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Logging onto OQutlook

To log onto Outlook, open a web-browser and enter the following web address: outlook.office.com.

[3 Sign in to your account - Google Chrome (=@ ][=]

2f%2foutlook.off vr | B

& C | & Microsoft Corporation [US] | https://login.microsoftonline.com/common/oauth2/authorize?client_id=00000002-0000-0ff1-ce00-

DIOCESE of ROCHESTER

Work or school account

dan.pohorence@dor.org

) Keep me signed in

Can't access your account?

Type in your username and password to access your account.

+

. . DIOCESE -rllDCHESTER
Remember your username is firstname.lastname@dor.org

Use your password to log onto the network / computer.
Work or school account
Click Sign in to proceed.

dan.pohorence@dor.org

EREEsmEREEE

Keep me signed in




Viewing, Opening and Replying to an Email

How do I View and Open an Email?

Single clicking on the email will display the G Mail - DanPororence@cororg - Google Chrome
. . . <« C | @ Microsoft Corporation [US] | https://outlook.office.com/owa;
email in the preview section. 3
H Office 365  Outlook % 6]
Search Mail and People O @® New|v [l Delete &= Archive Junk|v  Sweep Mr:ue to v“ Categories v e
@® Folders Inbox Filter You've joined the Test-IT group
HEH A Next: No events for the next two days. [ Agenda
To open the email in a separate screen, S J @ oo
double click on the email. e '
Dan Pohorence .
T 1 Office 365
Dan Pohore
b Allowed: § Calendar o
) R Test-IT

Private group 1 Member

Welcome to the Test-IT group.
Use the grol files, and t

How do I Reply to an Email?

Once the email is opened, you have the option to select Reply, Reply to All, Forward, etc.

To reply to an email, click on the arrow next to Reply all to expand

the menu. Click Reply to reply to the original sender of the email. 9 Replyall ¥l Delete Junk|v e

Reply
est-1T grou
Reply a g p
Farward
——veem een v =i ——..alf of Dan Pohorence

Clicking Reply All will send a reply to the email to the original sender

$ Reply all ﬁ Delete  Junk| ™ ses
plus any additional addresses found in the CC and BCC fields.

Reply
est-IT grou
Reply & ] g p
Farward
S — ....alf of Dan Pohorence

If the Bcc box isn't visible when you create a message, you can add it by clicking on
the Bcc label located to the far right side of the To: field text box.

Bec

Think Before You Reply!

If you are replying to an email and asking a question that only pertains to the original sender, please click Reply.

If you click Reply All, everyone listed in the email will see your reply to the original sender.



How Do I Forward an Email?

Forwarding a message allows you to transfer a message to another _
-‘-? Reply all M Delete Junk|™ Bee

address.

. . Reply
To forward a message, click on arrow to the right of Reply all to Test-IT group
expand the menu. Once the menu expands, click Forward. Reply a

Forward
L-E . .ﬁ_]alf of Dan Pohoren

When you click on Forward, you will need to enter in the §g;

recipients email address in the To: field. 8 Microsoft Corporation [US] | https://outlook.office.com/owa/projec

**Note: more than one email address can be entered = Send [ Attach Discard  ee»
into the To: field. **

. . To
Use the Cc: and Bcc: field as you would if you were
sending a new email message.
Cc
H e Fw: You've joined the Test-IT group
Click Send when finished. Wveloinedine Test gred



How Do I Open Email Attachments?

Messages that include attachments are identified by a paper
clipicon Win the message list.

Depending on the format of the message that you
receive, attachments appear in one of two locations in
the message.

o3

@ Microsoft Corporation [US]

Dan Pohorence

¥ Allowed: Sharing request: Calendar

Dan Pohorence

¥ Sharing request: Calendar

https://outlook.office.c

https://outlook.office.com/owa/projection.aspx

= Send @ Attach Discard
e If the message format is HTML or plain text,
attachments will appear in the attachment b ° ikl o EEleoi L
box under the Subject line. :
Cc o Rosie.Checks@dor.org X
o If the message format is the less-common Rich
Family List

Text Format (RTF), attachments will appear in

the body of the message. Even though the file
appears in the message body, it actually
remains a separate attachment.

X

A

RB Active Family Record...
14 K8

Attached is the family list you requested

You can open an attachment from the Reading Pane or from
an open message by double-clicking the attachment to open it.

You can also open an attachment by clicking on the drop-down
menu next to the attachment, and then click View.

This action will open the attachment in the appropriate
supported program.

After opening the attachment, most supporting program will
allow you to save the attachment.

You also have the option to download the attachment

Family List

X

St

~

REB Active Family Record...
14 KB

.I'f'l i 2

Upload to Onelrive - Diocese of Rochester

Download

1\ J




Creating a New Email

To create a new email message, expand the New
menu by click on the drop down arrow. Office 365 OQutlook
When the menu expands, click E-mail message. Search Mail and People Jo @ New v

Email message

®© Folders

~ Favorites

Calendar event

Group

lam B L ]

Enter the recipients' email addresses or names in the To, Cc,

or Bcc box. 2 Send @ Attach  Discard

To @ Sally Sample %

As you start to type in email addresses / a contact name,
previously emailed people will start to appear as results that To @ Sally Sample X
match what you are starting to type.

