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Office 365 Outlook

Sign In Prompt

Sign In

e Open browser
— Internet Explorer is preferred
e In Address field enter the following URL:
http://office365.siue.edu
— Will sign in to Office 365, which is where SharePoint
Sites are located
e |If prompted, select Work or school account
e Key in email address (if prompted) and password
— Username — Key in your email address
OR click email address
- Password — Key in e-id password

o Click EZX3

] Office 365

Welcome. please sign in

Note: This document covers the basics of using Office
365 Outlook. For more information on additional

Sign In

features, click ﬂ for the current app you are using.
Office.com has an Office 365 Learning Center that
offers online training and tutorials (links available at
end of document).

Siue

Sign in to Office 365

H @sive.edu

[J Keep me signed in

Signin Cancel

Can't 30cess your account?

Forget this account

Office 365 Outlook

e Office 365 Outlook actually consist of apps
- Mail
Calendar
People (Contacts)
- Tasks
e Can have more than one tab open within a browser with
Office 365
— This allows using Mail and Word (or whatever app) at
the same time
e Will open Office 365

Oh hey, Cindy.

o1
e To open Mail, select K&

— If at another Office 365 app, click E
e QOutlook Mail opens

Office3650utlookQuickReference Page 4 of 27 April 30, 2015


http://office365.siue.edu/
http://office365.siue.edu/

Office 365 ZO0ITTE Quick Reference
http://office365.siue.edu

Mail Settings

° CIickn

e Select Mail Setting to view/modify
e Refresh - Refreshes Inbox (looks for new mail)

e Automatic replies — set up auto-replies for vacation, etc.

— Select Automatic replies

- Select to send

— Check if only during specific time period

— Set Start and End date/times

— If reply is to SIUE contacts only; type in message of
first box

— If reply outside of SIUE contacts, check box and
complete second box

- Cclick % OK

SOUTHERM ILLIMGIS UMIVERSITY
EDWARDSVILLE

Mail Settings

|

2 Office 365 settings ~
a¢ Refresh rk as unread

Automatic replies
Display settings
Manage apps
Offline settings
Change theme
Options

Feedback

A J AN A A AR A A I o i Pty AR P

%

Automatic Replies

> 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 turn it off,

O Don't send automatic replies
(@) Send automatic replies

v| Send replies only during this time period

Start time | Fri 5/1/2015 - 200PM ¥

End time | Tue 5/12/2015 A 12:00 AM

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

Calibri v | |12 - B I E B ¥

immediate assistance, please call the ITS Help Desk at x5500.

Cindy

Send automatic reply messages to senders outside my organization

O

§
f
|
%
|
!
%
g‘ I am out of the offica through Monday, May 11th. If you need
|
g
E
l
!
{
!
f
¢
|

Lﬂmﬂ—w
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e Display settings Display Settings/Message List
— Message list : it
— Conversations
— Reading pane

2 CANCEL

* Message list: Display settings
— Select preferred layout
- Select whether to preview text of message i C"t feading pane
- Click % OK i Lapout
I @ Sender name first
E QO Subject first
H
S Preview text:
; ® Show preview text
a O Hide preview text
e Conversations: Display Settings/Conversations
— Select order (new or old first) : 5
— Select whether deleted items show s
- Click v 0K % CANCEL
Display settings
é Iessage I\st Reading pane
Z Show items in this order: R
§ - E [—
({ ® Mewest messzges on top S
E (O Oldest messages on top
2 O
} ‘When items have been _
deleted: A
® Show deleted items
O Hide deleted itzms [
j — [ ]
[ ]
[
a
e Reading Pane: Display Settings/Reading Pane

— Select where or if a reading pane is viewed
— Check if this setting is to apply to all folders

- Cclick % OK

K CANCEL

Display settings

Choose where the reading pane -
should appear.

® Show reading pane on the right
(O Show reading pane at bottom

O Hide reading pane

| Apply to all folders (If this box isn't selected, the layout settings you choose will only apply to the
mail folder that's currently active.)

