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Microsoft Outlook includes a suite of email and productivity tools to allow the user to better manage

their email communications, appointments, and tasks.

By default, there are three views available: Compact, Single, and Preview.

To change how Outlook displays email:

1. Left click on the View tab at the top of the Outlook screen.

file ~ Home Send/Receive Folder | View ) Help
DD | smncomeion T (| B RS S [ 'S O W 0 (>
Ch et Stow Focsed | Message N roosuts ™ Fag Siart Date ™ Frage Due Date 1l size Use Tigter Foder Reaing To-Do mioNew Close
0 P search
2. On the far-left side of the Ribbon is the Change View | ™ ::} Z/;' T .
. \9 -}f) Show as Conversations E El af
Optlon. Change View Reset Shaw Focused | Message [ |
View ¥ Settings View Inbax Preview ~
3. For the purposes of this learning session, select N S
Compact Single Preview Unread ByDate~ L
CompaCt- Manage Views.. ntine@messagin...
lotification: 1 New M... 2021-02-25
Save Current View As a New View..
Apply Current View to Other Mail Folders... _ )
vbwiest@selkirk.ca
Inbox
Drafts
Sent ltems
Class A Some individuals have access to more than one mailbox. Additional mailboxes can
» Deleted ltems . .
Arehiee be displayed in Outlook.
Conversation History
Junk Email
Bt In using desktop Outlook, once your Admin has added you as a member of a shared

Search Folders
» Groups

visible, close and restart Outlook.
wStaff365Test3
Inbox
Drafts
Sent ltems
Deleted ltems
Archive

MS Outlook 365

mailbox, the mailbox will automatically appear in your Folder Pane. If it is not
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When using the Web Based Outlook, you have two methods of accessing a - 22
shared mailbox.

Selkirk College Sign out

Method 1: will display the mailbox requested provided you have been given

permission to view it. It will be the only mailbox displayed in the Folder Pane. prenda Whest

‘BW kirk.ca
1. Leftclick on the circle with your initials (top, right corner of the
screen).
Open another mailbox 2. Choose Open another mailbox.
Q oo x Enter the email address for the mailbox you wish to access.

3
Ex 4. Left click on Open.

The requested mailbox is now displayed.

o
Note: If you do not have permission to access the mailbox you will receive | 500
an error message. Something went wrong.
More details
Method 2: will display the shared mailbox under your personal mailbox in
the Folder Pane.
selkirk B8 College oei 1. Right click on Folders (left side of screen).
= = weali 2. Choose Add shared folder.
v Folders s el 30 |In the Add shared folder dialogue box, enter the email address of
reate new folder
B ! _ the mailbox you would like to access and left click on Add.
Add public folder to Favorites
7 Drafis A shared folder 4. The new mailbox will appear below Add shared folder %
- Sent ftar] Permissions your personal mallbox in the FOlder Enter the name or email address of a user who
Pane has shared folders with you.

Staff365Test3
Staff365Test3@selkirk.ca

m Cancel

X

Folders can be created in Outlook to assist with keeping emails organized and easy to locate.
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e {3 open in Mew Window

Drafts Dpen File Location 1. Right click on your email address in the far-left pane of
Sentitems | O pemave “bwiest@selkirkca® Outlook Mail to be able to access a short-cut menu.
Jeleted Iterms
e [ New Folder.. 2. Left click on New Folder... A small v bwiest@selkirk.ca
Fit \
R Manage All Site Mailbaxes.. text box will appear directly under Class A
. Inbox
3 Conversation Add to Favorites your email address. Type the name of o
Arars
Junk Email 2] sort subfelders Ata Z the new folder and when done hit —
Outbox Acoount Propertics Enter on your keyboard. » Deleted Items
»Groups ﬁ Foldar Parmissions Archive
> Comversation History
Search Folder a Data File Properties... Junk Email
Cutbox
> Groups

Search Folders

«bwiest@selkirk.ca

Class A Note: Once you hit the Enter key, the folder you just created may move to a
'::T_' different location in your listing of folders. To move it, single left click
m on the folder name, hold your left-mouse button down and drag it to
» Deleted items its new location. A solid black line will appear to show you where the
Archive

folder will move to. When you have positioned the folder where you
» Conversation History

would like it, release the mouse button.

lunk Email

Outbox

» Groups

Search Folders

There are two ways to move an email message from one folder to another:

Method 1:

1. Right click on the email you wish to move to a different folder to obtain the short-cut menu.

2. Select Move and in the sub-menu select the folder to which you would like to move the email.

MS Outlook 365 Page 3



[ copy ' To Brenda Wiest

» bwiest@futures.bc.ca

B Ouick Print : 5 i
. Montana, Fcos This email message originates from a syst
NOte You can also Copy the > bmuwiestS@gmail.com |E1(r')rri‘nﬂmr::;1::';::t|{ ) Reply disclose p: orreq forp
. This email r - -
email to a second folder % Replya "
. L. . v bwiest@selkirk ca quarantine@messagi _y, ’
|eaV|ng the Orlglnal emall Inbex & Spam Notification: 1 New | - - Can you please send me the new class sche)
. X Jrafts Mark as Unread
in the Inbox and creating cont e v Last Wosk BE Cateqorize 3 Thanks.
acopy ofitinthe second | 50 I P e s e
folder . B2 Find Related >
» Conversation History 7 U] & Quick Steps >
Junk Email quarantine@messagl {8 Set Quick Actions..
Outbox spam Naotification: 1 New M P& Rules N
> Groups v Yesterday 9 Move >
Search Folders LinkedIn £ lgnore
IEM:M‘.ILIY\\Tsu:'?;li‘:'r:?ss 8 dunk 4
» Staff365Test3 i [ Delete ‘
brenda@cormerstone BT chive. Y Other Foldel
[EXTERNAL] Class Schedule 530 | e
= RQ ™ his email message !T"D Copy to Folder..
Rems: 11 T— =l [ Aways Move Messages in This Conversation.
Method 2:
v bwiest@selkirk.ca quarantine@messagin...
f . L:,.wm | 1. To select the email that you want to move, single left click on it.
Class A quarantine@messagin...
e— . 2. Hold the left mouse button down and drag the email to the new
- LTI e folder by moving your mouse so the new folder’s name is
« Vs highlighted in the far-left pane.
Search Folders Linkedin

> Staff365Test3

B B *f

EXTERNALL Vou

- Wed 656 M

3. Release the mouse and the email will move to the new folder.

~ Today

brenda@comerstonec. i
EXTERNAL Class Schedule 52070

Note: To Move or Copy multiple emails at once, do one of the following:

If the emails are consecutive in the folder, single left click on the first one in the list to select
it. Move the mouse to the last email of the group (not holding down the mouse button).
Before clicking on the last email in the group, hold down your Shift key on your keyboard,
then single left click on the last email in the group. Release the Shift key. All the emails,
including the ones click on, will be highlighted. Right click anywhere on the highlighted area
and choose the Move or Copy options as noted in Method 1 or drag the group to the new
folder as described in Method 2.

If the emails are not consecutive in the folder, single left click on the first email to be moved
or copied. Hold down the Ctrl key on the keyboard, and continue to single left click on other
emails to be moved/copied to the new folder. Once all emails are selected, right click on any
of the highlighted emails and choose the Move or Copy options as noted in Method 1 or left
click on any of the highlighted emails and drag the group to the new folder as described in
Method 2.