. .. . . . . C .
If the desired recipient appears in the list, click on their name. ‘ A
If the name does not appear, click on Search Directory. Your [ Dan Pohorence
results will expand to include results from the Diocesan ) Ll e
Directory. ParishSOFT Support

support@parishsoft.com

p Search Directory

\C




Additionally you can search your contacts or the
Outlook

. . L. . Tau.,
Diocesan Directory by clicking on either or v Save X Cancel

Cc... To: @ Sally Sample %
Search

eople jol

o

To change the contact directory to search, click >> .
) ] Your contacts 8y first name -
to expand the directory list. H

@ Bob Dickinson +
o Elaine Tank +

Click on All Users to change to the Diocesan Directory or Contacts to v Sae X Cancel
change to your personal contacts. o @ sy samole x

«

4 Your contacts

4 Directory

All Rooms

All Distribution Lists

All Contacts

All Groups

Offline Global Address List

Public Folders

Connect to social networks

lsx ~ 85 g Active Family R..xlsx #

DICCESE o ROCHESTER

Bob Dickinson

Contact Notes

Calendar

Schedule a meeting

Email

Email: bdickinson@parishsoft.com

ch People p

Your contacts sy first name ~

Bab Dickinson +
Elaine Tank +
John Miklosavic +

In the search field, enter the first or last name
of the person you wish to locate. Outlook

v Save X Cance
Click on the magnify glass to display your search ° cenee

results. To: @ Sally Sample %

Double click on the name or click on the plus
sign to add the person to the To: or Cc: field. sohorence Jo

Click Save to return to your email message. Search results

Christine Pohorence +

Offline

Dan Pohorence +
G Awvailable

Suzanne Pohorence +

Offline

DICCESE = ROCHESTER

Christine Pohoren:
Offline
Contact Notes (

Calendar

Schedule a meeting



How do I add the Bcc Field?

o
If the Bcc box isn't visible when you create a Ssend B Attach

message, you can add it by clicking on Bcg,
located to the right of the To: field.

The Bcc field will now appear in the email message.

What does cc or bcc mean?

Discard

To @ Sally Sample X

Ce

Cc

@ Sally Sample %

|

The Cc: field is used to send a copy of the message to another recipient. All recipients of the message can see the email
address of the person you are providing a copy of the message to.

The Bcc: field is used to send a copy of the message to another recipient but the email address will not be visible to the

recipients found in the To: and Cc: fields.

10



How Do I Request a Delivery and Read Receipt?

If you wish to receive a delivery and read receipt
for this message, click on the three dots to

expand the options menu.

When the menu expands, click on Show message

options.

= Send

[@J Attach

Discard  #e»

Save draft

To @ Sally Sample  ® _
Show From

Cc

Bee

When the Message options window appears, check off the boxes next to

Request a Delivery Receipt and Request a Read Receipt.

Click OK to return to the message.

Check names

Set importance >
Set permissions >
Switch to plain text

Show message options..

Check for accessibility issues

Message options

Sensitiity

lequest a delivery receipt

equest a read receipt

11



How Do I Add an Attachment to an Email?

In the message window, click Attach. S send | B Atach | Discard  ees

To

Select the location to locate the file you wish to attach.

Note: OneDr|v¢? is a cloud-based file storage site c C [ @ Secure | https,/outiook.office.com/owa/
managed by Mircosoft.
If you saved the file to the local network server, click Office 365 Outlook

on Computer to search the local network.
#& OneDrive - Diocese ...

Files

Shared with you

. .
M Group files

Elil Computer
Ly

You will be able to select your Documents

. . ¢ Open ==
Library or a location on the PC / Network to
L ., « My Documents » ITFiles » Outlook v & Search Outlook po
search for the save document. _
Organize « MNew folder =~ M @
A - - A
[ Favorites Name Type
B Desktop wehsite video screenshot File folde
& Downloads %] Basic Computer Skills Outlook Microsofi
151 Recent places [ calendar iCalendar
0 Importing your Lotus Motes Calendar to Outlook Microsofi
- Libraries .5 Imperting your Lotus Motes Contacts to Outlook Microsofi
3 Documents =] Linking Google Calendar JPG File
rj“- Music .5 Linking Your Google Calendar to Outleck Microsoft
[ Pictures " Linking Your Google Calendar to Outlock Adobe At
Vid ML 1 mmn Al Anlin~ Alirrnen v
B videos < 3
File name: | Basic Computer Skills Qutlook v | All Files v
Open Cancel

12



Once you have selected the document, click
Open to attach the file to the message.

You will now be asked How do you want
to attach this file.

To attach the file as a copy to the
message, select Attach as a copy option.