H
z Message list Conversations {Reading pane
i)
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e Manage apps:

— Check/uncheck to turn on/off apps
— Select app and click minus sign to delete
0 Default apps cannot be deleted, just turned off

— Click the plus sign to add apps
— Automatically saved

e Change theme:
— Select theme

- Click % OK

e Options:
- Opens Mail Options

0 Some are shown on the drop down list

— Select option to view/change
— Main categories:
0 Automatic processing
O Accounts
O Layout
o S/MIME
— Can also get to other areas:
0 General
0 Calendar
0 People
0 Other

E SOUTHERM ILLIMCIS UMIVERS TLE

»BEOMLE [
omeR

XK CANCEL

Change theme

You can change the look of Outlook on the web by selecting one of the available themes.

=
H: HER

T W R B T R e T T T R S VTES

3

Options

SHORTEUTS Mail options
+ GENERAL
ML

* SIMIME — Manage encryptios and dhgital signatore sethings for emall Bhat yeu send

+ CALENDAR
FPEOPLE

L B

- g _al
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Mail

Mail is the app used to read, send and store
conversations (email messages).
e Window consist of:

Inbox

Reading pane

Folders

Access to menus

Search

Create new conversation (message)

Menus

e There are 4 ways to access menus

Quick — Menu options available

Right Click — Select conversation and right click
Ellipsis — Click on ellipsis («==) to open additional
menu options

0 Will usually be seen in addition to Quick menu
Dropdown — Click down arrow (=) to open menu
options

Ellipsis Menu Example

3

~
€REPLY  €EREPLYALL  =3FORWARD @
Delete
Categorize >

Mark as junk

Cpen in a separate window
d method. The site will

Print

Create rule_

Assign palicy >

R\’-\—’ivir‘fiv‘

WAy i APy A A bR bt

[ E SCUTHERN ILLIMGIS ,,";.‘I}PI%‘-]_.I'

LE

Mail Inbox

INBOX

— Mo

E: oharePoint Request

Quick Menu Example

Hh'\nl

=3 FORWARD ses

€E=REPLY ALL

? €=REPLY
L
{W‘\_”*—__&E’E%

Right Click Menu Example

A T ks A Ay e
INBOX ITEMS BY DATE ¥
B Nobby
Unread Tome Flagged
¥Doug Mcllhagga ko | E
Reply
To SIUE Faculty and Staff, Vice Chancellor for St
Reply all
E-Today
Forward nnounc
April 28, 2015 TODAY'S HEADLINES - Come Out "
Delete o
Mark as read e
E Flag 1ent (44,
{ Nore .
£
FW: Url .
Team: Please review the information that y  Categorize >
Create rule.
) s Mark as junk

Assign policy

Dropdown Menu Example
EARERa T s T,

ITEMS BY DAT! O

]
n

 Date
From
Flagged
Size
Subject

fark C

egite  Type

Attachments (]

]
2
2,

Importance

e AN AR
e F

+ Newest on top

ns
Oldest on &
peto sstontor

N

ns

]

RS Benefits with an SURS R
rovide an overview of SURS Tier

4/13/2015
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Folders Pane

e Consist of Favorites, all folders for an account

Numbers following folder name indicates how many
unopened conversations (messages)

Click on folder to view list of conversations

Click ¥ (expand) to view list

Click 4l (collapse) to close list

e Favorites — Place to put the most used folders

o Al

By default, contains Inbox, Sent Items and Drafts
Click -~ to add new folders that do NOT already exist
in the All Folders list

0 Keyinname

O Press Enter

Click to view full list of folders

Right click in Favorites area to view additional menu

items

O Rearrange order

0 Remove selected folder from Favorites list

0 Empty selected folder

0 Mark all conversations for selected folder as read

Folders list

Click =¥ to have default view of Favorites only

Click -~ to add folders

0 Keyinname

O Press Enter

0 To add subfolder, use the right click menu

Right click in Folders area to view additional menu

items (will be different from Favorites menu)

0 Create subfolder for selected folder

0 Rename folder

0 Delete folder (including all conversations stored
there)

O Add to Favorites list

0 Mark all conversations in selected folder as read

0 Assign policy (default is to use Parent Folder
policies)

0 Permissions — Can give people within the SIUE
organization various permissions to personal
folder (click < add people and complete as
required)

