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Expanded Uses of Microsoft Outlook Calendar
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2010 Client Interface and some new features

1. Introduction.
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13. Creating a Personalized Quick Step




OUTLOOK EXCHANGE CLIENT:
The Outlook Exchange Client is an application that is installed on a desktop just like Microsoft Word or Excel.
A client can only be accessed from the desktop is has been installed on. The Outlook Exchange Client does not
primarily need internet connectivity to perform duties, but it does need connectivity to update changes and to
receive and send emails. Apart from being an email application, it also contains a calendar profile, a contacts

profile, and a task profile.
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New Features:
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Mail maintenance, prevents clutter and Sareae

LD RSS Feeds
keeps conversations grouped together. P T i
4 ¥ Today
Lessons Learned from Stuxnet & Other High-Profile Malware Attacks Online Training Assignment A4
4. Mail Tips: Reduction of E-Mail Suanetaigh ot ceratack sed malvars sighe vt gimate cod iging
certificates. It appears that attackers obtained access to their private keys through some form
H H H f break- babl dectr The d to thes has b
tl’affIC via promptS and Wal’nlngs. zmriﬁ:hl:m ly an electronic one. The damage to these two companies has been
o u What went wrong and how can you protect your own assets?
. H H Thi describ nt secuty breaches and why th 3y have b d. it
5. Contact Pane: Contact information 5 e diseistes best practces. especily or the Windows plaom which can he 1o ssfeguard
8] contocs: the private keys associated with code signing ceriificates.
is visually available of all email : v
ﬂ - . 5
.. _ _ /B Windows Deesktop Search is net available. 5 IS N
recipients. Lo = = : =
Rems: 2836 _Unsead: 18 AR folders are up to date. _[5] Connedied to Migosoft Exchange | ([ E3_100% (= v, )

= Sylonore

New  Mew |
Email ftems~ | & Junk

0159 1=
2 | o | srmeae roitervew

Respo

x Y B Mecting
e B8 g

Delete | Reply Reply Forw

Inbox - Mailbex - Christian Delgado - Microsoft Outlook

2o @ Q

Move Rules OneNote | Unread/ Ce
- - Rea

Qi Steps

| =
m

orize Follow
up-

4 Favorites

5 Deleted Htems 108)

4 Mailox - Christian Delgado

[ Consultations

3 Eng
L@ Junk E-Mail 125
3 Outhox 1

3 Quasantine

<

Amange By: Date Newest ontop

£ Lessons Learned from Stuxnet & Other High-Profile Malware Attacks
7 Security Bulletin <Subscriber.12132211Bulletins@emedia-us.com>
Cli el dyo ok pre J

ur privacy, O

oad pictures, To help

ed automatic download of some pictures in this

Tuesday, June 14, 2011
Flag Day; United States
Sunday, June 19, 2011
Father's Day: United States
Monday, July 04, 2011
Independence Day; United States

OUTLOOK WEB APP (OWA):
Outlook Web App is the online profile for the Outlook Exchange account. This profile can only be accessed
with the use of internet connectivity. It allows the user to work remotely on their Outlook Exchange account,
whether it is at home, on vacation, or out of the office. A user can remotely access emails, calendars, tasks, and
contacts using the OWA profile.
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SCHEDULING ASSISTANT:

e The scheduling assistant will help you choose the best time to set up a meeting by locating the best

available time for all attendees.
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e The scheduling assistant will display the schedules of all the attendees requested to attend as well as

the meeting requestor’s schedule.

e From the scheduling assistant window you can add more attendees, and change the meeting time

depending on attendee availability.

e Outlook Exchange will display a work day from 8:00am-5:00pm.

e Meetings that need to be scheduled after five can be scheduled using the Start and End time fields

located at the bottom of the screen.

CREATING A MEETING REQUEST:

1. Start Outlook Exchange.
2. The Application will automatically open in the MAIL profile.

3. Click on the CALENDAR tab located on the lower left-hand corner to open the calendar profile.
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4. The calendar profile will open to display the current day, week, or month depending on the profile
selected to display. The image above has the “month” profile selected.

