you that they can attend and put an entry into both your
diary and their diary?

Decline — This will send a message back to you to tell you that they cannot attend
the meeting

Tentative — Which will send a message to you informing you that they are not yet
sure they can attend but will tentatively accept your invitation

Propose new time — Will tell you that the invitee cannot attend at the time
specified but would like to suggest an alternative time

Creating New Contacts

You will notice on your folder list an entry titled ‘Contacts’. This is set up for you to
easily add email addresses of people outside the University who you may need to
contact on a regular basis or whose email address and details you would like to
keep for future reference.

If you have received an email from someone and would like to add a new contact
entry for them you will just need to drag and drop their email into the contact

folder, alternatively you can just open the ‘New Contact’ window and add them
manually.

To add a new contact manually

Go to ‘New’, Click on ‘Contact’ and you will see this screen

E“ﬂ \ (=] s Untitled - Contact - B x
— | Contact | Insert  FormatTest  Developer @
A Igy save & New - |M General| 4 Certifiates 87 .j Eil'] % 3| fg =] Picture - 5y
gl send - &1 Details =] Al Fields B = & z H& Categorize ~ [
Save & E-mail Meeting  Call Business Spelling
Close % Delete 8 Activities - | Card ¥ FollowuUp- 8| -
Adtions Show Communicate Options Froofing

Company: ﬂ
Job title: -
File as: v

Internet
Display as:

Hotes
Web page address:

[R5

IM address:

—
e )
- k

Addresses

[pusmesz.. (-]

[ This is the mailing
address
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Fill in all the information required and you will have made yourself a new ‘contact’.

To see your contacts click on ‘Contacts’ in your folder list and the following screen
will open.

[84 Contacts - Microsoft Outlook - A X
I File Edit View Go Tools Acions Help Type aquestion forhelp =
e i3 = =) Search address books— « | (@) 1
iBENew - B X D6 - (B @ @ @aaed,
Contacts « | 8] Contacts Acr -wor | P «
All Contact It 123
2 en ems M | Acrobat learners [:3] example, business card =1
My Contacts 2 B Business: {425) 5550123 a =
8 Contacts T ‘Adler, Lamy E-mail: someane@ex.. e | 9
E-mail: larry@webage... c
Current View B (Emai a@webae.. | = a ._i".’
O Business Cards 1| Boreham, Cherie Business: 34050 .
) Address Cards 1 E-mail: chellbug_76.., Mabile: 104) 0781 5244 =
© Detailed Address Cards E-mail: plaverty@exe... ?
O Phone List Brimson, Richard 9 g
O By Category Business: [02) 6933-4050 McFarlane, Kylie J h s
E-mail: rbrimsan@cs... E-mail: Kylie McFarla... ij 2
) By Company E
k =
© By Loaation Burke. John 2
O outlook Data Files - E-mail: johburke@cs.., E-mail: LReidBesu.e... :
..... m
[~ Mail Cert Lin IT Self Paced 2007 ... €% training team b4 L v
op [ =
7 catena ot sy seions %3 o]
g r -
-Q—E—I il Cert I tuesday session o p g
. 3
7] Tasks [ — t -
com,
uv
:‘..J MNotes
Coulthard, Hayley il
J Folder List Business: 32125 x
E-mail: hcoulthard@... ¥
[#] shorteuts 2
- =
16 Items £3 Online with Microsoft Exchange

To send a new message to one of your contacts from this list you need to ‘right
click’ on the contact and you will get the following options. You can send a new
message from this list of options.

Laverty, Pamela L |
Business: Open
Maolbile: @ Frint
E-mail: -
89 Send as Business Card .
| Then click here
McFarlar | Kylie J send Full Contact »
E-mail: |
/ Create [:-S 3 ge to Contact
Reid, L# &, Call Contact... — Mew Meeting Request to Contact
E-mall:// Follow Up 3 j;.h Mew Task for Contact
| T Categorize 3 Mew Journal Entry for Contact
/ X Delete
one i i |

Right click here
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Drag and Drop

If you receive an email from someone whom you would like to add to your
‘Contacts’ list then you have the option to add them by using the ‘drag and drop’
function. What this means is that you can just drag the email entry into your
contacts folder and Outlook will automatically add an entry for them, including the
original email for future reference. The original email will still remain in your
‘inbox’ for you to deal with.