¢ Open
+ .« My Documents + ITFiles » Outlook v &
Organize = Mew folder
N -
0 Favorites Name
B Desktop
& Downloads ]

=1 Recent places

- Libraries
3 Documents
J’ Music
= Pictures

E Videos

itead ot
Basic Computer Skills Qutlook
Calendar

M= Imperting your Lotus Notes Calendar to Outlook
M= Imperting your Lotus Notes Contacts to Outlook
#] Linking Google Calendar

/5 Linking Your Google Calendar to Outlook

"L Linking Your Google Calendar to Outlook

ML 1 e Pl Pl

w

£

File name: | Basic Computer Skills Outlook

v

Search Outlook

= -

Date modified

All Files

Type ~

File folde
Microsofi
iCalendar
Microsofi
Microsofi
JPG File
Microsofi
Adobe Ac
Adimemrnfl *

>

v

Cancel

How do you want to attach this file?

2

Upload and attach as a OneDrive file

%

Attach as a copy

Recipients get a copy to review.

Remember my choice for files from my computer [i}

Your attached file will appear underneath the subject line.

Repeat the process to attach additional files.

= Send

To

Cc

@J Attach

Discard

3 MB

Basic Computer Skills Ou.. X

W

Upload to the Email attachments folder in OneDrive so recipients can see the latest changes and work together in real time.

13




How do I Send the email?

Once you have type out your email and it is ready to send,
click Send

™ Send @ Attach Discard e

To o Suzy.Sample@dor.org X

Example Email

Basic Computer Skills Ou.. x
W 3 MB v

A A B I U & A = = z€ 3

Bl - twe s -

14



How Do I Send / Set up an Automatic Reply Email?

Located at the upper right corner of the screen, click on the gear symbol

to expand the Settings Menu.

Click on Automatic Replies (Out of Office).

On the Automatic Replies window, click
on Send Automatic Replies and check
box next to Send replies only during this
time period.

Specify a start and end time for the reply to
activate and deactivate using the Start time
and End time fields.

There are also options to Block my calendar
for this period, Automatically decline new
invitations for events, and Decline and
cancel meeting during this period.

If any of these apply, check off to active.

Enter a message you wish to send as a
reply to senders inside my organization.

o Pl 2
Settings X
Search all settings jo

Automatic replies
Create an automatic reply (Out of office)

message.

" OK X Cancel

Automatic replies

Create automatic reply (Qut of Office) messages here. You can set your reply to start at a specific time, or set it
to continue until you tum it off.

Don't send automatic replies

®) Send automatic replies

+| Send replies only during this time period

Start time | Frj 4114/2017 - 12:00 AM -
End time | Mon 4/24/2017 - 12:00 AM -
Block my calendar for this period
+/| Automatically decline new invitations for events that occur during this period

Dedine and cancel my meetings duning this period

Send a reply once to each sender inside my organization with the following message:

B I UM A & A = 1= Z€ 3= V

| will be unavailable and out of the office from Friday 4/14/17 to Friday
4/2117. If you need assistance please contact the IT Help Desk.

15



For senders with external email
addresses

Check box next to Send automatic reply
messages to senders outside my
organization.

You have the option to Send replies
only to senders in my Contact list or
Send automatic replies to all external
senders.

Enter the message that will be sent to
external (non-dor.org) email
addresses.

When you have finished entering your
automatic reply, click OK.

To manually deactivate the Out-of-Office
message.

Return to Automatic Replies (Click
on gear, then select Automatic Replies on
settings menu).

Click Don’t send automatic replies.
Click OK.

+| Send automatic reply messages to senders outside my organization

Send replies only to senders in my Contact list

® Send automatic replies to all external senders

Send a reply once to each sender outside my organization with the following message:

| will be out of the office from Friday 4/14/17 to Friday 4/21/17

+'| Send automatic reply messages to senders outside my organization

Send replies only to senders in my Contact list

® Send automatic replies to all external senders

f Send a reply once to each sender outside my organization with the following message: \

B I U M A & A = 1= =€ 3= V

| will be out of the office from Friday 4/14/17 to Friday 4/21/17

G J

' OK X Cancel

Automatic replies

4/21/17. If you need assistance please contact the IT Help Desk.

v 0K X Cancel

Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it

to continue until you tumn it off,

®) Don't send automatic replies

Send automatic replies

16



How Do I Create an Email Signature?

To create an email signature, click on the Gear icon to open the Settings menu.

®© P s 2

Settings x

Scroll to the bottom of the Settings menu.
Your app settings

Under Your app settings, click on Mail. Office 365
Calendar
People

Yammer

In the Outlook Options sidebar, scroll to the .
bottom of the sidebar and look for the section H Office 365 Outlook

CICCES
labeled Layout. @ Options
Click on Email Signature. Junk email reporting
Mark as read
Message options Email signature

Read receipts

Automatically include my signature on new messages | compose

Retention policies

Automatically include my signature on messages | forward or reply to
4 Accounts

Block or allow - — =

W B I UM A & A =iV

Connected accounts

Forwarding

POP and IMAP
4 Attachment options

Attachment preference

Stora ge accounts

Check the boxes to Automatically include my signature H save X Discard
on new messages | compose and Automatically include

my signature on messages | forward or reply to. Ema signature

+| Automatically include my signature on new messages | compose

In the text box, type in the information you wish to

include on the signature. B I U MA & A = = v

Training Coordinator

When complete, click Save. Information Technology Department
Diocese of Rochester

5B85-328-3228 x1384

17



How Do I Edit an Email Signature?