SCUTHERN

WARDSVILLE

Favorites Only List

,O Search Mail and People

~ Folders
Inbox

Sent [tems

Drafts

@)

All Folders List

‘O Search Mail and Pecple

Folders @

4 Favorites ~
Inbox
Sent [tems

Drafts

4 Tate, Cindy O

Inbox
Drafts
Sent Items
Deleted Items
Training Request
ALS
Apple
Application User Suppo
Archives
Argos

Banner

Banner
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Conversations (Messages)

SOUTHERM ILLIMGIS UMIVERSITY
EDWARDSVILLE

Conversation

e All new conversations will be viewable in the Inbox '-f"
Unless a rule was created to automatically move it to
another folder

e Toread a conversation, click on it ) B
Conversation will open in the reading pane i e
If reading pane has been hidden (see Mail ey
Settings/Reading Pane, page 6), double click on
conversation and a popup window will open

o Toreply (reply all):

Select from quick menu

Enter additional email addresses if needed
Enter message

Click 31 SEMD

e To delete conversation:

Conversa:c_ion will be moved to Deleted Items folder

Click on H (trash can) for selected conversation in %
conversation list

Or right click on conversation to delete and select
Delete from menu

Delete multiple conversations:

VIE-Today

|

FW: The £ Today, April 28, 2015

¥

[1Doug Mcllhagga

Mobby Emmanuel Retirement Reception

To SIUE Faculty and 5taff, Vice Chancellor for Studen..

Multiple Conversations Delete

0 Check box for each conversation (hover over
conversation)
o Click M (trash can) from menu

e To move conversation(s):
Select conversation

0 Right click

0 Select Move

0 Select destination folder

v
.. |

ME-Today
FWeThe ETa oy
S0 Reply
April 28, 2014
Reply all
4
Forward

|
Delete

Mark as unread
1 fag
Move
I Tgnore
| Categorize
Create rule_..

Mark as junk

Assign policy

Doug Mcllhagga
g s

Fri4/24

Microsoft Office
8anner Student
SharaPoint Admin
Hire Touch e
Personal - Work
FootPrints

TS Absences

Banner Registrar
Application User Support
s

Move to 2 different folder...

]

4/13/2015
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— Move multiple conversations:
0 Must be moving to the same destination folder
0 Check box for each conversation (hover over
conversation)
0 Click Move from menu
0 Select destination folder
0 Click Move

e To create a new conversation:
— Click
— Key in e-id or last name or first name or group name
— If recognized, will show options
0 Click on name
— If no options shown, click
0 Will search contacts (SIUE & non-SIUE) and
directory (SIUE, does not have to be in your
contacts)
0 Click on name
OR
0 Key in complete email address and accept
address as is
— Add more email addresses as needed
— Key in Subject
- Key in message
0 Format as needed
— click® INSERT to include attachments
- Click 1 SEMD

Signature

e To automatically attach a signature to outgoing
conversations:

- Click

— Options will open

— Expand Mail, if needed

— Expand Layout, if needed

— Select Email signature

— Check box if signature is to be used on all messages
you send

— Create signature

- Click

e B oot e b |

i

[ E SCUTHERN ILLIMGIS ,,";.‘I}PI%‘-]_.I'

LE

Multiple Conversations — Move to Another Folder

Move 3 items

Cancel

)

_—

New Conversation

Message goes here,

I have a signature attached to my conversation. See Signatures section in documentation for instructions)

e i T o L B

Options/Signature

. |

AR T A b it
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Deleted Items Deleted Items Folder — Right Click Menu
T T T e
e Conversations that deleted are moved to the Deleted ;:‘:{ | newsonv
Items folder P rc iy
e To empty folder: :MT" el
- Select Deleted Items folder spple Byl
- Right click Aopiicay 5 Mic-
- Select Empty folder Archives v
e To recover items emptied from Deleted Items folder: AE Recover delted tems ]es‘
- Conversations can be recovered up to 30 days after T et ™
being deleted e P >
- Select Deleted Items folder et Haa o
- Right click I

— Select Recover deleted items ...