Tasks

The task feature in Outlook allows you to enter individual activities or items of work
which you are required to undertake, similar to a ‘To do’ list. Tasks allows you to
keep track of the important things you need to do or follow up which may not
require a full calendar entry. You can also assign tasks to other people by sending
them a task.

Creating New Tasks

Creating a new task is very similar to creating a new meeting request or calendar
item. You need to click on ‘Tasks’ in your folder list. See below:

=] Mail
E Calendar

8&=| contacts
E Tasks

o | Tl (8]

A blank ‘Task’ window will now open and you can fill in the details of your task.
See below:

E;-.\ = = Untitled - Task j - =
29

—/ Task Insert Farmat Text Add-Ins

- > . > Ren 3
] Pl 7 ol -, 4a Reply =y 7 = [
H x ﬂ =] = = ks e o Z = : |
Save & | Delete Task |Details @ Assign Send Status  Mark : Recurrence Skip Categorize Follow Private | Spelling

Close Task Report  Complete | kgp Forward Oceu ce Up~
Actions Show Manage Task Options Prasting

® *

Subject: |

Start date: MNone ¥ | Status: | Not Started

. . . -
Due date: MNone | Priority: |Mormal ~ | % Complete: |0% s

[ reminder: Owner; |Dixon, Susanne
]
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Creating Folders

To create new folders Click on ‘New’, then choose ‘Folder’.

i~ Inbox - Microsoft Outlook
! File Edit View Go Tools Acdions H
| 3 New 'h 3 X CaReply (o8 Reply
i 2 Mail Message Ctri=M
| ‘?}J Post in This Folder Ctrl+5hift+5
i Folder.. Ctrl+Shift=E
Ll Search Folder... %rl—ﬂhift—l:'
Mavigation Pane Shortcut...
:ﬁ Appointment Ctrl=Shift+A
- | I - rr e o

To create a new sub folder in your inbox, right click on your inbox and select ‘New
Folder’. You can give your folder a name in the resulting ‘Create New Folder’
window. Then select ‘OK’ and your new folder will file alphabetically under the
‘Inbox’ folder.

= Give your folder a name here ’
L:# Drafts [2]

H [ Inhox
Open

Open in New Window

Copy Tnbox”...

Folder conkains:

ste Tnbox |Mai| and Post Tkems hd |

=

s
m

na T Select where ko place the Folder:

= Aifl Mailbox - Dixon, Susanne S
Mew Fol+er... ) ! -
— 1] Calendar
K &= Contacts

14 Conversation History
{a] Deleted Items (3)
L7 Drafts
. , L5 Inbox
Select ‘New Folder ’ g 1X0s-ExchangeLink (2)

Journal

L@ Junk E-mail
. | Motes

Ok l [ Zancel

Mail Format

In mail format you will find information to alter your Message Format, change your
stationery and fonts and add a signature to your emails.
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You just need to go into tools/options/mail format and access the area you need
and either create what you require or make the necessary changes.

Field Chooser

You can choose the way you would like your incoming mail to look. The usual
format is ‘From, subject, and date received’. The grey area above the
Information Viewer area is known as the ‘Folder Banner’. This displays the name
of the currently open folder. By using your right mouse button in the information
bar directly below this you will get a menu which looks like this:

-1 Sent Items
B, 00 Ta_— Subject

Information Bar —

right click here
_%_ Arrange By r
‘-E.l, Sort Ascending
inectiv il Sort Descending
ity ==, Group By This Field
Irinfo | =
_ =] Group By Box
Ir info
It infa Bemove This Column
Iy Skill| 5 Field Chooser
Best Fit

Customize currenﬁ\'ﬂ'En st Eormat Columns...

view on___ |
‘inn Customize Current View...