To edit an email signature, click on the Gear icon to open the Settings menu.

Scroll to the bottom of the Settings menu.

Under Your app settings, click on Mail.

In the Outlook Options sidebar, scroll to the
bottom of the sidebar and look for the section
labeled Layout.

Click on Email Signature.

In the text box, make the necessary changes to the
information you wish to include on the signature.

When you have made all the changes, click Save.

H Office 365

(® Options

Junk email reporting
Mark as read
Message opticns
Read receipts
Reply settings
Retention policies

4 Accounts
Block or allow
Connected accounts
Forwarding
POP and IMAP

4 Attachment options
Attachment preference
Storage accounts

4 Layout

Conversations

H save

v P

Settings x

Your app settings
Dffice 365

Calendar

People

Yammer

Outlook

CICCES

Email signature

Automatically include my signature on new m es | compose

forward or reply to

Automatically include my signature on messages

M B I U M A & A 2= v

X Discard

Email signature

+*| Automatically include my signature on new messages sE
| Automatically include my signature on messages | forward or reply t
W B I U M A K A SISV B

Dan Pohorence

Training Coordinator
Information Technology Department
Diocese of Rochester

585-328-3228 x1384

18



Organizing Your Emails
How Do I Organize Email By Using Folders?

From time to time, emails in your inbox that are worth keeping should be sent to a

specific folder to view later on. @ Folders
Before moving the email, you will need to create a folder to store your emails. ~ Favorites +
In the navigation pane (located far left), hover over your name. A plus sign will Inbox 1
appear. Click on the plus sign to create a new folder. Sent ftems
Drafts 2
Deleted ltems 6
~ Dan Pohorence +

A blank text box will appear towards the bottom of the list. Type in the name you
wish to call the new folder.

Conversation History

v |mportant Emails
Press Enter when you are done typing in the name of the new folder.

Junk Email
Motes
R5S Feeds

19



How Do I Create a Subfolder?

We can also create another folder (a subfolder) within the folder
you just created.

Sent ltems

Create new subfolder

v Deletad ltems
Right click on the folder just created and select Create new

subfolder from the menu. Archive
Conversation His
v Important Emails
Junk Email
Motes
R5S Feeds

new folder

A new blank text box will appear under the selected folder.
Type in a name for the new folder.
Press Enter when completed.

Now we will have a subfolder within the folder we just created.

Also notice when you right click on a folder you have the option of renaming, copying,
moving, or deleting the folder.

Fename

Delete

Delete a

Add to Favorites
Move...

Mark all as read

Permissions...

v |Important Emails
Junk Email
Motes
R55 Feeds

new folder

Create new subfolder

Fename

Delete

Celete a

Add to Favorites

Mave...

Mark all as read

Permissions...

20



How Do I Move an Email to a Folder?

Once your folders have been created, you can now

. Folder: Filter v
move emails into one of the folders created. © Folce Focused Other
Inbox 1 Next: No events for the next two days. t Agenda
Sent ltems .
T Mark Darling
. . . . i Drafts 2 Test
To move an email, single click on the email you wish to N . Get Outlook for Android
eleted Items
move. ~ Dan Pohorence Three weeks ago
Inbox 1 Dan Pohorence
Tl 2 » You've joined thf TezE—IT group o
Sent [tems
On the toolbar, click on the drop down '3:’:' Mew | v il Delete & Archive Junk|¥ Sweep | Move to v
arrow next to Move to.

When the menu expands, select the folder you would like to move the email to. (New
created folders or most used folders will appear at the top of the menu.)

If the folder does not appear, click Move to a different folder. This will allow you to
locate the folder.

The email will now automatically move from your inbox to the folder you selected.

Emails can also be moved to folders by clicking and dragging the email over the folder
you wish to send the mail to.

Once over the folder, unclick and the email will transfer to that folder.

Move to v Categories v

Jol

Move to Other inbox
Always move to Other inbox
Inbox

Deleted ltems

Junk Ernai

Important Emails

R55 Feeds

Mew folder

Maowve all email from ...

Move to a different folder...

21



How Do I Search and Filter My Email?

In the search bar above your list of email folders, type in a name, subject, or phrase

which is contained in the desired email message.

As you start typing into the search box, possible sender names start

to appear as results.

You can click on the name to select or additional searches can be

done to search for people (your contacts) or in groups.

Once you have finished typing in a name or
keyword, press enter

Results will start to filter based on matching senders
or keywords found in the subject lines of the emails.

In the navigation bar you have the ability to filter
these results by selecting the appropriate folder,
sender, and dates.