MS Outlook 365 Page 4



Add a Selkirk Branded Signature

1. The signature template: https://selkirk.ca/sel-sig.htm. Select it (Ctr/ + A) and copy it (Ctrl + C).

[Your Name], [Your Credentials]
[Your Title]

Selkirk College, West Kootenay & Boundary Region
t: [Your Telephone] or 1.866.301.6601; ext. 11384 | e: [Your Email] w: selkirk.ca

Together we build remarkable futures

Selkirk College acknowledges the traditional territories of the Sinixt (Lakes),
the Syilx (Okanagan), the Ktunaxa, and the Secwépemc (Shuswap) peoples.

selkirk B College
-

Oy ©

2. On Outlook Ribbon, left click on New Email (far left side).

3. On the new email’s

Untitled - Message (HTML)

Farmat Text Q@ Tell me what you want to do

A ;Q‘Q‘/ ﬂ] astachFle> | R Fallow Lip - \D,- [\!

| High Im ' !
Address Check. 3 Highlmportance. | p View

Review Help

=77 Baok Mames | L2 Signstur = J. Low Importance Ternplstes
Mames CF Tags Gl Voie Sensitivily My Templates | |
Comerstane
Finance
Selkirk
Signatures,

. . File  Message  Insert  Options
Ribbon, left click on the . i
. |—D| . o
arrow under Signature Peie 0|1y 2. A =
H H ipboard & Easic Text
(middle of Ribbon) and
. From ~ brwies
select Signatures. B
Send To
Cc
Subject
Signatures and Stationery ? *
E-mail Signature  Personal Stationery
e -
Delete New Save Rename
New Signature ? X
Edit signature
Calibri Body) ~11 e 1 u Automatic Bl B < Leeaname forths signature
— Selkirk
~ Brenda M. Wiest, MA -
(:Dllectcr of Educational Services —
Group of Management Consultants
5158 Vernon Street Ph: 250.354.1213
Nelson BC VIL 4E9 Cell: 250.354.3535
www.ComerstoneConsulting.ca |
.
1 sign atus wlate
oK Cancel

4. Left click on New located in the top left
corner of the screen. In the dialogue box
that appears, type the name of your new
signature. Keep in mind that if you have
multiple signatures you will need to be
descriptive in your naming of each one.

5. Click on OK.

6. The new signature name is added to the signature list and the Edit Signature area at the bottom
of the screen is available for creation of the signature.

MS Outlook 365
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https://selkirk.ca/sel-sig.htm
tel:yournumber
tel:18663016601
mailto:youremail@selkirk.ca
https://selkirk.ca/
https://selkirk.ca/
https://www.facebook.com/SelkirkCollege
https://twitter.com/selkirkcollege
https://instagram.com/SelkirkCollege/

Signatures and Stationery ? x

E-mail Signature  personal Stationery

Select signature to edit Choose default signature

7. Paste the Selkirk signature . Email CCOUnt brendacornerstonecansuling.a 5
. . . Finance New messages Cornerstone v
template into the Edit Signature Replsformards. |commone §
area and edit the fields, as Do e o T
. Edit signature
reqwred. calibri Mo Mle 1 [/ = &7 pusiness card | i3 &
‘Brenda M. Wiest, MA ~

Instructor

t: 250-354-5555 or 1.866.301.6601; ext. 11

Note: Select the fields including the [ ] Tomether we bulld remarkable future

lege ac edges the

ditio

Okanagaon), the Ktunaxa, and the Secw

when entering your information.
Selkirk \l College

mplates

oK Cancel

8. To link your telephone number:

a. Select the telephone number and left click on the Link
button. Insert link (Ctrl+K)

@

b. Inthe Insert Link dialogue box, Insert link
ensure your phone number shown .
in the Display As field is how you |zs0sgs 2 |

would like it to appear, and the
Web Address (URL) should read
tel:250354555 (your number). El -

c. Leftclick on OK.

9. To link your email address:

a. Select your email address and left click on the Link button.

Insert link (Ctrl+K)

b. Inthe Insert Link dialogue box, ensure the Display As fieldis | = =
correct and the Web Address (URL) field reads:
mailto:emailaddress@selkirk.ca

@

c. Leftclick on OK.

10. In the top, right corner of the screen, choose your default signature. This is the signature that
will appear in all your emails. This can be changed later in any particular the email.

11. Left click on OK.

MS Outlook 365 Page 6


mailto:emailaddress@selkirk.ca

12. Each time you create a new email,
your default email address will
appear in the From box and your

signature will appear in the body of =

the email.

bwiest@selkirk.ca

From
= —

brenda@cornerstoneconsulting.ca
Send

‘ bmwiestS @ gmail.com

bwiest@selkirk.ca

Other Email Address...

Creating a New Contact or Group

bwiest@futures.be.ca Note:

Tomorrow's Event - Message (HTML)

File Message Insert Options  Format Text

L alal el R0
il 9

Paste Basic | Names | Include | Tags Dictate
v K| Text~v @ v @
.‘% Voice
> From v bwiest@selkirk.ca
Send To info@selkirk.ca;
Cc
Subject Tomarrow's Event

Brenda M. Wiest, MA
Instructor
Selkirk College, West Kootenay & Boundary Region

Together we build remarkable futures

Selkirk m College
~

Ovy 8

Review  Help Q@ Tellme

Sensitivity

t: 250-354-5555 or 1.866.301.6601; ext. 11384 | e: bwiest@selkirk.ca w: selkirk.ca

Selkirk College acknowledges the traditional territories of the Sinixt (Lakes),
the Syilx (Okanagan), the Ktunaxa, and the Secwépemc (Shuswap) peoples.

G
View
Templates

My Templates ~

To change the From email address, left click on the drop-
down arrow on the From button and select the preferred

email address.

A new contact can be created from scratch or from an email.

Creating a New Contact from Scratch

1. Onthe Home tab, left click on New Items and select Contact from the

drop-down list.

2. Enter the information into the fields, as required.

MS Outlook 365

File

M

MNew

Me

»Favg
> bren
> bwie

> bmv

Email ltems~ | Meeting

Home Send / Receive

> g
New

New

» 4 al

1 E-mail Message

El Appointment

ﬁ Meeting

A= Contact

Task
E-mail Message Using >
More [tems >

B Teams Meeting

Page 7



John Smith - Contact

File  Contact Insert  FormatText  Review
2 m G- a= | Qs Do
=i = =5 B Certificates

Save & Delete Save & Forward | General
Close New~  ~ B ailFields
Adtions Show
Full Name. John Smith
Company Okanagan College
Job title Registrar
Filg as Smith, John
Internet
B email.. |~ | [ismith@okanagancollege.bc.ca
Display as Jahn Smith

Web page address
IM address

Phone numbers

Business., | v | |[250) 6864535

Home... -

Business Fax.. | ¥

Mobile. hd (604) 369-3434
Addresses

Business... - 1000 K.L.O. Road

Kelowna BC
This is the VY 2%
mailing address

Help Q  Tell me what you want to do
! Ao E ]
™ 4 B f=53 B2 R | om
Email Meeting More | Address Check | Business Picture | Categorize Follow Private | Zoom
~ Book Names Card ~ Up~
Communicate Names Options Tags Zoom A
John Smith
Okanagan College
Registrar
864! (3

(6 ile
Jsmith@okanagancollege.be.ca

Hotes

Map It

select Save & New instead.

In the email message, right click on the individual’s email address.
From the short-cut menu, select Add to Outlook Contacts.

The New Contact screen will appear with some information already
populated. Complete the fields as required and save.