— Popup of deleted items (conversations) will open
— Select conversation(s) to be recovered

— Click Recover

Recover Deleted Items (Conversations)

— If Purge selected, purged conversations cannot be .
recovered at a later date; even if less than 30 days o
from initial emptying of Deleted Items folder

O.I:o.l'urst-amvc- T &
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Rules (Filters)

e Rules are set up to filter incoming conversations
— Conversations can be marked as read
— Moved to another folder to be read later
— Moved to the Deleted Items folder
e Rules can be created two ways:
— Right click menu for selected conversation
0 Rule will auto-populate with items from
conversation
— Options menu
0 Will enter all parameters for rule
e Toview/manage current list of rules:

— Click n (settings)

— Options menu will open
— Expand Mail
— Select Inbox rules
0 Very important to name rules
0 Unnamed rules will show as the first criteria: i.e.:
It was received from..., It includes these words in
the subject...
- Canturn rules on and off
0 Do not have to delete rules, can turn off
0 Uncheck/check box for On
0 Checked box is On, meaning rule will run
- Can change order:
0 Select (highlight) rule to be moved
0 Use ‘2 to move rules within list
- To delete rule:
o SeIec’EihighIight) rule to be deleted
0 Click M
e To edit existing rule:
— Open Inbox rules (See view/manage current list)
— Select (highlight) rule to be edited
- Click # to edit
— Rule will open
— Make required changes
- Click =l OK
e To create a new rule from the Options Menu
— Open Inbox rules (same as viewing list)
- Click #+ to add new rule
— New inbox rule opens, complete fields:
Enter rule name
Enter criteria (when message arrives)
Add condition if additional criteria apply
Complete action (do the following)
Add action if additional actions apply
Add exceptions if needed
Check to stop processing rules (If additional rules
can apply to a conversation, do not check)
Click I OK
O Rule will only apply to new inbox conversations
received after rule was created and saved

O O0OO0OO0OO0OO0Oo

o

Inbox Rules

SHORTEUTS Inbox rules
* GENERAL

AMAL

Do the following...
o

MIME Lxcepl when_
* CALENDAR
s PIOPLE This rude is: Gn
e et e, e el e e e[t

Edit Inbox Rule

New Inbox Rule

Hok X CANCEL

New inbox rule

Name

When the message arrives, and *

Select one. -
Add condition
Do the following *
Select one -

Add action

Except if
Add exception

v| Stop processing more rules (!
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e To create a new rule from Quick Menu _ Cgpyg_r_satnon Qf‘,'ﬂ( Menu
— Select conversation to create rule for 7 e
— Right click
- Select Create rule...
— New inbox rule opens, complete fields:
0 Enter rule name
O Criteria (when message arrives) auto-populated
from selected conversation, can be changed
Add condition if additional criteria apply
Complete action (do the following)
Add action if additional actions apply
Add exceptions if needed
Check to stop processing rules (If additional rules
can apply to a conversation, do not check) New Inbox Rule — Partial Populated
o Click I OK
- Rule will only apply to new inbox conversations —_—
received after rule was created and saved

1'\
f

oy

S ——

P

O o0o0oO0oOo

New inbox rule
ame

Enter Name Auto-populated
from conversation
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Categories

Categories can be used in Mail, Calendar and Tasks

apps. Categories can be managed from Mail or

Calendar apps. By default categories are assigned a

color and the name is the color.
e To manage the Categories:

— Click ===

— Select Categorize

— Select Manage categories...

e To add category:
- dick T
— Select color from dropdown menu
- Key in category
- Clickl ™ [twice

Note: Can change color of a category but cannot

change text.

e To delete category:
— From Manage categories, select category

- Click £

— Click_** Itwice

e A e A A P Sy

[ E SCUTHERN ILLIMGIS v";“l}rl-!‘-]_.l"iAE

Manage Categories

€reply ERrepy ALl rorwarp ')

auth, Sheryl <slauth@siue.edu

Blus categary
Green category

Crange category
Purple category
Red categary

Yellow catgary

? srus.com/re { Manage categories.

!

Delete
Categorize

Mark as junk

Cpen in & separate window
Print

Create rule...