5. Click on the New Meeting function, in the NEW group of the
0| = |=
|
3
New
Appointmeny Meeting Ifems ~
Mew

Home tab.

6. The Meeting Request window will open in the Appointment view highlighted in the ribbon.

7. Populate the fields with the required information such as attendees, subject, location, start and ending

time, along with a brief message to set up the meeting.
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HEHY O+ # |- Bravo! Summer Employee Institute - Mg

File. Meeting Insert Format Text Review
XToololm = @S D e - O QD

.:_-,; Forward ~
Appointment | 5cheduling Cancel Address Check Response | & Reminder: 15 minutes + Recurrence Time | Room
@OHENOE Assistant | Invitation Book MNames Options - Zones |Finder

Actions Show Attendees Options Fl

Delete

@ Invitations have not been sent for this meeting.

T0... Richard F. Jordan (riordan@jiay.cuny.edu); | | jgime (jaime@nsna.org); | | Suzette Sancho (ssanchos @ijay. cuny.edu);
o __ i
;I Subject: Eravo! Summer Employee Institute
Sen
Location: John Jay College
Start time: Thu 6/9/2011 -~ | | 8:30 AM ~ | [ AN day event
End time: Thu 6/9/2011 = | 500 PM -

We will be conducting several training sessions in many new and exciting appll‘catl’ons'.'.'.'.l

8. Add the attendees in the To... field by typing a name or an email address. If you click on the To button,
the JJay Global Address List will open up. You may select attendees from there as well.
9. To choose a location, click on the Rooms button, you can choose a room from the populated list.

elect Rooms: All Rooms
Gearch: ()Nameonly (OMorecolumns  Address Book

. IRooms.., 9. | 1304 All Rooms v]

v

| Name Location Business Phone
¥ Conference Room 3127NH Conference Room 31.., 212-237-8000
2] Conference Room 3143NH Conference Room 31... 212-237-8000

2] DOIT Conference Room 609-138  DOIT Conference Ro... 212-237-8200

ACCESSING THE SCHEDULING ASSISTANT:

1. From the Meeting tab, in the Show group, click on the Scheduling option on the ribbon.

File Meeting Insert Format Text Review

LILLLS

x rr'ﬁ: _E Calendar

Delete Copyto My r._.; Forward = | Appointment |Scheduling
Calendar

Actions Show

2. The Scheduling Assistant window will open to display an Attendee list, a Scheduling window, and a
Suggested Times pane.
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3. Attendees can be added in the Attendee List pane. In the space provide, insert the email or name of the

person you wish to add to the meeting. Outlook Exchange will automatically pull an email address from
the Global Address List when a name is inserted.

4. The Scheduling Window will display the status grids of the selected meeting members. Meetings are
generally held between the hours of 8am-5pm.

5. The Suggested Times Pane will display the best and worst possible meeting times.
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3] Calendar o =0 pe o (gR) @el ) a3 1 I =] (5 Private
= Show As: [l Busy - 9 ‘
x 2 Forurd < i = = ﬂ A ﬁj = AT gl

N

A X 1 HighImpartance
U orene | PO IR, S0 S 3 s 5 s e T [ A g
Actions Show Attendees Options Tags Zoom
Room Finder v X

=1 Send 100%| Thursday, June 09, 2011 Friday, June 10, 2011

12:00 1:00 200 300 200 800 200 10:00 11:00 12:00 1:00 200 300 400 800 200 10:00 1 I ZuE 4
E,| | All Attendees [ SuMo Tu We Th Fr Sa
|| € Christian Delgado Outookbuctange-] [t | [OutockBcnande-] 12 3 4
[w] @ ' Richard F. Jordan (rjordan 516l7 &8 9 101
e R R
@ Suzette Sancho (ssanchos

19 20 21 22 3 4 5
2% 27 28 29 30

Attendee List

Good Fair Poor
Choose an available room:

Hone

Schedulina Window

Suggested times:

8:00 AM - 8:30 AM k|
jaime (aime@ns...