File Home Send / Receive Folder View Hel
l < Tl R =i
g~ &
New | Mew New % Detete Archive | 2 RePAI
Email ltems~ | Meeting | /& —> Forward
NC =1 E-mail Message slete Respon)
5] Appointment A
> Fava Al Unread
[ Mesting ~ Today
A= Contact
> brer Cortana
Task Your daily briefing
) For your eyes only HiBr|
> bwi¢ E-mail Message Using >
More ftems > [% Postin This Folder
>bmv
i Teams Meeting aR Contact Group

v bwiest@selkirk.ca
Inbox
Drafts
Sent Items

Class A

MS Outlook 365

I8 Task Reguest

L1

Internet Fax.
M

Chgose Form.

@

Outlook Data File...

Left click Save & Close (top left corner of Ribbon). If you want to add an additional contact,

@ Copy

R Select Al
Add to Favorites
T Add to Outlook Contacts

Open Contact Card

On the Home tab, left click on New Items, select More Items and
then Contact Group.

In the Contact Group dialogue box enter the Name of the new
group.

Left click on Add Members (on the Ribbon) and indicate where
the new member’s information is stored (Outlook Contacts or
Address Book) or if the new contact will be added from scratch.
Typically, the Address Book is an internal listing and Outlook
Contacts is external.

Page 8



Untitled - Contact Group

File Contact Group Insert
EERINESER] =2 I

Save & Delete Forward Members Motes

Close Group Group~

Actions Show
Mame Class A
D HName &

Format Text

Review

: By

Add
Members ~

Ugl From Qutlook Contacts
4 L?a From Address Book

1 (Q‘. Mew E-mail Contact

4| 88 M &

Email Meeting | Categorize Follow Private | Zoom
- Up~
Tags Zoom

Communicate

1ail

to show here,

In the listing, double left click on each of the individuals assigned to the Group
name/email address will appear in the Members field at the bottom of the screen.

Ribbon).

2. Left click on the To button to access the contacts.

3. If necessary, choose the correct address book from the drop-
down listing (top middle of the screen). Single left click on

. Their

R 8ob Kalmakoff

£ Bodrun Nahar

A Bonnie Shiakaff

R bookstorecoordinator
R BoundaryCE

R Brad Mvittie

R Bree-ana Blazicevic
£ Brenda Beckwith

£ Brenda Wiest

R frendan Wilson

R erett Bouchard

R Brett Mcallister

R grian malita

R Brian Mcarthur

Q Aronvem Krause

<

their name in the listing and then click on the To, Cc or Bcc T | e e
buttons at the bottom of the screen. = ——

4. Left click on OK.

MS Outlook 365

5. Once the Group list is completed, left click on OK.
6. The Group’s members will now appear on the listing.
Class A - Contact Group
File Contacl Group Insert Format Text Review
=3 = ) ) el [ [=]
E'__I@[,Q_} o[ A R BE IZEII:DEIO\
Save Bt Delete Forward = Members Motes Add Remove Update Email Meeting | Categorize Follow Private Zoom
Close Group Group ¥ Members © Member Mow v Up~
Actions Show Members Communicate Tags Zoom
Mame  [Class 4
[} Hame Email
A= admissions admissions @selkirk.c
A= bkstore bkstare@selkirk.ca
7. Left click on Save & Close (on the Ribbon).
Adding an Email Contact/Group to an Email
1. From the Home tab left click on New Email (left corner of e

Business Phone _ Location

Page 9



For the times you may be out of the office or unavailable to respond to emails, an automatic reply can
be set up in Outlook.

1. Leftclick on the File tab (top, left corner of Outlook screen).

2. Left click on Automatic Replies (Out of Office). If you do not see that option in the white area of
the screen, make sure your Selkirk email address is showing in the field at the top of the screen.

3. Inthe dialogue box that appears, left click on the option Send automatic replies.

4. You canindicate the date and time the Automatic Replies - bwisst@selkirk.ca X
auto reply should start and end. If you Do e endm et e

want to use this option, left click on the | ® = 2utemstcrepiies

gnl~,- send during this time range:

box before Only send during this time Start time: |Wed 20210331 | 40P |v
range and set your start and end date Endtime: |Mon 2o B Hom =
and tlme Automatically reply once for each sender with the following messages:

& Inside My Organization ‘Q QOutside My Organization (On)

5. You can create two different email

Trebuchet MS ~| |11 w
responses, one to emails coming from B I UAIZIZ&EsS
within the College and one for emails Hello,

from outside. If you choose Outside My | am currently away from the office until the morning of Tuesday,
Organization (On) you need to indicate April 6th. If this is an emergency please contact Donna Smith at
dsmith@selkirk.ca.

whether the auto reply is to go only to
C e . . Have a terrific Easter weekend!
individuals who are in your contacts list

already, or to anyone outside the Brenda
College.
6. Create the email you would like to send
in response to an incoming email from Bules.. Cancel

inside the College. There are font
options to assist you.

7. Once you are done, you can left click on the Outside My Organization (On), indicate whether this
response is to go to only the individuals already in your contacts list or to everyone outside the
College.

8. Create the response email.

9. Before you click on OK, you can set rules for your Auto Reply email.

MS Outlook 365 Page 10



You can create a rule so that if an email arrives in your Edit Rule X

Inbox which matches the Condition(s) that you have When a message arrives that meets the following conditions:

. . . . . . From... admissions

indicated in your rule, a particular action will be taken Cancel
Sent Tg...

regarding that email. For instance, if the email is from a [JSent diegliyto mel [ Copied (Co) o me Advanced..

Subject: Check Names

specific individual, you can have it automatically
forwarded to another individual or email address. Other

Message body:

conditions include if it was sent directly to you or copied |~ L
to you, or if the subject line or body of the message :( g::::nh
contains a certain word or string of words. B |:|;1c\ze to
B3 [Jcopyto
To set a Rule regarding your Auto Reply emails: ¥ [fongard fe= | [brenda@comerstoneconsuling.
Method: Standard b

©¢ [ | Reply with
1. Leftclick on Rules... (bottom, left corner). » [Jcustom

2. Leftclick on Add Rule...

3. Complete the required fields.

Note: To insert an email address in the From or Sent To fields left click on the button to access your
contact lists.

Advanced x
e 3! oo | — | Left clicking on the Advanced button provides additional
B i - Cancel . . A A A
e 2 | | Uw j A options regarding the received email such as size, date
Llimecrance - S8 received, and level of importance.
] only items with attachments [sensitigity  Normal

[[] Only items that do not match these conditions
Show properties of

4. When all desired options are indicated, left click on

(@ selected forms: Forms...

'::'Q°f”f‘“"‘ OK. You may need to do so again if you were in the
Advanced screen.
Automatic Reply Rules >

These rules will be applied to incoming messages while you are out of the office:

Once a rule has been created it will appear in the

. . Status Conditions Actions
Automatic Reply Rules screen. Rules can be edited, 1 FROMadmissions; Sent Directly to Me _ FORWARD TOibr
deleted, or made inactive by deselecting the rule (taking

the checkmark out of the box to the left of the rule).
EditRule..  Delete Rule [ show rules for all profiles

OK Cancel

MS Outlook 365 Page 11



5. When all the required rules are created, left click on OK to return to the Automatic Replies —

6.

your email address screen.

Left click on OK.

Create Rule

When | get email with all of the selected conditions

Erom brenda@cornerstoneconsulting.ca

Csu bject contains | [EXTERMAL] Attendance of Class A

DSgnt to | Brenda Wiest

Do the following

D Display in the Mew Item Alert window

D Play a selected sound: windows Motify Ema | » L] Browse...