From this menu you will need to choose the ‘Customize Current View’ option and
you will see this screen:

Customize View: Messages with AutoPreview

Descripkion
Fields "I Fields. .. l Importance, Remind%lcon, Flag Status, Attachment, Fra...
tab ’ Group By... ] None

l Sart... ] Received (descending)

[ Filter... | orf

[ Qther Settings. .. l Fants and other Table View settings

[ Automatic Formatting, .. l User defined Fonts on each message

[ Farmat Colunins.. . l specify the display Formats For each Field

l Reset Current Yiew l QK l l Cancel
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If you choose the ‘Fields’ tab you will see the following list of options and you can
choose which fields you would like to see in your incoming mail folder:

Show Fields

Then click
on OK

Ayailable Fields: Shaw these fields in this order:

i £ Importance
Ican
c Flag status
v Contacts 4 Attachment el
C h 0oose yO ur Canversation Received
. Created Fram
OptIOI’]S hel’e Do Mot Aukoarchive Subject
. Due By
and click Fallow Up Flag
Junk. E-mail Type
¢ Ad d ! Message
Originator Delivery Requeste
Read .
Sensitivity ]| | B

Select available fields from:
Frequently-used fields j

You need to choose the available fields from the left column and add them to the
right column. You can choose the order you would like to see them by dragging
and dropping within the list.

RULES

Adding a rule in Outlook

You can set up ‘Rules’ in your Microsoft outlook program to organise the way
messages are handled once they are delivered to your mailbox. To do this you will
need to use the ‘Rules Wizard'. You will find the rules wizard by selecting ‘tools’
from the ribbon and then selecting ‘Rules and Alerts’ from the resulting drop down

list.
Tools h Actions Help Adobe PDF
5end/Receive [
Instant Search 3
[k} Address Book.. Ctri+Shift+B
%y Organize
£ Ru o Alert —_ Rules and
5 ules an erts...
5 Alerts
Out of Office Assistant...
S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current 13

Training Modules - 2010\Outlook\Outlook 2007 files\2011 updates\Advanced Outlook.doc



The next step is to select ‘New Rule’ M‘ from the top of the resulting
window. The ‘Rules Wizard’ window will then open and this is where you start to
select the conditions for your new rule.

The first section of your ‘Rules Wizard’ window has a list of some rules which you
may wish to activate for your own use. This section is Step 1. Select a template.
There is also a section where you can make your own rule.

Rules Wizard @

Start from a template or from a blank rule

Step 1 . [ Step 1: Select a template
Select aTem plate Stay Organized

1™} Move messages from someone to a Folder

_3 Mowe messages with specific words in the subject to a Folder

.fj Move massages sent ta a distribution lisk ko a Folder

>< Celete a conwversation

W Flag messages from someone for fallow-up

_3 Mowve Micrasoft Office InfFoPath Farms of a specific type to a Folder

.fj Maowe RS3 items From a specific RS5 Feed ta a folder
Stay Up to Date

= Display mail From someone in the Mew Trem Alert Window

W Play a sound when T get messages from someone

'Q Send an alert ta my mobile device when I get messages from someone
Start from a blank rule

-1 Check messages when they arrive
=1 Check messages after sending

Step 2: Edit the rule description (click an underlined walue)
Apply this rule after the message arrives

fromipeople or distribution list:
move it ko the specified Folder

Example: Move mail from my manager to my High Importance folder

[ Mext > ] [ Finish ]

The next step is to choose an option from this list. Once you have chosen an
option you can move on to Step 2 from the bottom of the window. This step gives
you the ability of when and how you apply the rule. In the following example | have
chosen the first option from Step 1. This option is — ‘Move messages from
someone to a folder'.

Step 1: Select a template
. 1—‘ Stay Organized
Selected option /’ -} Move messages From someone to a Folder

3% pa Ha H=H A Ek. ks

Step 2 is at the bottom of the window. The options in Step 2 change according to
the selection you have made in Step 1. This example shows the options for the
selection above. You will see that some of the text is ‘*hyperlinked’, this means that
you can click on it and it will open another window from where you can choose
your options.
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Step 2 Edit the rule description (click an underlined value)

Options ShOWing apply this rule after the message arrives
. from people or distribution lisk

hyperllnks rivve it bo the specified Folder

Example: Move mail from my manager to my High Importance folder

Cancel [ Mexk = ] [ Finish

If you choose the ‘people or distribution list” hyperlink the Outlook address book
will open and you can choose either a person or distribution list from your options.
If you choose the ‘specified’” hyperlink your folder list will display and you can
choose which folder you would like your messages delivered to.