To return to view all messages in the inbox, click

Test

(© Exit search

In felders

/' All folders
Inbox
Sent ltems
Deleted ltems
Your groups
From

Mard
viare

mark.

Dan

Search Mail and People

@ Folders

Inbox
Sent ltems
Drafts

Deleted ltemns

pohorence

Jo

@ MNew | v

%]

Jo

Search People

\,O Search in groups

}:3 @ New| ™

Darling

darling@der.o

Pohorence

ohorence@do

ook

Mintinne

(© Exit search

hange3

All folders

Last week

Mark Darling
b Test
et Outlook fi

et Out or Android

Dan Pohorence
F  test

test
Two weeks ago

Dan Pohorence

» Test

st

Dan Pohorence
» You've joined the Test-IT group

From: Test-IT on beha...

on the navigation side bar.

22



In addition to searching by sender or keyword, there is a filter option

located above your email list.
Click on the drop down arrow to expand the menu.

This allows you to filter unread or flagged messages.

Expanding the Sort by menu allows you to order the
messages by Dates, Sender, Subject, Messages with
Attachments, etc.

Focused Other

Mext: Mo events for the nex

Mark Darling
Test

Get Outlock for Android
Three weeks ago

Dan Pohorence

© You've joined the Test-IT gn

Welcome to the Test-IT grou
Last month

Dan Pohorence

Filter ~

Filter

+ All

Unread

To me

Flagged

Mentians

Sort by >

Show as >

+ Show Focused Inbox

Sert by > | P Date
Show as ¥ Fram
+ Show Focused Inbox . To
-
alendar 37720 Subject
nce@dororg) has allowed yo Attachments
i Importance
317720 Size
T LI ST |
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Personal Contacts

K
]|
%
€4

To access your personal contacts, click on located at the bottom of the left sidebar.

How Do I Create a New Contact?

To create a new contact, expand the drop down menu next to New. When the menu

appears, click on Contact. @ New ¥  Manage v
Contact
Contact list
Group
Complete the following contact form, typing in the First and Last Name, Email Hswe T Concel
address, Company, Contact Address, Job Title, and various phone numbers.
. Add contact
'\-!-_.-' Mame
Name
To add additional fields to the name section, click on ( \
This will expand to provide you with options to add additional fields. o
Last name
Each section listed has additional fields to add by clicking on the corresponding sl
Email
Email
When you have finished, Click Save. R
Display as

X Contacts
The newly created contact will appear 5 total

By first name ~

in your personal contacts list.

Full name

Bob Dickinson

Elaine Tank

John Miklosovic

ParishSOFT Support

Sally Sample

Sammy Sample

Email address

bdickinson@parishsoft.com

etank@parishsoft.com

jmiklosovic@parishsoft.com

support@parishsoft.com

sally. sample@email.com

Sammy.Sample@dororg

Office

Implementation Project Manager / Team.

Computer Specialist



How Do I Edit a Contact?

Single click on the contact you wish to edit. @ New| v

Manage v Edit § Delete Lists ¥

On the toolbar, click on Edit. Contacts

10of 9 selected By first name ~

Full name Email address Title

@ Bob Dickinson bdickinson@parishsoft.com
? Elaine Tank etank@parishsoft.com mplementati
@ John Miklesovic jmiklosovic@parishsoft.com

The contact fields will now become editable and changes can now be H save [ Cancel

made.
Clicking E will allow you to add an additional field to the email, Ed It contact
phone, etc. to enter in an additional email, phone number, etc.
Click Save when you are done editing the information. Name
ﬁrst name \
Bob
Last name
Dickinson

Additionally, you can edit the contact information by clicking on the

* onthe right side bar.

The options menu will display and option to Edit Contact.

Edit contact

Delete
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How Do I Create a Contact List?

A Contact List is a grouping of email addresses collected under one name. A message sent to a Contact List goes to all
recipients that are listed. You can include Contact List in messages, task requests, meeting requests, and in other
Contact List.

On the toolbar, expand the New menu by clicking on the drop-down arrow.
* New v Manage v

When the menu expands, click Contact List.
Contact

Contact list

(=r -
aroup

In the List Name text box, type a name for the Hsave M Cancel

Contact List.

In the Add Members text box, type in the
name or email address of the person you

List name MNotes
wish to add to the Contact List. Contact List A
As you start to type, results from your Add members |

Sally Sample
contacts or the directory will start to appear. T

9 Sally Sample x
i sally.sample@email.com

You can click on the contact from the results

to add the person to the list.
p Search Directory

When the contact has been selected, it

will appear below the Add members Lstname Motes
Contact List A
text box.
Add members
Repeat the process by entering ‘ |
additional names in the Add members
field. I newly added member
Sally Sample x
sally.sample@email.com
When completed, click Save.
The newly created team will @ New|v Managev Edit Delete Lists v
now appear in Your Contacts.
Contacts

1of 9 selected

Full name Email address Title

@ Contact List A

? Elaine Tank etank@parishsoft.com Implementation Praject Manager / Team.
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How Do I Edit a Contact List?