Move the item to folder: | Class & Select Folder...

oK Cancel Advanced Options...

5. Advanced options are available. Left click on

Note:

Advanced Options.

The criteria that you set in your rule are shown in the
listing and the description of the rule is indicated in
the bottom field. As you add additional conditions,
the description will include this new information and
provide you the opportunity to personalize it.

MS Outlook 365

Left click on the email for which you
want to make a rule.

On the Home tab, left click on Rules
(middle of Ribbon), and then Create
Rule.

Select the criteria you would like for
your rule using the top three options.

Select what you would like to have
happen if your criteria are met.

Rules Wizard X

Which condition(s) do you want to check?
Step 1: Select condition(s)

w/] from b Jlting.ca ~
with [E 355 A in the subject
| flagged for
| sent to
with [£3 ance of Class A in the subject o body
through the speci account

sent only to me
| where my name is in the To box
| marked as importance
| marked as sen
where my name is in the Cc box
where my name is in the To or Ce box
| where my name is not in the To box
["] with specific words in the body
v with specific words in the message header
with specific words in the recipient's address
with specific words in the sender's address
assigned to category category bt

Step 2: Edit the rule description (click an underlined value)
Apply t
fromibs

and with ords in the message header
move it to the Class A folder
and stop processing more rules

Cancel Back Finish

Page 12



Search Text x| Forinstance:
SPeClywerc or phvase o sesrc for nthe message hescer If you selected the additional condition of with specific
lmh . o words in the message header, that will be added to the
Class & or description below. Left clicking on the words specific
"Enroliment” Remove words in the description will provide the Search Text
screen so you can indicate the word or words you
— want Outlook to look for in the message header.
Step 2: Edit the rule gescription (click an underlined value)
Apply this rule after the message arrives
from brenda@comerstoneconsuting.ca
6. Left click on OK to return to the Rules S i imerilin the message header
Wizard screen. 1| Sop processing Mo nées

Cancel < Back Finish

Rules Wizard *

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules ~

v/ move it to the specified folder

[ ] assign it to the category category

[] delete it

|| permanently delete it

["] move a copy to the specified folder

] forward it to people or public group
. . . [] forward it to g or public g ) as an attachment

7. Left click on Next and indicate what you want to ﬂreairmnm;ecpc- o public group

have server reply using a specific message

do with the message. L] reply using a speciic template

| | flag ge for follow up at this time

. . [] clear the Message Flag

8. When you have completed any additions to this [] dlear message's categaries

] mark it as importance

screen, left click on Next. ﬂg{;‘;‘jwu

[ mark it as read "

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

aroliment in the message header

move it to the C
and stop processing more rules

Cancel < Back Finish
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Note: The exception of the importance of the email ] except f it is marked as sens
. . L. [_| except if it is flagged fcr action
has been indicated. Move to the description ] except where my name is in the Cc box
. A L except if my name is in the To or Cc box
section of the screen and left click on except where my name is not in the To box
L except if sent to people or public groug
importance to indicate what level is required. [L] except it the body contains specifi
| except if the subject or body contains
except if the message header contains specific
| except with vords in the recipient's address
|| except with W in the sender’s address
["] except if assigned to category category
I Pﬂ'l’tﬂ nce s Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
- - from brenda@®cor sulting.ca
:-!F'e“h' the |mpurtance to I':'qk f':'r: and with ‘LZELQT in the message header
move it to the older
ngh |L| except if it is marked as importance
Luw Slop processing more rules
Mormal
igh
Cancel < Back Finish
10. Left click on OK to leave the Importance screen and return to the Rules Wizard screen.
11. Indicate the name of this rule in Step 1.
12. In Step 2, indicate whether you would like the rule to apply to emails you have already received
or whether you want the rule to apply to any new emails.
13. When completed, left click on Finish.

Indicate if there are any exceptions to the rule

you have created.

Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)
| except if from people or public g
except if the subject contains specific words
[ ] except through the specfied account
[ : except if sent only to me
excepl vmere ‘my name is in the To box_

Categorizing Emails

Unread’ Categarize Follow

Emails can be categorized by colour making it easier to recognize different Resd [N 1) -

topics, senders, etc.

S -

On the Home tab, left click on Categorize (near middle of the Ribbon).

1.
2. Leftclick on All Categories....
MS Outlook 365

B Blue category
B Green categony
B Crange category
arch 17, 20 |:| Purple categony
W Fed categary
fleCollee Yellow category
lass Ath 25 Al Categories...

Set Qusck Chek...
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Color Categories X

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.

CTRL+F12

Cancel

Mame Shartcut key Mew...
[ class a CTRL+F2

D. Class B Rename

[ ] classc
Du Persanal e
|:|. Graduation Calor:
[]  a8c committee CTRL+F12 [~]

shorteut Key:

On the Color Categories screen, you can rename
the categories, add additional colours, and
create a short-cut to a particular colour.

Once you have completed personalizing the
categories, left click on OK.

5. Select the email you want to categorize, left click on the Categorize option on the Ribbon (Home
tab), and select the colour category. A rectangle of that colour will appear in the top right

corner of the email.

Note:

Note:

© B 5 R [ Sweng | Dciwa-imt > bt ~f B2 o 58 rou
& = Meeting
e e nj e Fomnd =1 Teen Erriail " Doae " R\Tﬂ P LD. Fl
L et Anchive ply  Reply Fonwa -“I:I Mere ~ ) Reply & Delere P Creste New = owe  Rules Unread/ Categosize Follow
All - - Read - Up~
Delete Rezpond Quirk Stzps = Mewe Clear i Categaries
A i o ABC C itte:
Al Unread By Date w1 [EXTERNAL] Attendance of Class A B Committes
v Last Week B Closs
brenda@comerstoneconsulting.ca B st
Cortana Ta Brenda Wiest '
¥our daily Briefing Friga-12 Nase ©
For your exes only Hi Brenda J cissa W Class
(3) Follow up. Start by March 12, 2021, Due by March 17, 2021, Reminder: March 17,20 [l Gradustion
prenda@comerstone_. L[] /@ W Persons
[EXTERMAL Attendande of Frig3-12 This email message originates from a system outside of Selkirk College
Thiz email B8 AN Categories..
When you have a chance, please send me the attendance for Class A th Set Quick Click
Linkedln
[EXTERMAL You snpeared i WVed D310
This emall Thanks.

Alternatively, you can right click on the email you want to
categorize, select Categorize from the short-cut menu, and then
choose the category.

You can assign more than one category to an email.

brenda@cornerstone.. [l . fo
[EXTERMAL] Attendance of ... Fri 03-12
This email

MS Outlook 365

quarantine@mess
Spam Nofifcabor: 1

© Thice Weeks Ago
quarantine@mess
e

Spam Hotification

Montana, EcoSoci
EXTERNAL Thay arent
This emai

quarantine@mess
Spam Htiticaton: 21

quarantine@mess
o 11

brenda@comerstone.. O P
[BTERNAL Atendance of Fros12
i emsi [ [ e
Linkedin &3 Quick Print
(BTERNAL Tou sppeat
This emait | <3 Beply
&) Reply &ll
v Two Weeks Ago
— Forward

1 Mark o5 Upread
B5 cotegorize

R Follow Up

B Find Related

& Quekstens

& et Quick Actions...

B Rules
[ Move
TS lgnore
8 unk

[ pelete

| B Archive.

)
Revie

1 messag

IR

Glear All Categories

A8C

=

EEmEEN

Set Quick Click...