Once you have made your selections from these options click on ‘Next’ at the
bottom of the window. You will then have the option to put specific conditions and
exceptions on your rule. Click on ‘Next’ and you will be able to give your rule a
name, run the rule, and Turn it on or off.

Click on ‘Finish’ and your rule will be in effect.

If you choose the ‘Start from a blank rule’ option you can make your own rule from
the options presented.

Create your rule Start from a blank rule
| Check messages when they arrive

here :
ii=1 Check messages after sending

Make your selections from the menu and keep choosing ‘Next’ until you have set
all the conditions for your rule.

SHARING

Sharing Mail and Calendars

These instructions are for sharing your mailbox, email folders and other MS
Outlook items such as calendars and tasks.

Sharing Outlook items with other users involves three steps:

1. Setting up permission for a user to access your Outlook Today which is the
top level of your mailbox. This step includes making sure that this top level
is visible to the other user.

2. Setting up permission for the actual folders or tasks in your mailbox that you
wish others to access. This includes specifying the level of access they are
allowed to have.

3. Finally, after granting permissions, making sure that the user you are setting
up accepts the permission you have granted, and that they decide whether
to:
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a) access your information on an ‘as needs basis’; or

b) have your folder(s) on view all the time, in the same way as they view

their own information.

Note: If you are being set up to view someone else’s folder(s), it is a good idea to
have the FOLDER LIST showing. To turn this on, when you have opened MS
Outlook, click on the VIEW menu and select FOLDER LIST.

Setting up permission for a user to access Outlook on
your behalf:

1 Open Microsoft Outlook. -
Folder List « N1 Inbox
. . . All Fold =R
2. Right Mouse click on the Mailbox ot D] From
2] All Outlook Items
folder Y Y T —— = Date: Today
[Z Open
3. Select PROPERTIES FOR & el Sowenn Newindow
“Mailbox” option from the shortcut ot D '
HLEInbd Ty Hew Fold
menu. Foou  AddtoFavos
Caunl  meeessan|  Right click here
'-_ii g‘z:: Process Ma
H L) RSS Open Other Folder 3
=3 sen S,
= [ Syn, =
. ) K i’| Task Change Sharing Permissions...
SeleCt Propertles Imj Propertiﬁor'r\dailbox-Brimson, Richar..."...
for mailbox '
Qutlook Today - [Mailbox - Brimson, Richard] Prope... E|g|
4, When the PROPERTIES d|a|Og General | Home Page | Permissions
box opens, select the “<pmrission Level
PERMISSIONS TAB.
Permissions
tab
Add. .. l [ Remo%\ ]
ission Levels | Mone W
) \/ Read Write
C“Ck on the @None |:|Create items
ADD button to () Full Details [ create subfalders
[CJEdit own
add users et ol
/ Delete items COther
(%) Mone [CIFolder owner
OOwn
) all [CIFolder visible
[ OK ] [ Cancel
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5. Click on the ADD button to add the logon ID of the person you wish to share
your MS Outlook folders with. The ADD USERS dialog box will open.

Add Users

search: (&)Nameonly (O More columns  Address Book

| Global Address List hs

Type in the first\/ =

2 or 3 letters of

Cranfield, Lianne

Archivisk
Lecturer
Library Technician

§ Abbas,
4§ Abbas, Syed
4 Abbatt, Alison

the use r’s 4 abbott, Dianne Administration Assistant
4 Abbott, Kym Head of School
nam e 4 Abbatt, Lesley Casual

_/

8 Abu-Izneid, Tareq

8 accommodation

& Accounts Paysble

8 accrec

&, Acd-Psychology-ALL
& Acd-Psychology-BX
8 Ackroyd, David

8 Acquisitions

8 Adams, Allan

& Adams, Chrissy

N
Select the user
you require and 8 s, e
. Adarns, Katl
click on ADD < -

N

Lecturer

Information Technolagy Officer

Reszarch Assistant
Administrative Officer
Instructor

Speech Patholagist

Advanced Find

The name
should appear
in the list here

¥

Cancel

¥

6. In the ‘TYPE NAME OR SELECT FROM LIST’ text box, type the first two or
three letters of the person you wish to add. When you see their name in the
NAME list, either double click on it or click on the ADD button. The name
should then appear in the ADD USERS list on the right hand side of the

dialog box. Click on OK to finalise this step.