To edit the contact list, go to your contacts
and single click on the contact list you wish to

edit.

On the toolbar, click on Edit.

The contact list will appear in a new window.

To add a member, type in a name or email
address in the Add Members text box. If the
name appears in the directory, click on the

name to add it.

To remove a member, click on the X located to
the right of the member’s name.

When completed, click Save.

New members can also be added to a contact
list by single clicking on the desired contact.

On the toolbar, expand the list menu by clicking

on the drop-down.

When the menu expands, click on the list you
wish to add the contact to.

If the contact does not exist, click on New contact list to create a new contact list.

@) New | v

Full name

Manage ¥ Delete

Contacts
1 0of 9 selected

@ Contact List A

e Elaine Tank
@ John Miklosovic

M save T Cancel

List name

Contact List A

Add members

Sammy Sample

1 newly added member

Sammy Sample
sammy.sample@dor.org

1 current members

Sally Sample
sally.sample@email.com

) New|v Manage ¥

Contacts
1 of 9 selected

Email address

etank@parishsoft.com

jmiklosovic@parishsoft.com

Lists W

Add to

Contact List &

Mew contact list



Using Your Contact List

When sending an email out to all members of the list, in the

. . . i i en
To... field, type in the contact list name. Send @ Attach  Discard

Clicking = will expand the group name to display all the To aF @ Contact List A X
members email addresses assigned to the group.

Cc

Complete your email and click Send.

In the contact list, you can also send an email to your contact list by single
clicking on the contact.

The right side bar will expand and by clicking on Send Message.

Contact List A

Contact list

Send message

Schedule an event

Members

@ Sally Sample
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Calendar

To access your personal calendar, click on located at the bottom of the left sidebar. 1

How Do I Share My Calendars?

To share your calendar with others, click on ® New|v Add calendar v
Share.
< > April 2017 v
Sunday Monday
Q3
Type in the email address of the person you wish
+/ Done

to send an invitation to share your calendar.

? Interesting calendars

Tuesday Wednesday

Share this calendar: Calendar

Send a sharing invitation in email.

Sally.Samp e@__c__g_r.crg|

Once the email address has been validated,
select the permission level you wish to grant.

v/ Done

Share this calendar: Calendar

Options include:

Send a sharing invitation in email.

Suzanne Pohorence
Suzanne.Pohorence@dor.org

People inside your organization

e Canview when I’'m busy

e Can view titles and locations
e Canview all details

e (Can edit

o Delegate

My Organization

@ Dan Pohorence

Dan.Pohorence:

4

s

Share ¥

= Print

Thursday

Friday

Can view when I'm busy

Can view titles and locaticns

+ Can view all details

Can edit

kDe legate

E
=]}

=]

Note: Selecting delegate allows one to read, create, and modify your calendar entries.

Once you have selected the individual to
share your calendar and set the permissions,
click Share.

v/ Done

Send a sharing invitation in email.
This will create an email informing the e Suzanne Pohorence
L. . Suzanne.Poharence@der.org
recipient you wish to share your calendar.

Share this calendar; Calendar
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The recipient will receive the following email.

If you have requested the recipient to share
their calendar with you, the recipient will
respond to the request by click on Allow or
Deny in the Respond section of the Share tab.

Q

Openthis = Delete
Calendar

Open Delete
Fri 3/17/2017 4:28 PM
Dan Pohorence
Sharing request: Calendar

To Dan Pohorence

view his or her Calendar.

X|Vv X

Allow Deny JReply Reply Maore

Sharing request: C

E% (ﬁ% 2 Meeting Y Move ta: 7

Al ET Team Email -

Respond Quick Steps P

o Dan Pohorence (Dan.Pohorence@doer.org) has requested permission to view your Calendar, A

Fl Dan Pohorence - Calendar
- Microsoft Exchange Calendar
An email reply with appear allowing ol e —
you to select the level of detail you E _ :
Subject Allowed: Sharing request: Calendar
wish to share with the other user. send _
Detaild | Availability only -
Click Send
Time will be shown as "Free,” "Busy,” Tentative,” "Waorking Elsewhere,” or "Out of Office’
A confirmation message will appear asking to verify the permissions IR, =

you selected. Click Yes to verify.

Share this Calendar with Dan Pohorence
o <Dan.Pohorence@dor.org=?

Permissions: Availability only

You will receive an email with a link to access the

E| Open this Calendar

shared calendar.
Fri 3/17/2017 4:49 PM

Click on the Open this Calendar link to access the Dan Pohorence

calendar.
To Dan Pohorence

Allowed: Sharing request: Calendar

o Dan Pohorence (Dan.Pochorence@dor.org) has allowed you to view his or her Calendar.

F‘ Dan Pohorence - Calendar
&3 Microsoft Exchange Calendar

In the calendar view, a Shared Calendar section will appear on the navigation pane on

the left side.