Page 15



With Quick Click you can set it so that with a single click on an email, you can set it to a particular
category — the most popular one. However, for this option to work you must either turn off the reading
pane or set it so it is below the email messages. To do this, go to the View tab and select Reading Pane.

st@selkirk.ca

» Statf3g5Testd

This emall message orginates from a system outside of Selkirk College. Please use caution or DO NOT disclose s o requests for
When you have a chance, please send me the attendance for Class A this week.
To set the Quick Click:
1. Onthe Home tab, left click on Categorize. >et Quick Click X
2. Left click on Set Quick Click. When single-clicking on the Categories
column, add the following categaory:
3. Choose the category you would like to initiate when you 5; B class & ~

single click into the category column. Typically, this will be

the most popular category. Cancel

4. Left click on OK.

Size Categories

5. Inthis view (Reading pane is below email messages)
Fri 2021-03-12 £:53 AM 712 KB

you can move your mouse to any email’s category

Fri 2021-03-12 1:00 AM 36 KB Class A i i i
} NOT disclose passwords or requests for perls:-lnal information. When you H COlUmn and a falnt rECtangle WI” appear' By Slngle
Wed 20910510 Gese P 153 KB [ Persorai clicking on it, the rectangle will become the Quick

¥ NOT disclose passwords or requests for personal information. You appear

Click’s category. However, you can right click to

access all other category options if you wish to
Mon 2021-03-01 5:22PM 76 KB

choose a different category.
Toggle Quick Click category
Right-click for all options

Sat 2021-02-27 5:15 PM T4 KB
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read By Date ~

. Filter
All - Unread By Date v T
|~ Today = By default, All emails are shown (as opposed to v AN
Unread Mail
quarantine@messagi.. Unread or Focused), and sorted by Date.
Spam Notification: 3 New ... 6:16 PM Flagged Mail

Mentioned Mail

Last Week
v hesties Arrange by
Cortana 7| Date
Your daily briefing Fri 03-12
For your eyes only Hi Brenda From
To
Categories

Flag Status
Flag: Start Date
By left clicking on By Date, you can filter, arrange, or sort your email folder.

Flag: Due Date

Size

Attachments
Account
Importance
Sort
¥ Mewest on Top
Oldest on Top

Show Focused Inbox

Outlook studies the history of your email use, noting the types of emails you receive, their content, and

the users you communicate with the most. It places these types of emails on a focused list enabling you
to view them easily.

1. Left click on the View tab (top of screen).

2. Left click on Show Focused Inbox (left side of Ribbon). Focused Other ByDatev 1
~ Today
3. Viewing options will change from All and Unread to Focused '
guarantine@messagi...
and Other. Spam Notification: 3 Mew ... 616 PM
E L™

Use Tighter Folder Reading To-Do
. . . Spacing Pame~ Pane~ Bar~
Normal — By default, shows folders within a mailbox. " Noma
Minimized

off

Options...

MS Outlook 365 Page 17



—~ —
11 = /O Search E

Fle ~ Home  Send/Receive  Folder  View Minimize — Will minimize the folder navigation screen. To
o _
N D | 1 Show as Conversations access the folders, left click on the arrow.
Change Viz.ew Reset e Sh
View > Settings View File Home Send / Receive Foldel
Current Views Messages Fo
. p
’ Focused Other By Date » T To have the fOIderS remain I\% f{é} \9 Show as Conversati
" Todmy = visible, left click on the Change View Resst | =
) ) - View  Settings View |
quarantine@messagi... Pushpln Image or return to
Spam Maotification: 3 Mew ... 616 PM Current View IMessages
Folder Pane and choose -
Normal. v bwiest@selkirk.ca -
[ Inbox 1

r} Drafts

Off — The folder navigation screen will disappear. To make it visible again, go to Folder Pane and
choose Normal.

Navigation Options *

Maximum number of visible items: | -2

Options —is for the display of items at the bottom of the folder
navigation screen. It allows you to indicate how many of the options

[¥] compact Navigation

Display in this order

Mail Move Ug are visible and the order in which they are displayed.
Calendar

Motes —h

Folders E RQ- 0oo
Shortcuts

Reset Cancel

= Om CE

Use Tighter Folder Reading To-Do
Spacing Pane~ Pane~ Bar~

The Reading Pane is the part of the screen that displays the body of the Layol Right
email message. The Reading Pane button on the View Ribbon, provides | Bottom
options of where the Reading Pane is displayed. ] osf
Options...
Reading Pane X

Reading Pane options

[ ']Mart tems as read when viewed in the Reading Panel

[“]Mark item as read when selection changes
| single k d b . . . .
E]ingle kay reading using space bas The Reading Pane Options allows you to choose options with

@Ium on automatic full-screen reading in portrait orientation

[] always preview messages regards to when to mark the item read and message preview.
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Allows Calendar, People, and/or Tasks to display in a

navigation bar on the right-side of the screen.

I [ CH

Folder Reading To-Do

A -

=

Reminders Open in New Close

Pane~ Pane~v Barv Window  Window  All ltems
Layout v Calendar Window ~
x
¥ People ‘ March 2021 » <
v Tasks SU MO TU WE TH FR SA
R — .
19|~ % 1 2 3 4 5 8
Off
7 8 9 10 11 12 13
vacy, Outlook prevented 15076 17 18 19 20
21 22 23 24 25 26 27
- 28 29 30 31 1 2 3 -
x®
Search People /o
FAVORITES

es

review as of 3/15/20

ceived date by goinc

» As an Outlook desktop client, you have up to 50 GB of storage
space. Therefore, it is important that you keep your mailbox

clean to maximize performance. Ensure you look in your Deleted

Items folder frequently, and permanently delete any emails that

are no longer required.

Mailbox Cleanup

x|

“$  You can use this tool to manage the size of your mailbox.
7

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outlook transfer items to an archive

file.
Wiew Mailbox Size...

-

(OFind items glder than |90 |-= days

@ Find items larger than | 250 |-= kilobytes

Clicking Autoirchive will move old items to the
archive file on this computer. You can find these
items under Archive Folders in the folder list.

Emptying the deleted items folder permanentiy
deletes those items.

View Deleted [tems Size...

Delete all alternate versions of items in your
mailbox.

View Conflicts Size...

Mailbox Cleanup
AutoArchive
management.
Empty
Delete
Close

Right-click a person anywhere in Office to
add them to your faverites,

Arrange by: Flag: Due Date|Today & |«

Type a new task

v Ftl Mo Date
selfemploymentcf@gmail.co... Ftl
selffemploymentcf@gmail.co.. Ftl
- 10-Week Self Employment Bu... fa
Mailbox Settings
—d Manage the size of your m
Taals

m O30 GA frea oF 90 G
Mailbax Cleanug...

Manage mailbox size vath 5

advanced toals.
hel

Empiy Deleted ltems Folder F

Pernanerthy delete all iterns
it e Deleted items Tolder,

Chean Up Ol Items... e

Mlove old iterns to an thal
Outloak Data File.

... tools to assist with mailbox size and

Empty Deleted Items Folder will permanently delete all items in the Deleted Items folder.

MS Outlook 365
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Archive X

_) Archive all folders according to their AutoArchive settings
@ Archive this folder and all subfolders
v B bwiest@selkirk ca ~

[ Inbox (1
[_:’ Drafts
[] sent tems
D Class A
[I]] Deleted items (3)
D Archive
E Calendar

R= Contacts
[7] conversation History
[ sournal ¥
Archive items glder than: Sun 2020-12-13
D!nclude items with "Do not AutoArchive® checked
Archive file:
C:\Users\bmwie\OneDrive\Documents\Outlook Browse..