7. You will be returned to the PROPERTIES dialog box. You should be able
to see the person’s name in the NAME box. To make sure that the user will
be able to see your Outlook Today, click on the FOLDER VISIBLE option.

Change the Permission level to NONE.

S:\Administrative\Information Technology\Customer Services Management\Education and Training Team\Current

Training Modules - 2010\Outlook\Outlook 2007 files\2011 updates\Advanced Outlook.doc

17



Outlook Today - [Mailbox - Brimson, Richard] Prope... E]E]

General | Home Page | Permissions

Marne:

Default
AnNonymous

Permission Level

None
Mone

‘williams, Mary Mone
Add... ] [ Remowve ] [ Properties. ..
Permissions
Permission Level: | Mone A
Read Wrike /
(%) None [(create items Select ‘Folder
(Full Details [l create subfolders
: . . y
et oum Visible’ here
[CEdit all %
Delete items Other
(*)None [CIFolder owner /\
O o
Ol E bie}

l OFK H Cancel ][ Apply ]

8. Click on OK — the PROPERTIES dialog box will close.

Setting up permission for specific folders or features in
Outlook

1. If setting up your Inbox for another user to access, right mouse click on your
Inbox and select PROPERTIES. The INBOX PROPERTIES dialog box will

open.

2. Click on the PERMISSIONS tab.

3. Click on the ADD button to add a user, in the same way you added a user in
steps 5 and 6 of the previous section. Their name will appear in the NAME
text box.

4. Make sure the FOLDER VISIBLE option is enabled. This will let people see
your Inbox in their Folder List.
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Outlook Today - [Mailbox - Brimson, Richard] Prope... EJE|

General | Home Page | Permissions /Select
larme ermission Level . .
; o ‘Permissions’
ANCRYmoUs Hane
I3
. dd... EMOVE
Click on 7 b, [ Renove ] |~
the ADD Permission Level: | Mone i < VIeW dlfferent
button to R@: o e ‘Permission
add users (O Full Details [Jcreate subfolders Levels, here
[C]Edit avan
[CIEdit &l
Delete items Other
(%) Mone [CIFalder awner
OOwn
Qal [CIFalder visiole <’/Make sure you
select  ‘folder
Visible’
5. Select the different options required, to see what the options are, click on

the drop down menu next to ‘Permission Level’. The different Permission
Levels are described below:

With this You can
permission level (or
role)
Owner Create, read, modify, and delete all items and files, and

create subfolders. As the folder owner, you can change
the permission levels others have for the folder. (Does not
apply to delegates.)

Publishing Editor Create, read, modify, and delete all items and files, and
create subfolders. (Does not apply to delegates.)

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

Publishing Author Create and read items and files, create subfolders, and

modify and delete items and files you create. (Does not
apply to delegates.)

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

Contributor Create items and files only. The contents of the folder do
not appear. (Does not apply to delegates.)
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Reviewer Read items and files only.

Custom Perform activities defined by the folder owner. (Does not
apply to delegates.)

None You have no permission. You can't open the folder.

Excerpt from MS Outlook Help

6. After setting up the Inbox, right mouse click on any subfolders that you wish
to grant access to and repeat steps 2-5. You can only do one folder at a
time.

Viewing folders and tasks which have had permissions
granted on them

This step accepts the permissions that have been set up for a user.

1. Have the person you have set up permission for, go to their computer and
in MS Outlook, right mouse click on Mailbox. If you have been set up by
someone else, you will do these steps on your own computer to be able to
view their information.

2. Select the ‘Properties for Mailbox’ option from the shortcut menu. The
PROPERTIES dialog box will open.

L= Open
Cipen in Mew Window
ae Rename "Mailbox - Dixon, Susanne

L Mew Folder...