8:30 AM - 9:00 AM
jaime [aime@ns...

3:00 AM - 9:30 AM
jaime aime@ns...

9:30 AM - 10:00 AM
jaime (aime@ns...

10:00 AM - 10:30 AM
4 » Jjaime jaime@ns...
Add Attendees... || Options -~ Starttime: | Thu 6/9/2011 - [330em

Add Rooms... End time: Thu 8/9/2011 - | | 400 PM

Suggested Times Pane

TAmE [AImE@ns..,

10:30 AM - 11:00 AM
by - 45

M Busy /% Tentstive M Outof Office [N NoInformation Outside of working hours

/& Windows Desktop Search s not available.

6. The status grid located at the lower portion of the screen describes the status bars found in the
Scheduling Window.
[6

| |
B Busy . Tentative WM Out of Office [ Mo Information

Cutside of working hours




SUGGESTED TIMES PANE:

Room Finder
4 June, 2011

Su Mo Tu We Th Fr

1 2 3
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Good Fair

Choose an available room:

MNone

Suggested times:

8:00 AM - 8:30 AM

Jjaime Uaime@
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jaime (jaime@ns...

Q00 AM - 9:30 AM
jaime (jaime@ns...

9:30 AM - 10000 AM
jaime (jaime@ns...

10:00 AM - 10:30 AM
Jjaime (jaime@ns...

4:00 PM - 4:30 PM
Jjaime (jaime@ns...

4:30 PM - 5:00 PM
jaime (jaime@ns...

10:30 AM - 11:00 AM
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10:30 AM - 11:00 AM

11:00 AM - 11:30 AM

11:30 AM - 12:00 PM

12:00 PM - 12:30 PM

12:30 PM - 1:00 PM

100 PM - 1:30 PM

1:30 PM - 2:00 PM

200 PM - 2:30 PM

E

o
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1. The Suggested Times pane will locate the
best possible times to set a meeting by
displaying tabs with possible conflicts.

2. The tabs are broken into three categories:
Grey=Good
Sky Blue= Fair
Dark Blue= Poor

3. Click on any of the tabs that are classified
as good, to automatically set the meeting
time to the time displayed on the tab.

1. The red arrows within the tabs will
display the attendees in conflict for that
specific time period.

2. Click on the tab with the best possible
meeting time for all attendees.
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EDITING THE MEETING TIME:

1:00 200
—
ITE-:I' Bites - i

SENDING THE MEETING REQUEST:

Bravo! Summer Employee Institute 2011

of the meeti

the meeting

ng.

1. The Green line indicates the start time

2. The Red line indicates the end time for

3. Either line can be dragged to edit the

starting and ending time. Left click over
the line to grab it, then drag the mouse to
edit the time.

1. Click on SEND from either the Appointment or the Scheduling Assistant window.

To.. Richard F. Jordan {riordar|
1 ]
= Subject: Bravo! Summer Employee [
Send
Location: John Jay College
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SHARING AN OUTLOOK CALENDAR:
You can share calendar information with coworkers or anyone whom you choose to in multiple ways using
Outlook. You can share a calendar by e-mail, through the Exchange server, or by uploading and publishing it to
the internet. Sharing a calendar will allow others to see what information you have populated on your Outlook

calendar. *A calendar can only be shared while using the Outlook Client profile.

1. You must be in the calendar profile to share a calendar.
2. The sharing option will be viewable in the Share group on the Ribbon.

7
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Share  Publish
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Microsoft Outlook
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Find
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SHARE CALENDARS BY E-MAIL.:

Calendars shared by e-mail arrive in the recipient’s Inbox as e-mail message attachments, with a Calendar
Snapshot in the message body. You can edit the Calendar Snapshot before sending; for example, you can
change fonts or highlight days or appointments.

On the Home tab, in the Share group, click E-mail Calendar.

In the Calendar box, click the calendar that you want to send.