Assign policy

View message details

Add  Category

‘{_ S
?{ Manage categories

T W Bl category x
I
{ mo
1 .5
)| -
%
ji oK Cancel
R e e e,

Add New Category

Poat e P B
5 Add new category
{
H
i lJK Camcel

Delete Category

D T e

Manage categories

=W e eategary

Confirm Delete
e

@

g L OSE

Are you sure you want to delete this
category? Items already assigned this
category won't be affected.

Cancel

~
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People (Contacts)

e People consist of 3 categories: -

- My contacts
0 Displayed FirstName LastName
0 Can select sort order
— Directory
0 Displayed LastName, FirstName
0 By default, sorted by last name
— Groups — Not being activated at this time
e All faculty, staff, students and retirees will be listed in
the directory
— When students leave the University, their listing will
be removed
— For faculty and staff that leave the University prior to
retirement, their listing will be removed
Please note that only those people that have had
their mail moved to Office 365 Mail will appear in
the directory. Over a period of time, all mail will
eventually be moved to Office 365 Mail.

My Contacts

v
T o e NP\ it o e N e e

vvvvv

e After signing into Office 365, to open People, select

— If at another Office 365 app, click E

e QOutlook People opens

e Click ™ to expand My Contacts menu

e My contacts contains people and lists for Contacts and
Skype for Business Contacts.

e Contacts can contain people that are not in the Directory
(non-SIUE)
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e To add a contact that is not in the Directory:

Click

Popup will open

Select Create contact

Enter name, email address and any other

information that you want entered

0 Click @ to add other information or to add
multiples (i.e.; more than one email address)

Click

e To add a contact from the Directory:

Select Directory from menu

Locate and select person

Click Add to contacts

Make any additions

0 Click @ to add other information or to add
multiples (i.e.; more than one email address)

Click

[ E SCUTHERN ILLIMGIS v";“l}rl-!‘-]_.l"iAE

Create Contact Popup

e W T P

|
|
I

What would you like to do?

Create Contact

Directory

L

Patricia

oo

ganization Groups

iz
™ Linked contacts
5 Direcoy

e e e et e e e )

Add Contact

e gt

®remai Brwor

— x _—
(@ Phare

i
=
5
|
K
|

e e s e g gt et
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e To edit a contact, select contact

To remove contact from My contacts:

0 Click === to open Delete option

O Click Delete

0 Click Delete

0 Deletes without saving

To edit contact information:

0 Click Edit

0 Change or add name, email address and any
other information that you want entered

0 Click @ to add other information or to add
multiples (i.e.; more than one email address)

0 Click

e To create alist:

Alist is a collection of contacts that allows the user

to send an email to all contacts within a list by using

the list name

0 This is a personal list, not one shared with other
contacts

Click

Popup will open

Select Create contact list

Key in List name

Add Members:

0 Key in part or full first name or last name or e-id

0 If found in My contacts, will show suggestion

0 If person shown is not correct, click

0 Click on name

0 If only one match, will auto-add to members list
(if not correct click X to remove)

O Repeat process until all members are added

0 Can also add other list; but it does not show the
individuals within the added list

Add notes as needed

Click

[E':«-H'I EEM ILL

ARDSVILLE

My Contacts

e g

Cindy Tate

@®

¢

@ othe

Create Contact Popup

"—'\,_._,—M e e = e

What would you like to do?

Create contact list

i
| E
{
L Cancel

Create Contact List

:
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e To edit contact list, select list My Contacts
- To delete entire list:
O Click === to open Delete option P R— s
O Click Delete C— o 4 oo
0 Click Delete
0 Deletes without saving
- To add/remove members:  oiecory
0 Click Edit v G e
0 To add a member; key in part or full first name or
last name or e-id

Training Test

0 If found in My contacts, will show suggestion

0 If person shown is not correct, click T e T T T e e
. Delete Popup

0 Click on name i i

0 To remove a member; click # to remove Delete contact list?

0 Click Training Test will be deleted from your

contacts,

Cancel

Edit Contact List

e Pt PP B PR A A T A
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e To combine linked contacts (exist as an Outlook contact, Contact
in recently emailed, Skype, Directory, etc.)
— Select member
— Click Manage
- If suggested link available and a valid link, select the
link
OR
— Enter contact name to search for other links
— Click Link to accept
- Click % OK
— Repeat for each contact link to combine
Note: Combining multiple contact links for a person
buts all the information on one card
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e To search for a contact:
— Select My contacts or Directory
- Cclick P
- Keyin name
0 List name
0 First name
0 Last name
0 FirstName LastName
0 LastName, FirstName
- Click P
— Can change or expand search area
- Click # to cancel search