Add to Favorite Folders

Process All Marked Headers

Properties

. Process Marked Headers
for Mailbox =

Jpen Other Folder b

Change Sharing Permissions...

'ff‘ Properties for "Mailbox - Dixon, Susanne’...

3. On the GENERAL tab, locate and click on the ADVANCED button.
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Tab

‘General’

Outlook Today - [Mailbox - Dixon, Susanne] Properties |E|r5__(|

,GEHEFG| |Home Page | Permissions

@ |Mailb0x - Dixon, Susanne |

Type: Folder containing Mail and Post Items
Location: Microsaft Office Outlook
Descripkion:

(%) Shaw number of unread items

() Shaw tatal number of items

‘When posting to this Folder, use: |IPM.Post w |

Automatically generate Microsoft Exchange views

[ Upgrade to Color Categories... ]

I QK l [ Cancel Apply

‘Advanced’

4. The MICROSOFT EXCHANGE SERVER dialog box will open. Locate and

click on the ADVANCED tab, then click on the ADD button.

‘Advanced’

Microsoft Exchange

General | Advanced |Se-:urit';.-' Zonnection | Remate Mail

3

Open these additional mailboxes:

Mailboy - Desk, Service

Mailboy: - Brimson, Richard

Remove

Cached Exchange Mode Settings

IJse Cached Exchange Mode
[ ] Download shared Falders (excudes mail Falders)
[ ] oownload Public Folder Favorites

Mailbox: Made

Ctlaak, is running in Unicade mode against Microsaft
Exchange.

[ Cffline Folder File Settings. .. ]

;

\ \

[ O, H Cancel ] apply

/rCIick on ‘Add’

— N
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5. The ADD MAILBOX dialog box opens. Type in the logon ID of the person
who’s mailbox you are trying to add and click on OK.

Add Mailbox x|

Add mailbio:

Cancel

6. You will be returned to the MICROSOFT EXCHANGE SERVER dialog box.
The user’'s name should now appear in the MAILBOXES list.

General | Advanced | Security || Connection | Remate Mail

Mailboes
Open these additional mailbaxes:
williams, Mary

Cached Exchange Mode Settings

Use Cached Exchange Mode
[]bownload shared folders (excudes mail Folders)
[Jpownload Public Folder Favorites

IMailbo: Mode

CQutlaok is running in Unicads mode against Microsoft
Exchange.

[ Offline Folder File Settings. .. ]

[ K, ][ Cancel ” Apply ]

7. Click on OK twice to close this and the PROPERTIES dialog box.

8. The user should now be able to see the folders, in their folder list, that they
have been given permission to access,.

NOTE: You can set up other MS Outlook folders, for example, a Calendar, in the
same way.

Viewing a folder or calendar on an ‘as needs basis’

Should you only wish to view a folder or calendar once in a while, i.e. you do not
wish to have it on permanent view, follow these steps:
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1. Click on File, Open, Other Users Folder.

File § Edit View Go

Tools  Adions

Help  Adobe PDF

Mew

k

Il 5 Forward | Sn W | S send/Rer

Open ’ Selected Hems cti-o| Other User’s
Closg All ltems Other User's Falder.., folder
Bl save As.. Calendar...
Save Attachmen 3 Cutlook Data File...
2. In the ‘Open Other User’'s Folder’ dialog box, type in the logon ID of the
person.
3. In the FOLDER drop down list, select the folder or task you wish to open.
Open Other User’s Folder E]E|
jSelect Folders
Folder bype: | [@EE 6 ER T \here
4. After clicking on OK, the calendar, folder etc you specified should open.

NOTE: You cannot view subfolders in this way, only the main folders. And you
need to have been given permission to access these folders before you can

open then

Removing Users

To remove a user’'s access that you have previously given, go back into each
folder or object's PROPERTIES dialog box, click on the PERMISSIONS tab and
then use the REMOVE button to remove the user’s access. If removing from the
Inbox, remember that each subfolder the user had access to must also have its
permissions removed. For example:

A user has been given access to a subfolder called “Correspondence” under the

Inbox:

1. Right mouse click on the Correspondence subfolder;

2. Select PROPERTIES from the Shortcut menu.
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3.

4.