In the Date Range box, click the time period that you want the calendar to show.
Choose what details you will allow the recipient to view, and then click OK.

el N

Send a Calendar via E-mail E

Specify the calendar information you want to include,
Calendar:

Date Range: | et 7 days v

]

1304 and 1307 Class Schedule v

e | Full details

Includes the availability and Full details of calendar

ikems e

Availability only
Tirme will be shown as "Free," "Busy,” "Tentative,"

Advanced: or "ouk of Office”

s | Limited details

Includes the availability and subjects of calendar L
items anly

s | Full details

Includes the availabilicy and Full details of calendar
items

5. The calendar details will be sent to the recipient as an e-mail like the image below.

cdelgado@jjay.cuny.edu

On Monday, June 06, 2011

Time zone: (GMT-05:00) Eastern Time (US & Canada)
(Adjusted for Daylight Saving Time)

June 2011
Su Mo TuWe Th. fr Sa

&

Weusy BTentative

M out of Office Free Outside of Working Hours

Meon, Jun 06
Before 8:00 AM  Free
8:00 AM—5:00 PM  Free
After 5:00 PM  Free

Bl 2 |= Christian Delgado Calendar - Message (HTML) o B R
I Message | Inset  Options  FormatTedt  Review o @
= - =) Follow Up = €
el Calibri Bocy = 11~ A" A 33ﬂ &v@ @ @ a ¥ Follow Up ,:
= ¥ High Impartance
Paste X BIU ¥-A- = Address Check | Attach Attach Signature Zoom
~ < Format Painter = - = Book Names | File Iem= s B LowImportance
Clipboard Basic Text Names Include Tags Zoom
To... Richard F. Jordan (riordan®iiay.cuny.edu);
=1 e
Send
Subject: | Christian Delgado Calendar
attached: | [ christian Delgado Calendar.cs B20 &
Christian Delgado Calendar Lix)
R
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SHARE CALENDARS BY EXCHANGE SERVER:
Outlook Exchange Server enables calendar sharing with others who have Exchange accounts. Only those you

have given permission can view your calendars. You will need to gain permission as well from other users to
view their calendars.

1. Onthe Home tab, in the Share group, click Share Calendar.
2. Inthe To field, enter the recipient(s) whom you wish to share your calendar with.
3. You can ask the recipient(s) to grant you permission to view their calendar by checking off the option.
4. Click on Send to share the calendar vie Exchange Server.
2lEHY9 G |= Sharing request: Calendar - Share o B 2
| Share Insert Options Format Text Review & @
= g alibri (Bodr = . At N7 T e T .| [l g& gﬂﬂ lm ¥ Fallow Up ~ ':'
J Catlor {Boch 1: A A_ - _s_ ) _"/ aﬂ v a@ ) . j’ ¥ High Importance B \
Pajte F Format Painter B I U|¥- é T E =& 'Sg.ﬁfs ﬁ:nic:s —'::ti?:h [-ttet:ft] Slgn‘ature § LowImportance coom
Clipboard Basic Text Names Include Tags Zoom
Tou. Richard F. Jordan (riordan @jjay.cuny.edu);
E Sﬁ Subject: Sharing request: Calendar
Request permission to view recipient's Calendar
Allow recipient to view your Calendar
: Christian Delgado - Calendar
lj Microsoft Excghange Calendar
Richard, &
I have granted you permission to view my calendar, this way you can see what | have on my agenda.

CALENDAR COLLABORATION:
You can collaborate with other Exchange users on calendars by changing their permission settings to any of
your calendar(s). The other users whom you have given editing permissions can add, edit or delete any content

on the calendar(s).