Directory

SCUTHERN

LLIMCIS U

WARDSVILLE

Search Contacts

Tate

Change ar expand
scarch arca

Directory

P T g et

-

Directory is populated with all users from SIUE that
have an active email address. This includes current

employees (faculty & staff), students and retirees. At - ot

the time this document was created, this is a work in

progress. It will take time as everyone’s mail is moved | - ow

to Office 365 Outlook. So, for the time being, only
users that have had their mail moved will be viewable
in the Directory.

As noted in My Contacts section, a contact in the
Directory can be added to My contacts. Also, the
search function is the same. Contact information
cannot be edited in the Directory; they must be added
and edited in My contacts.

Groups

Groups is not being activated at this time. Groups
shown are test groups.

Cindy Tate

@6
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Calendar

Calendars can be shared. New calendars can be
created. Calendar can utilize categories, see
Mail/Categories on how to manage.

Calendar Setting

e Click n

e Select setting to change
e Select Calendar appearance

Make changes to how to view calendar
Work week

Working hours

Start of year

Start of week

Hours increments

Click %" OK

O O O0OO0Oo

e Select Calendar options to view additional options

Automatic processing
Notifications

Publish calendar
Reminders

SOUTHERM ILLIMGIS UMIVERSITY
EDWARDSVILLE

Calendar N

. i | 7 r N“{' i 3

Office 365 settings

Refresh
Calendar appearance

Manage apps

Change theme
Oiptisns

Feedback

i
]
i
!
|
5
i! Cffline settings
}
!

it remin ]

SHoRTEUTS Calendar options

Lict of evenes for the day

Office3650utlookQuickReference

Page 22 of 27

April 30, 2015


http://office365.siue.edu/

Office 365 ZO0ITTE Quick Reference

http://office365.siue.edu

Create Event

e To create event:
— Click
- Key information as needed
0 Event
0 Location
0 Attendees — click = to open Directory
0 Notes
- Make changes as needed
Start date/time
End date/time
Duration
Show as
Calendar
Repeat
Reminder
- Add/Insert
O Add category
0 Add attachments/pictures/OneDrive files
- Click

O O0OO0OO0OO0OO0OOo

Edit/Delete an Event

e To edit event:
Select 4
Event window opens (same as new event)
— Make necessary changes
- Click
e To delete an event:
- Select %
— Click Delete

Create New Calendar

e To create a new calendar:

— Click next to My calendars
- Enter name of calendar

EDWARDSVILLE

Calendar

I

Calendar Event

Tate, Cindy

Fri 5/1/2015 (ANl day)

i A iR i et

L-...—«-"‘N\..,_.,_._,...I:—-.-.r-ﬁ‘v-—.-__.

Calendar Delete

A g8

e,

Are you sure you want to delete this event?

Back

{ Delete event
.2,
H
:
{
j

Create New Calendar

©

| Eey in new

talendar name
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Share Calendar

e Toshare a calendar:
— View calendar to share
- Click '0 Share
— Start to key in name or e-id
0 Will offer suggestions from contacts
— Accept suggestion or key in full email address
— From dropdown, select access
0 Full details — can view all details of events and all
events on calendar
O Editor — can modify/delete/create events on
shared calendar
- Click *1 SEMD
- Invitation will be emailed to those selected to share
the calendar
0 ltisthen the decision of the recipient to accept or
not