4[| Other Calendars
] Untitled

To view a share calendar along the right side of your calendar, click the box next to the 4[] Shared Calendars

person’s calendar you wish to view.

Dan Pohorence
30



P

If you need to discontinue the
permission to share your calendar
with an individual, on the toolbar, click Share.

J Share ¥ W Print

e

& New|v Add calendar v ? Interesting calendars

When the list of individuals you are people outside your organization
sharing your calendar with appears, click
on [fj to delete the permission. ° dpohorence@dor.org Can view when I'm busy ' I
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How Do I Create an Appointment / Meeting?

In Calendar on the toolbar, expand the New Menu and click on Calendar

Event.

Alternately, you can right-click a time block in your calendar grid

and click New.

The Details window will open, allowing you to enter the
appointment / meeting information.

Type a description and location for the event.

@ MNew W

Calendar event

Ermnail message

Birthday event

A0
|Ik_-l

Add calendar v

ues

I Save W Discard [j Attach @ Skype meeting v  Charm v  Categorize ¥

Details

15 minutes

Add an email reminder

a ©| s

I

- Calendar

u M A

\ A A iz

Bishop Clark Room
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Enter the start and end times.

If the event is All Day or you need to mark the event Private, check off the desired

options.

If you need to set a reminder, select when you
wish to receive the reminder from the drop-

5 minutes

down box.

If you need to create an email reminder, click the Add an email
reminder link.

T
]
L

o
=
m

-
Add an email reminder
The email reminder box will appear. You have the option to Email reminder Send reminder to
send the reminder to all attendees or to yourself. Custorn time - Me -
Set the date and time you wish to send and receive the o _
reminder mail. ustem Hme
. . . . . . Fri 4/7/2017 - 4:00 PM -
Also type in the desired details you wish to include in the \
reminder message that will be sent to you. _
Reminder message to send
When completed with the reminder, click Close. - o 40
Staff Meeting Mon i
Make sure to bring flash dr ation
.
Close Discard
Details regarding the appointment /
meeting can be typed into the text box ©| B I U M A & A = € = v
and the bottom of the screen.
Files can also be attached to the o -
event. On the toolbar, click on the H save il Discard @ Attach | @ Skype meeting ¥  Charm ¥  Categorize ¥ i}

Attach to attach an item.
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To the right of the Details section, you are able to add people to
attend the event. An invitation will be emailed to those you add Peo [3'|E‘

E?:, Scheduling assistant

in the people section.

Type in the name or email address of the person you wish to

+

invite. Click on the name or plus sign to add the name.

Dan Pohaorence

Free

After typing all of the names / email addresses of the people you
wish to invite to the meeting, clicking on Scheduling Assistant to Peo p.|@

compare to calendars to ensure you are minimizing any potential
conflicts when proposing a meeting time.

Free

When you are finished setting up the appointment, click Save.

Ii';j Scheduling assistant

+

Dan Pohaorence
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How Do I Change / Edit a Calendar Event?

Open the calendar event that you

. < > April 2017 v
want to change / edit by double

clicking on that event Sunday Maonday Tuesday Wednesday Thursday Friday Saturday
Apr 1
%9a
2 - 5 6 7 8

9a Office Training

10

9a Staff Meeting

L
ie]

;}
I

23 24 25 26 27 08 2
The Details window will appear. .
Details
Make adjustments to the location, dates, or o
the Start and End Times. S
When complete, click Save. Webex - My Desk
Thu 4/20/2017 v | | 900 AM -
Thu 4/20/2017 ~ | 10304 -

ki minutes v

Add an email reminder

N
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How Do I Make a Recurring Event?

Create a new calendar event, with a

subject, location, and a start and end time. Details

2nd Floor Conference Room

If you want to make an event recurring, click

on the Repeat drop-down menu to select how
the event will repeat.

-

Some available frequencies will display. If you do not see the desired

frequency, click Other...

Other allows you to customize a repeat pattern.

Once you have set the pattern, click Save.

You also have the ability to set the From and To dates
the recurrence will take place on.

When complete, click Save.

Calendar

+ Mever

Every day

Every Tuesday

Every workday

Day 18 of every month
Every third Tuesday
Every April 18

Other...

Select repeat pattern

Qccurs | Weskly
Bvery |3 weeks on Mon v Tue Wed b
’ Sat Sun
Custom pattern - Calendar
Tue 4 - . .
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How Do I Change / Edit a Recurring Event?

Suppose one of the recurring meeting dates
is cancelled and needs to be rescheduled. < > April 2017 ¥
We only want to change one of the dates

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
within the series of dates that have been Ap
scheduled. %

To reschedule this event, go to your calendar > 4 6 7 g

and double click on the event that needs to £2 Office Training

be rescheduled. =

9a Staff Meeting

18 19 20 2 22
9z Staff Meeting 9a Office Training

)2 I In IR 7 )] L
£3 2o £ £0 | £C Pl

9z Staff Meeting

9z Staff Meeting 9a Office Training
Take notice to the message that appears Details
above the Details section. Only this single
occurrence will be edited. Staff Meeting
If you just want to edit this single date, select St Floor Conferance Room
the new Start and End date and time.
When complete, click Save. N "
] > - A -
U 2 - Al -
minut v B v
Add an email reminder
If you need to make
adjustments to the recurrence S N S e
You're editing a single occurrence of a repeating sene}. Edit senes
of the event, click on the Edit

Series link.
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Change the repeat selection and
the Start and End dates to reflect
the new recurrence period.