1. Select one or multiple calendars at a time from the calendar pane.

1|:| My Calendars
Calendar
1304 and 1307 Class Schedule
Annual Leave Calendar
[] sharing Calendar
A|:| Other Calendars
|:| Jan Winter Session 1307

2. Onthe Home tab, in the Share group, click Calendar Permission.
3. The Calendar Properties window will open.



Calendar Properties =

General | Home Page || Autodrchive | Permissions | Synchronization

Mame Permission Level A
Default Free/Busy time =
zeng Hua Lin Publishing Editor

Williarm Pangburn Reviewer

Jaime Aqguilar Reviewer [ |
Pirk A E VA Pl i e .
£ I 3

Aadd... | 4 | Remoyve
L |

Permissions

Permission Level:
Read

O MNone

(%) Free/Busy time

Free/Busy time

‘Write

|:| Create ikems

[l create subfolders

(@) Free/Busy time, subject, [ Edit awn
location e al
(1 Full Details
Cther Free/Busy. ..
Delete items Other
(%) Mone [CIFalder owner
{:) onn
Coal [CIFalder visible
i (o4 I [ Cancel ]
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4. You can add or remove Exchange
users by clicking on the Add or Remove
buttons in the properties window.

5. You can change the permission level
of any user simply by choosing a user
and then changing their permission level
from the dropdown menu.

6. Click on OK once all permissions
have been set.

Permission Levels:

owner

Editor

Publishing Author

Author

MNonediting Author

Reviewer

Contributor

Free/Busy time, subject, location
Free/Busy time

10

Once all permission changes have been activated, the collaborating users will be able to view the calendar from

their Exchange account.

*Based on the Permission Level, all other options in the Read/Write/Delete Items/ and Other sections will

automatically change based on the permission profile.

USING MAIL MERGE IN OUTLOOK EXCHANGE:

Outlook Exchange allows you to create labels, envelopes, letter headings and much more all from the touch of a

button on the ribbon.

1. Open up the Contacts profile.

5] Contacts
83 Suggested Contacts
help

213 W, 93rd Street
Work HNew York, NY 10021

=] Mail

5] catendar Koie W Pangburn 8l

82 contacts s | Bill Pangburn
John Jay College

= Deputy Direct

7] Tasks puty

fems:17 |

=912
10| 1= s Contacts - Mailbox - Christian Delgado - Mierosoft Outlook
File Home | Send/Receive  Folder  View
= = &7 SR Ml p— 1Y N 0 = = ™
=] ey B Z = = = . AU % Y’
& g B X D%E[5 g ¢ =H W&EE 9 2 & 5 S
New NewContact New | Delete E-mail Meeting More | |BusinessCe|  card Phone s [o|| Move Mail OneNote Forward Share OpenShared | Categorize Fallow
Contact Group Ttems ~ - e - Merge Contact ~ Contacts  Contacts e Up -
New Delete Current View Actions Share Tags
4 My Contacts
i p

Information Technology/Art ... | |

Bowiing Group

Bowling Group
Group

~ 2@

o Microsoft Exchange
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Select the contacts you will be using for the mail merge.
On the Home tab, in the Actions group, click Mail Merge.

T
= =l &7 =] @)l—j S N_| _@L = =
= T gfl - = =] ( = - = &Y . 8= %
@ \g) rﬁ x JJ - ] Q—j 85 % =5 i &_4 L,,:,J =1 = |
Mew Mew Contact MNew Delete | E-mail Meeting More Business C.., Card Phone List - Movel Mail neMote | Forward Share Open Shared
Contact Group Ttems ~ = - < Merge Contact = Contacts Contacts
MNew Delete Communicate Current View ACTIOnN Share

Click on Only Selected Contacts.

You can choose a file by using the Existing Document option. Click on Browse to select the file.
In the Merge Options section, you can choose the type of stationary the merge will be added to.
Click on OK once all the necessary options have been selected.

Mail Merge Contacts X

L]
Contacks Fields ko merge

) all contacts in current view
[zzl (%) Only selecked contacts

To fileer conktacts or ko change the columns in the current view, on the Yiew tab, point to Current Wiew,
and then choose a command.

Docurment File

) Wew document

[a (%) Existing docurnent: 5a:|

Contact data File

To save this contack data for Future use or reference, specify a file name.