Click on the PERMISSIONS tab

Highlight the user’'s name

Qutlook Today - [Mailbox

- Brimson, Richard] Prope... @g]

General | Home Page | Permissions
Iame Permission Level /rseleCt user here
Defaulk Mone % -
ANOMyYmaus Mone
williarns, Mary Mone
Add... ] [ Remove ‘l‘@perties. 00 ]
Permissions \/
Permission Level: | Mone v Select ‘Remove’
Read Wirite: \|\
(#) None [ create items
() Full Details [C]Create subfolders
[C]Edit cwn
[CEdit all
Delete items Other %
(%) None [ Falder awner
) Own [ Falder contact
o] Folder visile!
[ OF l [ Cancel ] [ Apply

Click on the REMOVE button

Click on OK to finalise the steps.

Remove the user’'s access from the Inbox by right mouse clicking on the
Inbox folder and repeating steps 2-6 above;

Remove the user’s access from OUTLOOK TODAY by right mouse clicking
on OUTLOOK TODAY in the mailbox, selecting PROPERTIES FOR
“OUTLOOK TODAY” from the shortcut menu then following steps 3-6
above.

Removing someone’s folder from your mailbox

If your access to someone else’s folder is removed, you will have to follow these
steps to remove the instructions that were setup to allow you to see their folder:

1.

2.

Right mouse click on OUTLOOK TODAY;
Select PROPERTIES FOR “OUTLOOK TODAY” from the shortcut menu;
On the GENERAL tab, select the ADVANCED button.

In the MICROSOFT EXCHANGE SERVER dialog box, select the
ADVANCED tab.
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General | Advanced | Security | Connection | Remate Mail

Mailboxes
Open these additional mailboxes:

Williams, Mary

|
Select the user
then click on
Cached Exchange Mode Settings ‘ Remove:

Use Cached Exchange Mode
[Jpownload shared folders (excudes mail folders)
] bownload Public Folder Favarites

Mailboz: Mode

Qutlook is running in Unicode mode against Microsoft

Exchange.

[ Offline Folder File Settings. .. ]
[ QK ] [ Cancel ] [ Apply ]
5. Select the user's name from the ‘Mailboxes’ text box, then click on the
‘Remove’ button.

6. Confirm that you want to remove the user (click on the YES button)

Microsoft Outlook

‘;:‘j. Are wou sure you want bo remove this mailbo?
N

7. Click on OK twice to finalise the procedure.

JUNK MAIL

What is ‘Junk Mail’?

‘Junk email is unwanted marketing material, advertisements, sales pitches, and
product descriptions; junk email often advertises questionable products and/or
services and uses nonsensical filler to try to get past firewalls and virus checking
software’.

Most junk email at CSU is stopped by the Sophos scanning software before it is
delivered to your mailbox. Some messages which are not ‘Junk’ are delivered to
your junk email folder from time to time. This happens with ‘Scanned’ documents.
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Scanned documents in ‘Junk’

If you scan a document and send it to yourself if will often deliver directly to the
Junk folder. Always check your junk email folders when you should have received
a message and it has not arrived.

You cannot open an attachment or hyperlink from a message in your junk folder.
To open any attachments from these messages you should move the message
back to the inbox by clicking and dragging it.

‘Safe Senders List’

If you have a problem with messages from certain senders going to the Junk Email
folder then you can add them to the ‘Safe Senders List'. Any message from that
sender in the future will automatically go directly to the Inbox without being filtered
out. To add a user to the ‘Safe Senders List’ follow these steps:

Right click on the message when it is

showing in the folder

Select ‘Junk E-mail’

L@ Junk E-mail

&, 08 From

Subject

i~ Brown, Vicki

Bl asar

eniire desk weh nanes

Junk E-mail

&
Ea

(=]

&
&

Open

Print

Beply

Reply to All

Forward

Follow Up

Categorize

Mark as Unread

Find All

Create Rule...

Junk E-mail

Delete

Move to Folder...
Message Options...
Conyert to Adobe PDF
Append to Adobe POF

From the resulting menu select ‘Add Sender to Safe Senders List’

-
L7
=l
P

Find All

LCreate Rule...