Clean Up Old Items.... Will archive older items to a file folder
outside of Outlook Mail — typically a folder on the OneDrive.

» Check your Junk folder frequently. Sometimes an email will be identified as junk by Outlook and

be directed to this folder accidently.

Spam Noification: 2 New Messages

quaran:
To Ben

> Read messages that you receive that have been
qguarantined. In the email message you will have
the options of Blocking Sender or Review.

If you Review, you will be linked to a website
which will display all your messages that are
currently in quarantine and have not expired yet.

Home
& Quarantine
[ Records management
4 Threat management Sort results by
Review Received (UTC -07:00) Sender Subject Quarantine reason

R Service assurance

MS Outlook 365

saging.microsoft.com

Review These Messages
2 messages are being held for you to review as of 2/27/2021 12:00:00 AM (UTC).

Review therm within 30 days of the received date by going T the (arantine page in the Sscurity
& Compliance Center.

Prevented phish messages

Sender;  mwkeMaguyudime e

Subject: [EXTERMAL] Introchucing China's Government-back Crypto Currency.

Date: 2252021 8:06:55 PM
Sender:  RDvELDSh@tme.edu

Date:  2/26/2021 5:41:59 PM

Released? Policy type Expires (UTC -07:00)

Page 20



s | | E—
B Remove from quarantine sendes

Message 0 Select a message by left clicking on the box to the left of the

message, to view more options and details about the email.

Sender address.

impressum@tme.edu

Received (UTC -07:00)

3/14/21 302 PM

Subject
EXTERNAL] Make § times back in your investment in 3 months.

PHISHING

Quarantine reason

Phist

A fraudulent attempt to obtain

pokcytge sensitive information or data, such as
T usernames, passwords, and credit card
Policyname details, by impersonating a trustworthy
§ entity.
SPAMMING

Use of messaging systems to send an
unsolicited message to large numbers
of recipients for the purpose of
commercial advertising.

> You can not retract an email message once it is sent in Outlook.

Often the number of new emails in a mailbox can be overwhelming. It is important to devise a method
to quickly assess each new email to determine its importance how quickly you need to respond. Setting
up a folder system in your mailbox to manage these emails could be solution. Creating folders such as
To Do and Follow Up will allow you to move the emails that are not urgent out of the Inbox, causing less
of a distraction.

For some of the emails that have been moved out of our Inbox but still require attention, we may need a
reminder to attend to them by a certain date. For these items you can add them to Outlook’s Task List:

MS Outlook 365 Page 21



~bwiest@selkirk.ca

1. Leftclick on the email to select it. -

Class 2

2. Hold the left mouse button down and drag the email to the
Task List icon. Release the mouse button.

e

The Task dialogue box will appear allowing you to input

details of the task.
= =

[EXTERNAL] Attendance of Class A - Task

Q

Zoom

=

File ~ Task  Insert  FormatText  Review  Help Q  Tell me what you wart to do

& W =3 L [

Save & Delete Forward | | Task Details
Close

B Private
| High Importance

<

(m[m)

o@
e | Categorize Follow
~  Up~ | Lowmportance

Complete Task ~ Report
Adions Show

(Dovein 14 aays

Manage Task Recurrence Tags Zoom

subect  [EXTERNAL] Attendance of Class A
Stert date Wed2021-03-17 (] ststus In Progress J
Due date Fri 2021-03-26 1| prierity MNormal v| %complete [25% 2

Reminder | Tue 2021-03-23 Owner Brenda Wiest

[5] ReminderTime | TOHO0AM - a

From: brenda@cornerstonaconsulting.ca
Sent: March 12, 2021 1:00 AM

To: Brenda Wiest
[EXTERNAL] Attendance of Class A

personal information.

When you have a chance, please send me the attendance for Class A this week.

Thanks.

* Deleted tems

n History.

> Staff365Test3

a1

5]

ns

T Wess Ago.

quarantine@messagi
o ification: 1 Mevr

©.am Hatitication: 20210027

Montana, EcoSaciety

[EXTERNAL] They aren't lis..  2021-02-26
This emsil

quara
Spam Natitics

quarantine@messagi
Spam Notilicatian: 1 Newe

3021 0225

quarantine@messagi
Spam Notification: 2 Neve 2021.02-24

quarantine@messagi

This email message originates from a system outside of Selkirk College. Please use caution when opening attachments or clicking links. DO NOT disclose passwords or requests for

When the details of the task have been inputted, left click on Save &
Close (top, left corner).

Note: If you set a reminder the task will pop up on your screen like a

meeting reminder at the specified time.

screen....

Or by left clicking on the Task List icon.

MS Outlook 365

=

=
Arrange by: Flag: Due Date|Later ¥
Type a new task
v [ this Montn
[EXTERNAL] Attendance ...

> [ Today

> @ Nopate

H R H

The Task List can be accessed by moving the mouse to the Task List icon at the bottom of the
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Fle  Home Send/Recaive Folder

B =

v F.'m:uhmn
— screen enables the user to
- i} change the view of the

\When you have a chance, please send me the atiendance for Class A tis week.

6. The Ribbon of the Tasks

screen and categorize

and/or flag tasks.

Thanks.

Brenda

S

ange by: Flag: Due Date Late -
new tack
~ [ This Menth
[EXTERMAL] Attendance of Class & 12k

Flags can be assigned to a task to indicate its importance/due
date.

1. Right click on the flag displayed to the right of the task
name.

[ - B BN Nr- |

¢

2. Select the flag required.

&

F:' Today FU MNext Week
Pj Tomorrow Fj No Date

P This Week B Cust selected on the Ribbon.
IS WWee ustom

Follow Up

() Due in 14 days.

Cwner  Brenda Wies

Today
Tomorrow
This Week
Next Week
Mo Date

Lustom...

Add Reminder.

' Mark Complete

Delete Task
Set Quick Click..

Set Quick Actions.

Note: As an alternative, with the task highlighted, the flag type can also be

Outlook Calendar is fully integrated with email, contacts, and other features to assist in scheduling

appointments and meetings.

To access Outlook Calendar:

» From Outlook Email, left click on the calendar =] .QQ'

image at the bottom of the email folder
navigation pane (bottom, left corner).

MS Outlook 365
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File Home Send/Receive Folder View Developer Help

[ 2 Brow ps | |Search Pecple
O & - mial= e
- ew  New ew ear Day Work Week Month Schedule |  Add  Share
ing Day: Week View Calendar » Calendar +
arrange 5l wanage calendars sroups find g
Tods |[< >| March 2021 Nelson, Canada + e e e il Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
eb 28 Mar 1 2 3 A 5 6
+ (5] My Calendars v 8 ] i L2 &
Callndar - buiestBfuturesbeca
Canada hol
Birthdays tures.bcea =
7] Calendar (This compiter oniy) £ 15 16 7 18 19 20
(/] Calendar g
] Birthdays - <
[ Calendar - staffas: =
[ Birthlays - Staff365Test3
z1 22 23 24 25 26 27
~[] Other Calendars
L] STAFF Calendar 1203
O 1630
1409
28 29 30 N Apr1 2 3

By default, the Folder Pane is displayed on the left side of the screen. It will include at least one month
of calendar (sometimes two), and a listing of the calendars to which you have access. To access
someone else’s calendar, they will need to provide you permission.