[ ]Permanent File:

Merge options
Docurnent bype: Merge ko
Farm Letters Mew Docurment [v]
[(zl Farm Lekters
Mailing Labels 7
Ervelapes (a4 I [ Cancel ]

—':EItElll:lg b= b T ) I T oD a T FaTa Ty

Outlook will automatically open up a new document or an existing document, depending on the users
selected option.

Microsoft Word

3 Cutlook created a mail merge document and prepared wour contact data For you. To complete the setup For Mailing Labels, press the "Setup” button in section 1 of the
MailMerge helper dialog.

[ ok | [ _tew |

From the Mail Merge Helper window, click on Setup and begin inserting the fields you would like in
your stationary or document.

Mail Merge Helper

The main document and daka source are now available. Choose the Setup button ko lay out your
main docurment,

= Main document
1 .
Create = ]l Sebup,., | 9

Merge bype:  Mailing Labels
MMain document:  Documents

11
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10. On the ribbon, click on Insert Merge Field and start by inserting the First Name.

fes Mailings Review View

3 ;:| @_‘Qmeg-

Highlight Address Greeting|1nsert Merge|

elds Block Line Field =
Write & In -
= Email3_Address_Type
| A R
= FTP_Site
File_As
First_Mame

Flag_Completed Date

Follow_Up_Flag
Full_Mame

Gender

Hobbies
Home_Address

2% Match Fields

Government_ID_MNumber

Documents - Microsoft Word

Flag_Status Insert Mail Merge Field

=]

H 41 oM

%4
| S
Finish &
2 Auto Check for Errars | perge -
Preview Results Finish

C 415

11. You can continue to insert the other fields by following step 10.
12. You can print out the document or print out labels, or populate an envelope using Mail Merge from

Outlook Exchange.

USING QUICK STEPS IN OUTLOOK EXCHANGE:

12

Quick Steps is a very good way to increase your productivity while at work. You can use an existing quick step

function available in Outlook or design a quick step to perform multiple tasks all from the touch of a button.

The quick step functions are found in the Mail profile in Outlook..

1. On the ribbon in the Quick Steps group click on Team Mail.

(0] | ‘ﬁ |=
E Home
Jj _Aﬂ; ; Ignore

=g Clean Up ~
Delete

%Junk' Rep -'e_.' ::...=:.:.:

Delete Respond

Send / Receive Folder View

MNew Mew
E-mail Hems ~

Mew

x " - v f
o

g 23 Move to: 7 5 =l ] A
2y Team E-mail & Done Hal ey
= Move Rules

& 7 Create New - . .
Quick Steps Movel

Inbox - Mailbox - Christian Delgado - M

2. Every Quick Step has a description of what the function will perform.

First Time Setup

First Time Setup

3 | This guick step opens a new e-mail message to the people specified below. Click Options to add
text in the subject line or body of the message. After this Quick Step is created, you do not have

to enter this information again.

j. Mame: |Team E-mail

|

Options

Mew Message To... | Richard F. Jordan| 5

ol
Rl

Cancel ]
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You can re-name the function in the Name field.

Populate the To field with the recipients you wish to include in this email group. Recipients can be
chosen from the global address list.

Click on Save when all the recipients have been added.

After the function has been created, every time you click on Team E-Mail in Outlook, a new message
window will pop-up with the recipients already added to the To field.

CREATING A PERSONALIZED QUICK STEP:

Outlook allows you to create your own Quick Step function using the Create New option in the ribbon.

1.

SRR S N

Click on the Create New option in the Quick Steps group in the ribbon.

25 Move to: 7 m ‘::\ﬁf
2 Team E-mail & Done -l
a 7 Create New - h.1?,ve Rules
Quick Steps " hovd
fs Create Mew
. Create your own quick step.

In the Edit Quick Step Window start by naming your quick step.

Choose an action from the actions list, change a status, or categorize a message.
Click on the Add Action button to accept the function and move to the next.
Create a Shortcut Key to perform this quick step.

Click on Finish to create your quick step.
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Add actions below that will be performed when this quick step is dicked on,
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