Custom pattern

o -

Calendar

When complete, click Save

You will receive a message If you changed some events in the series, your
changes will be canceled and those events will match the series again.

Click Save to continue to calendar overview.

If you changed some events in
the series, your changes will be

anceled and those events will
match the series again.

Back
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How Do I Respond to a Meeting Request?
When invited to a meeting, there are four actions you can take: Accept, Decline, Tentative, and Propose New Time.

Until you act on the on a meeting invitation, Outlook automatically sets your reply as Tentative and the date/time in
your calendar is also marked as Tentative.

Go to your mail and the meeting request will appear

. . Folders Focused . Filter v
in your inbox. © it Other
~ Favorites Next: Mo more events for today or tomorrow Iﬂ Agenda
obox 2 Ryan T. Hart
. . . X Sent ltems Test Meeting 2:31 PM
Click on the email to view the contents in your [No message text)
. Drafts 2
review screen.
P Deleted ltems 6 Dan Pohorence
Reminder: Staff Meeting
~ Dan Pohorence . A, e
Your reminder for Staff Meeting  Staff Meeting Mon ...
Inbox 2
Last week
Drafts 2
Mark Darling
Sent Items -
Test
v Deleted ltems 6 Get Qutlook for Android
To accept a meeting request, click Accept. .
Test Meeting
To tentatively accept the request, click Tentative.
. . . Ryan T. Hart
To decline the request, click Decline. QS 1o 231 P
“ Dan Pohorence ¥
Required: Ryan T. Hart; Dan Pohorence ¥

i) When: Wed 4/19/2017, 12:00a to Thu 4/20/2017, 12:00a
Where:

W Accept ? Tentative X Decline ®© Propose new time

Whether you click Accept, Tentative, or Decline; you will be
asked if you want to send a response or not. v Accept ? Tantativa ¥ Derlina

Accept event

Edit the response before sending
Mo conflicts

Send the response now

Don't send the response

Note: If your Out of Office Assistant has been activated, the meeting organizer will receive an Out of Office reply
indicating Tentative as the default status.
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To propose new time, click on Propose new time.

You have the option on sending a reply to the
organizer to Accept Tentatively and propose a new
time, or Decline and propose a new time.

Click Tentative and propose new time or Decline and

propose new time.

A dialog window will open allowing
you to select an alternate date and
time. Current event time

v OK X Discard ***

Propose new time

Dan Pohorence

@l Fropose new time

Propose new time

Tentative and propose new time

Decline and propose new time

< > Wednesday, April 19, 2017 v

Ryan T. Hart

Free

UmYy When: Wed 4/19/2017, 12:00a to Thu 4/20/2017, 12:00a

‘Wed 4/19/2017 (All day) LT
When you are finished choosing your
desired time, click on OK.
2 required No conflicts 7
@ Dan Pohorence o2
Free
w Ryan T. Hart 62
by e
A message window addressed to the meeting
organizer will automatically open, and you will also Test Meeting
see the current meeting time and time you are
Ryan T. Hart
proposing for the meeting. Type a message or ‘jm e
comment in the field provided and click Send. fecuired Ryan T, Fark Don Sahorence
Where:
W Accept

® Propose new time

L]

Day Week

bl Reply all | v

Decline event and propose a new time

Current:  Wed 4/1%/2017, 12:00a to Thu 4/20/2017, 12:00a

Proposed: Wed 4/28/2017 11:00a - 12:00p
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Task

To access your personal To — Do List, click on

To create a new task, click on New.

In the subject line, type in the subject for the
task you which to perform.

Set a Due Date.

If you wish to set the task as a recurring
event or set a reminder, click Show more
details.

Once you have clicked Show more details,
additional fields will appear to set the start
date of the task, reminders, and if the task
repeats.

Notes regarding the task can be entered at
the bottom of the task screen.

When complete, click Save.

If the task needs to be edited, click on Edit,
located on the task preview pane.

located at the bottom of the left sidebar. E B s
E Office 365  Outlook
@ New
I save [ Attach  Charm v Discard
Due in 3 days.
Subject
Example Tas
Due
T 13/2017 N Show more details
Start date Date complete
Mon 4/10/2017 - Mone -
Status %% complete Priority
n progress - MNormal -
+' Reminde ark private
Tl 1372017 || 200 AM -
Repetition
Mever -
©| B I UM A & A == Z€3x v
Example Task
# Edit v

Due Thursday, April 13, 2017

Note: If you want to assign a task to an individual, you have that option in the full, office suite version of Outlook.
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