The calendar for the currently month is displayed in the body of the screen. This view can be changed.

To change the view, left click on the View tab.

» The calendar can be displayed by Day, Work Week, -
Week, Month, or Schedule View. Day ﬁmk Week Month SCHFd"”E
eek Wiew

Arrangement

@'I'lrnﬁ:Scals:v ate T=

60 Minutes - Least Space for Details

30 Minutes
» When in any display other than Month, through Time Scale you

15 Minutes
oM can change the length of the time slots displayed in your calendar
Minutes
and/or the time zone.
& Minutes

3 Minutes - Most Space for Details

Change Time Zone...
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H O mE 1

Daily Task Folder Reading To-Do Reminders Oper

List~ Pane~ Panev Bar~v Window Wi
~  Normal Wirl
Minimized

» Daily Task List can be turned on or off and arranged by Start

Date or Due Date. Completed Tasks can be shown or

hidden.

] M [

Folder Reading To

Arrange By > By Start Date

¥ By Due Date

¥ Show Completed Tasks

‘ March 2021 >

Pane~ Pane~ B: 5 folder Pane will affect the display of the folder pane on the o o e
v Normal far, left side of the screen. e

Minimized
Off

Options...

» The Reading Pane will
provide the details of a
scheduled appointment or
meeting either on the right
side of the screen, at the
bottom, or you can turn it
off.

(8| [\

To-Do Reminder
Bar ~ Window >

Calend .
=aendar if enabled.
People

Tasks

Off

MS Outlook 365

1 Miarch 2021 ¥
SU MO TU WE TH FR SA
2 1 2 3 45 6
T8 910 11 12 13
[EIRE] < RESREARTIEN
223 24 25 2% 27

28 29 30 3

April 2021
SU MO TU WE TH FR SA

1203
45 6 7 8 910
1012 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1
23456 7 8

[ My Calendars
[ Calendar - bwiest@utures.be.ca
[ Canada holidays
[ Birthdays - buiest@futures bc.ca
[ Calendar (This computer only)
Calendar - bwiest@selkirk.ca
[ Birthdays - bwiest @ selkirk.ca
[ Calendar - Staff365Test3
[ Birthdays - Staff365Test3

v [ Other Calendars

[ STAEE Calandar

Today

8AM

9AM

10AM

1AM

12PM

1M

2m

3PM

amm

5PM

6PM

<[] March 19, 2021

Friday
19

Zoom mig w/Committee JKL
https://us02web.z00m.us/j/8T10621992 11
Brenda Wiest <o

Meeting w/Nancy G
Room B32 Castlegar Campus

(] Colendar (This computer anly)
(/] Calendar - bwiest@selkirk ca

] Birthcays - wlest@ setkirkoca

[ ass

Brenda Treasurer]
[EE=3 accountspayable; Africa
Subject  Zoommtg w/Committee JKL
Location iz /ifB7108219921
a Oceurs month(s) effective 2021-03-19 until 2022.05-13
ECUTTENCE  from 2:00 AM to M
Qutlook Manual.docx "
15MB
Attached

b Case study for interviews.doc
7 ly >
“E 72KB

Brenda Wiest is inviting you to 2 scheduled Zoom meeting.
Join Zoom Meeting

https://us02web.zoom.us/i/87108219921?

pwd=MmROaVIOMIdyNyShTEtqYzFmTilaqTO!

Meeting ID: 871 0821 9921
Passcode: 367497 One tap mobile

+13462487799,,871082199214,,,,*367457# US (Houstan)
+16699006833,,87108219921#,,,,*367497# US (San Jose)

Dial by your location

+1 346 248 7799 US {Houston)

+1 669 300 6833 US {San Jose)
+1929 205 6099 US (New York)

+1 253 215 8782 US (Tacoma)

+1 301 715 8592 US {Washington DC)
+1 312 626 6799 US (Chicago)

The To-Do Bar will display your calendar, address list (favourites), and/or task list,
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Viewing Calendars

Currently you have access to the calendars listed in the Folder Pane. To display the calendar, ensure
there is a checkmark in the box to the left of the calendar name. You can display more than one

calendar at a time by selecting multiple calendars.

Note: You can change
the colour of a
calendar by
clicking on it to
select it, left
clicking on the
View tab, and
then left clicking
on Color on the
Ribbon.

“ March 2021 3
SU MO TU WE TH FR SA
282 1 2 3 4 5 6
7 8 910 11 12 13
14 15l 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

April 2021

SU MO TU WE TH FR SA

12 3
4 5 6 7 8 9 10
1112 13 14 15 16 17
12 19 20 21 22 23 24
25 26 27 28 29 30 1
2 3 4 5 6 7 8

~[m] My Calendars

[] Calendar - bwiest@futures.bc.ca
[ Canada holidays

[ Birthdays - bwiest@futures.be.ca
[ Calendar (This computer only)
Calendar - bwiest@selkirk.ca

[ Birthdays - bwiest@selkirk.ca
Calendar - Staff365Test3

[ Birthdays - Staff365Test3

Today
Teday | < ||>| March19, 2021 Nelson, Canada ~ Jen A i )

Calendar - bwiest@selkirk.ca X 4~ Calendar - Staff365Test3 X
Friday Friday
19 19

BAM

- _

10 AM

Meeting w/Nancy G
11 g § Room 832 Castlegar Campus

Irrmminu

Overlay, an option on the View tab’s Ribbon, will merge your calendars into one. The appointments will

be colour coded according to each Calendar’s colour.

[\

few~ Settings View

Current View

4 March 2021
SU MO TU WE TH
28 1 2 3 4
7T 8 9 101
14 15 @iy 17 18
21 22 23 24 25
28 29 30 3

April 2021
SU MO TU WE TH

1
45 6 7 8
11 12 13 14 15
1B 19 20 21 2
25 26 27 28 29
2 3 4 5 &

[=] My Calendars

[ Canada holidays

File Home Send / Receive

G &Y LOEHHE &

hange View Reset Day Work Week Month Schedule

Weelk View E = Spacil List~ Pane~ Pane~ Bar~ Window Window Al ltems
Arrangement Ml Color Layout Wwindow
<
Toda)
D Teday || <| >| Margh 19, 2021 Nelson, Canada ~ AR ra [ S

30 1
78

[ Calendar - bwiest@futures.be.ca

[ Birthdays - bwiest@futures.bc.ca
[ Calendar (This computer only)
Calendar - bwiest@selkirk.ca
[ Birthdays - bwiest@selkirk.ca
Calendar - Staff365Test3.

Folder View Help

Calendar - bwiest@selkirkca X  — Calendar - Staff365Test3 %

[ Time Scale ~

EO@ESE 0 T B

Color | UseTighter Daily Task Folder Reading To-De | Reminders Openin New Close

Friday

Room B32 Castlegar Campus

E Meeting w/Nancy G

IT Meeting

MS Outlook 365
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There are two methods in sharing your calendar.

Method 1:

+|j Open in New Window
ﬁ New Calendar...

Hide This Calendar

Overlay

9 [

Coler >

% Copy Calendar

1. Right click on your calendar in the Folder Pane to display a short-cut menu.

Left click on Sharing Permissions...

Ealendar Properties

General  AutoArchive Permissions  synchronization

Currently sharing with:

Name Permission Level
My Organization Can view when I'm busy
Tragy King Can view all details
Add. Remoye
Permissions
() Can view when I'm busy
() Can view titles and locations
®Can view ail detaiis
O Can edit
O Delegate
e
Method 2:

In the Calendar Properties screen, left click Add...