Calendar Menu

e Right click on the selected calendar to view menu
e Available menu changes with calendar selected
— My calendars: Default calendar — Share, Permissions
& Color
— My calendars: Other calendars (created) — Share,
Permissions, Rename, Delete, Color
— Other calendars (shared with you) — Rename,
Remove, Color
e Share — Share your calendar(s) with others
e Permissions — Created calendars are public
— By default, not shared (not the same as sharing a
calendar with individuals)
— Availability only — Any person can view your
availability; time only
— Limited details — Any person can view limited details
of events; subject & location
— Full details —Any person can view all details of events
not marked private
e Rename — Rename a calendar created or accepted from
someone else
e Delete — Delete a calendar created by you
e Remove — Remove an accepted calendar (does not
delete it; just removes your access)
e Color —Select color for calendar

DWARDSVILLE

Share Calendar

Day Work week Week

= Print

r‘\wm.,ﬂ-—'—h\l]

Thursd
w oy r
X DISCARD

Share with:

0

Start to key in name, suggestions will open

Full details x
@siveedu

+ Full details
Ann
x
@siue.edu Editor
Lashonda
@sive.edu

Full details - x
Subject:
I'd like to share my calendar with you

Calendar:

Training -

LMWM\._MM

A A T AU P e N e PPt i b SIS N A I Py i P

Calendar Menu
i U B e I

~ My calendars
Calendar

Share calendar

v Other ¢ Permissions...

Rename
v Groups
Delete

Color >

T i P
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Accept Calendar Share Request Email to Share Calendar
e An email will be sent to you to accept a request to share J! . 45
another person,s Calendar I'd like to share my calendar with you . . N

e Click =& ADD CALENDAR

1

1

e After a short time, your calendar will open with the new H
accepted shared calendar in Others f

{

§

H

Calendar List

P Search Calendar «Jan Feb  Mar May Jun Jul Aug Sep Oct

‘ » Calendar Training | Aus calendar

S M T W T F 5 Sunday Monday esday Wednesd
Arr
Apr

~ My calendars
Calendar
Training

# QOther calendars

AUSG Calendar
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Tasks Tasks

Tasks is a place to track items/projects that you do not |- PRI .
necessarily want on your calendar. ‘
Create Task

Etrairing Test x@r
Thandy oot 3

e After signing into Office 365, to open Tasks, select

- If at another Office 365 app, click H
e Click®New task
e Complete fields as needed

Create Task
o Click ¥ INSERT to attach files vy "‘h '
o Click v/ SAVE &
Edit Task Task Menu

ar -

Training Test

e Select task to edit
e Click 4 to edit
e Make changes as needed

e C(Click ' SAVE
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Mark Task Complete
e Select task
e Click

e Task is marked as complete with the current date

Delete Task

e Select task

o Click x

e Task is deleted

e Thereis NO undo, once deleted task is gone

Tasks View

e Select which tasks lists to view:
— Select from My tasks
— To further expand or contract the list, select which
items
0 All - All tasks will be listed
0 Active — Only active tasks will be listed
0 Overdue — Only tasks that have passes the
deadline will be listed
0 Completed — Only tasks that have been marked
as complete will be listed

Additional Resources

Phone Numbers
e |TS Help Desk: 650-5500

Websites

e |TS: http://www.siue.edu/its

e |TS e-ID Maintenance: http://www.siue.edu/eid

e |TS Training: http://www.siue.edu/its/fac_staff/training

DWARDSVILLE

Task Actions

TASKS ITEMS BY DUE DATE ¥
Trai
All Overdue Completed
P Due
«
My task: 1
4My tasks .
Tralmng Test 1 @
Flagged items and tasks Thursday, April 30, 2015

Tasks

Tasks View
FLAGGED ITEMS AND TASKS ITEMS BY DUE DATE ¥ )
Trai
All Overdue Completed
C i ) Dlue
«
4My tasks
Train'mg Test X PF
Flagged items and task: 2
2gged items and tasks Thursday, April 30, 2015 Statu
Tasks )

External Training

e Microsoft: http://office.microsoft.com/en-us/training

e Microsoft Office 365 Training and Tutorials:
https://support.office.com/en-us/article/Office-training-and-
tutorials-B8F02F81-EC85-4493-A39B-4C48E6BC4BFB?ui=en-
US&rs=en-US&ad=US

e Microsoft Office 365 Learning Center (scroll to bottom for using
services): https://support.office.com/en-us/learn/office365-for-

Email Addresses
e ITS Help Desk: help@siue.edu

business
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