Junk E-mail

Delete

Move to Folder...
Message Options...
Conyert to Adobe PDF
Append to Adobe POF

F\dd Sender to Safe
Senders list

F'@ Add Senderto Elocked Senders List
Add Sender to Safe Senders List

Add Sender's Domain {Eexample.com) to Safe Senders List

Add Recipient to 5afe Recipients List
] Mark as Mot Junk...

L@ Junk E-mail Options...

This will ensure that any future messages from that sender will go to the Inbox.
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Blocked Senders List

You will also see that from this menu you can add people to a ‘Blocked Senders
List’ by following the same steps and selecting ‘Add Sender to Blocked Senders
List’ from the options available on this window.

Other Options for Junk Mail

Other options include:

Add sender's domain to Safe Senders List — what this means is that by
adding the domain any future emails coming from anyone within that
domain will automatically go to your inbox, eqg.@csu.edu.au

Add recipient to Safe Recipients List — if you are a member of a ‘Listserve’
and a message is sent to that listserve the message sent to the ‘Listserve’
will not be treated as ‘Junk’ email and will be delivered to your email
account. If you have received a message at any time from a listserve and it
has been delivered to your Junk folder you should right click on the
message and add the listserve as a ‘Safe Recipient’. A ‘Listserve’ is like a
distribution list.

Mark as ‘Not Junk’ — sometimes messages come repeatedly and go into
your Junk Email folder. If you right click on it and mark it as ‘Not Junk’ you
will get a popup appearing informing you that the message is being moved
back to your Inbox

Junk E-mail options — when you select this option a window will open with
lots of options for you to select to deal with your Junk email. It looks like
this:
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mailto:eg.@csu.edu.au

Options | 5afe Senders | Safe Recipients | Blocked Senders || International

E‘_il Outlook can move messages that appear to be junk e-mail into a special
_@ Junk E-mail Folder,

Choose the level of junk e-mail pratection vou want:

{3 Mo Automatic Filtering. Mail from blocked senders is still maved ta the
Junk E-mail Folder,

(#) Low: Mave the most obvious junk e-mail ta the Junk E-mail Folder.

{3 High: Most junk e-mail is caught, but some regular mail may be caught
as well, Check your Junk E-mail Folder often,

() Safe Lists Cnly; Only mail from people or domains on vour Safe
Senders List or Safe Recipients List will be delivered to vour Inbaox,

[(JPermanently delete suspected junk e-mail instead of maving it to the
Junik E-rnail Folder

Disable links and other functionality in phishing messages,
(recommended)

Wwarn me about suspicious domain names in e-mail addresses.
(recommended)

Wwhen sending e-mail, Postmark the message to help e-mail clients
distinguish regular e-mail fronn junk. e-mail

(a4 ] [ Cancel

More about Safe Senders

Email addresses that are listed in your ‘Contacts’ folder are considered safe by the
Junk Email filter if the ‘Also trust e-mail from my Contacts’ check box is
selected (the default setting). However, you might also sometimes send e-mail to
recipients who are not listed in your Contacts. Such recipient addresses are not
considered safe by default. If you want these addresses to be considered safe, do
the following:

Right click on your message or select ‘Tools’, ‘Options’, ‘Preferences’, ‘Junk E-
mail’:

f 2]x]

\\ Other Delegates Inkeraction Messaging
| Select L Preferences Mail Setup Mail Farmat spelling

Preferences ’/ E-mail

; Change the appearance of messages and the way they are handled,

Junk E-mail. .. l [ E-mail Options. ..
Calendar \
‘ Choose Junk E-mail R’
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From the ‘Junk E-mail Options window select the ‘Safe Senders’ tab and then
select ‘Also trust e-mail from my Contacts’. Then click on OK.

Junk E-mail Options

Options | Safe Senders |Safe Recipients || Blocked Senders | International

m addresses or domain names on your Safe Senders Lisk will
eated as junk e-mail.

i

‘ Choose Safe Senders ’ [ add. ]
| edr. |
[ Remoye l

[ Import From File., . ]

[ Export to File. .. ]

#lso trust e-mail from my Conkacts

Automatically add people T e-mail to the Safe Senders List

‘ Click here
u QK H Cancel H apply
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