~  Move Up
~  Move Down

[ Sharing Permissions...

to access your contact list, and select the person [ Properties..

to whom you want to grant access to your
calendar.

Indicate the level of permission you want to grant that person.

Left click on OK.

The person to whom you have shared your calendar will receive a

sharing invitation by email. Once they click Accept, your calendar

will appear in their calendar list.

1. Onthe Home tab, left click on Manage Calendars (middle of Ribbon).

Calendar Properties

General AutoArchive Permissions Synchronization

Currently sharing with:

Mame Permission Level

My Organization Can view when I'm busy
Tragy King Can view all details

Permissions
() Can view when I'm busy
(O Can view titles and locations

() Can edit
(O Delegate

Remoye

Apply

MS Outlook 365

Left click on Share Calendar and choose
the calendar you want to share.

In the Calendar Properties screen, left click
Add... to access your contact list, and
select the person to whom you want to
grant access to your calendar.

Indicate the level of permission you want
to grant that person.

Left click on OK.

G

Manage
Calendars ¥

+ [&

Add Share
Calendar ~ Calendar ~

bwiest@futures.bc.ca
Calendar

bwiest@selkirk.ca

Calendar

The person to whom you have shared your calendar will receive a

sharing invitation by email. Once they click Accept, your calendar

will appear in their calendar list.
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Setting Up an Appointment

1. Onthe Home tab, left click on New Appointment (far left on Ribbon).

2. Inthe Meeting screen, complete the necessary fields.

2 = Meeting w/Nancy G - Appointment
File Appointment scheduling Assistant Insert Format Text Review Help Q  Tell me what you wart to do
o .
@] F=] Calendar E * /Qi— Eshowas Eowtofo.. |+ G B0 & private \g) u @ D’
— High | e
Delete Online Teams Invite Recumence | Categorize - 00 PO'°"S | Dictate | Meeting | Add aZoom Settings View
— Forward ~ [\ Reminder 30 minutes  ~
Mesting Mesting | Attendees - Low Importance Notes Mesting Templates
Adtions TeamViewer | Teams Meeting | Attendees Options Tags Woice | OneMlote Zoom Wy Template
Title Meeting w/Nancy G
Save & -
Close Start time Fri 2021-03-19 1] 1030am w| [Oalday [ @ Timezones
End time Fri 2021-03-19 [ 1200Pm w| {3 Make Recuriing
Location | Room B32 Castlegar Campus
Re: Pan West Conference — September 2021

3. When setting up a meeting/event, there are many options that can assist in the scheduling.

Show As: Indicate whether you will be still available ~
. P . . . b As: Ot of O =
to other individuals during this time, busy, st e .D" oo Jf A0
. [\ Reminder: Free
or out of the office. 7] Working Eiseere
I:l Tentative
D Busy
B outof office
Reminder: Do you want a reminder of this
. . . Show As: B v
meeting/event? If so, how much time prior e show Meusy
to the meeting/event do you want the [l Reminder 30 minutes
reminder? Options
Recurrence IS thls a Appointment Recurrence X
meeting/event that Appoiiment time
will occuron a Srt 900 AM -
. End: 10:00 AM ~
regular basis such as .
Dyration: 1 hour ~
a Commlttee Recurrence pattern
meeting that O paiy ®@pDay 19 ofevery 1 month(s)
happens on 19th Of gmew OThe |third Friday of every |1 maonths)
Monthly
every month until Oveary
August.
Range of recurrence
Start: | Fri 2021-03-19 v | @endby Eri 2022-08-19 =
O End after: 18 OCCUTTENCEs
(C)Ng end date
Cancel Eemove Recurrence

MS Outlook 365

Page 28



Note:

Note:

Categorize Categorize the meeting/event using the same O G private

categories set up in your email. Categorize 9" PO
= Low Import4
Clear All Categories
ABC Committee
W Class A
W Classt
Il ClassC
B Graduation
W Personal

EE All Categories...
Private Is this meeting/event Private? If you choose this option the meeting/
event will not be visible to anyone with whom you have shared your
calendar.

High Importance | Is this meeting/event High Importance?
Low Importance Is this meeting/event Low Importance?

Add a Zoom A Zoom meeting invitation can be created and added to the

meeting meeting/event invitation by logging into your Zoom account and
creating it. The invitation will appear in the body of the
meeting/event invitation.

Files can be attached to the meeting/event invitation by left clicking on the Insert tab and Attach
Item (left side of Ribbon).

On the Home tab, left click on New Meeting (far, left on Ribbon).
Enter the Title of the meeting.
Select the Start date and time and the End date and time.

Left click on the Scheduling Assistant tab. The Appointment screen that appears shows the date
and time you are suggesting for this meeting and your meetings/events already scheduled.

You can add the email address of anyone who is a Required Attendee by either clicking into the
field Add required attendee (left side of screen) and selecting their name/email from the list that
appears or by typing in their email address. You can also left click on Add Attendees (on the
Ribbon) to add the attendees from your Address Book.

If the Ribbon for the Scheduling Assistant is not visible, left click on Scheduling Assistant again.
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&) = Meeting with Committee DEF - Meeting

File Meeting Scheduling Assistant Insert Format Text Review Help Q Tell me what you want to do
E‘ Start time Fri 2021-03-19 =] 1:00 PM - [ Allday [ & Timezones
Send End time Fri 2021-03-19 =]/ zo0pPMm ~| 43 Make Recurring
March 19, 2021
3PM 4PM 8 AM 9 AM 10 AM 1AM 12 PM 1PM 2 PM 3PM 4PM
All Attendees [ ]
~ Required Attendee
Brenda Wiest IZuom mtg‘ !MEEtmgwaan
tracd

~ Tracy King
thing@selkirk.ca

~

6. Times that your attendees are busy are shown in dark blue. Times that your attendees have a
tentative appointment are shown in a light blue hashed block, and times outside of your
attendees' working hours are shown in light gray. Select an available time for all the attendees.

| M Busy P Tentative B8 Out of Office FZ Working Elsewhere [ No Information [T Outside of working hours

B’ Start time Fri 2021-03-18 E 1:00 PM - [ Al day O @ Time zones

Send End time Fri 2021-03-19 (=] Z00PMm w| 43 Make Recurring

March 19, 2021

3 PM 4 PM 3 AM 9 AM 10 AM 11 AM 12 PM 1PM 2PM 3 PM 4 PM

All Attendees

~ Required Attendee

Brenda Wiest Zoom mitg| Meeting w/Man

Add required attend

~ Optional Attendee

Add optional attend

7. The time of your meeting can be adjusted by either entering a new time period using the Start
time and End time fields at the top of the screen or by putting your mouse on the side of the

outlined time frame on your schedule, holding down the left mouse button T
. . . SuMo TuWe Th Fr Sa

and dragging it to the new time slot. § 21 28 9 56 1 2

10 1132 13 14 15 16

17 18 19020 21 22 23

24 25 26 27 28 29 30

31

8. Because it is difficult to schedule meeting when everyone is available,
AutoPick (left side of Scheduling Assistant Ribbon) will show the dates and
times that will work for the invitees according to their schedule. a0 v

@ 3 of 3 free

Duration: |30 minutes E\

Suggested Times:

[»

12:30 PM
@ 3 of 3 free

%4

9. Once the information is complete, left click on Send (top, left side of the P

& 3 of 3 free

screen) or left click on the Meeting tab (top, left side of screen) to input
additional information into the meeting screen before sending it to the
recipients.

[ Good [ Fair WM Poor
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