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Outlook 2007: Calendar Basic

Setting up a Outlook Account on a Desktop

A MicrosoftExchang®utlookaccount mst beconfigurel usee-mail or calendar Outlookis
clientbased software that residesaspecificcomputer.Configuing theaccount identifiethe
mailserverand identifying a unique account so thatandilcalendaran be viewed.

Before opening Qlook: (To duplicatehe setup users will see whenfigumg an Outlook
accounbn their computer, login to lab computers using the following) steps

Click on theStartButton ——
Click on the arrow to display options Default Programs Log OF
Click onLog Off.

When requestedick CTRL-ALT-DELETE .
When the Logon screen appears type-tBeand
passwordfor this workshop (¢ D6 s 1 a n (e
train0140). A FOE®ESO
To confirm successful login, click on $tartbutton.

The screen will show the name ofltilggn account.

Installation oOutlook Exchangetraining accounts can begin.

Printers lled

Restart
» All Programs Help and Support
. Sleep

Shut Down

Exercise 1 - Setting up a Training Account in the Lab

» All Programs Help and Support

1. Click onthe Startbutton

2. Click onAll Programs e e
3. Click onMicrosoft Office. A NN RO T omnemron

. Microsoft Ofﬁce Y e
Mozilla Firefox

. Putty

. QuickTime

. Real

. Roxio Creator DE

. Startup

. Symantec Client Security Default Programs
. UltraVMNC

Network

Connect To

Control Panel

Printers
Help and Support

T ——

s AoORE®E YD Th Outlook 2007 - |
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4. Click onMicrosoft Outlook.

. Microsoft Office
Microsoft Office Access 2007
Microsoft Office Excel 2007
Microsoft Office Groove 2007
| Microsoft Office InfoPath 2007

Microsoft Office OneMote 2007
[~ Microsoft Office Outlook 2007
(& Microsoft Office PowerPoint 2007
I_FZ Microsoft Office Publisher 2007
v Microsoft Office Word 2007

. Microsoft Office Tools

@FATN

A

Sy

My Computer
Network
Connect To
Control Panel
Default Programs

Printers

4 Back Help and Support

o

_ﬂ\ﬁ
e FOERE =YD T Outlook 2007 -

5. TheOutlook 2007 $artup windowappeas.
6. Click on theNext button in the bottom right of the
window

Outlook 2007 Startup

Outlook 2007 Startup

Welcome to the Outiook 2007 Startup Wizard, which wil guide you through the
process of configuring Qutiook 2007.

count Configuration e —— = @
7. In the next windowmake sur&esis checked and
click onNext. S L o—
other E-mail server. Would you like to configure an E-mail account?
<Back | Mext> | [ cancel |
Add New E-mail Account @
8. Because the computer login and Outletik are the
same, Outlook automaticallisfin Your Nameand
the E-mail. e
9. Click on theNext box in the lower right of the
window.
10. The system automatically makes the connectionyg s essess s ssnsseve e
the Outlook Exchange e-mail server. =) (=
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Add New E-mail Account léj

11.When the screen indicates that th| onime search for your server settings..
account is successfully configure

CIle On thd:mISh bUttOﬂ Configuring

12 TheOUtIOOk EXChangeC“ent WIII Configuring e-mail server settings. This might take several minutes:
then connect to the server and o/ Establsh netuork connection
open this test-mail account. j oy (G sdusenersetins

E/g Your e-mail account is successfully configured to use Microsoft Exchange.

[7] Manually configure server settings
. | —
13. Outlook will open. If the
Windows Search . Clels
N . . [ Inbox - Microsoft Outlock =6 % |
E n g / n e e d Wlmm,\b / e ‘ Eile Edit View Go Tools Actions Help Type a question for help
appears, clioRK. | ENew ~ | & 23 X | CuReply ClReplyto Al (5 Forward ¥ | £ | [ Search sddress books .| @
Mail « || L2 Inbox «
Favorite Folders £ |5;_m-.;h Inbox o v| B3
= Inbox (2} =
e[ Inboni /o Arranged By: Date e
A Unread Mail [w]
[ Sent Items o
Maﬁ . |3 Last Montn @
“ U Microsoft Office Outiook &&] ==
2] All Mail Items -
e The Windows Search Engine is currently disabled. Outiook will not be
= €5 Mailoox -Training U & able to provide fast search results when using the new Instant =
(5] Deleted Items [41E| Search functionality unless this service is running. =
(7| Drafts B
tj i::ixE-[aawl [ Do ot show this message again
o
[ Mail ;-,
3
ﬁ Calendar =
2
3
8| contacts
7] Tasks
N AL/
This folder is up to date.  £3 Connected to Microsoft Exchange =

14. At some point in the set @pocess a new window will appear.
15.RSS(Rich Site Summarygedis a format for delivering  |Mirosoft Ofice Outiook o =]
regU|ar|y Changlng Web Content. Many‘memd Sltes, j Qutlook, Windows Internet Explorer, and other applications

save lists of RSS Feeds that you subsiribe to.

. . . . B
weblogs and other online publishers syndicate their co S

as arRSS Feedo whoever wants it. P Guooknbe saefronzed with e ConmenFecd o8
16. RSS Feeds not requiredin Outlook, it is an option (and e o) (Remmareiner

not covered in this Basic Workshop). To deBl®® Feed
clickNo. To find out more and delay the decision, clidResnind Me Later.

It may take a few minutes to complete the connection to Exchangelayditsinbox properly.

ST | |
0 Items Waiting to update this folder. £% Trying to connect to Microsoft Exchange ~
= = =
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The Outlook Exchange window
appears. The next exsecidentifies
the parts of th€alendarwindow
and how they are used.

- Microsoft Outlook

{ File Edit View Go Tools Actions Help Type ion for help ©
PEdNew v B3 P3 X | CuReply C@ReplytoAll i3 Forward | B3 W | G2 | [ Send/Receive v [ | [{ Search address books - @ L
Mail «||'2 Inbox Test message to Exchange Training Accounts «
e Foders &l [scarch inbox £ -] % || Carol Ann Miller =
= T;Sfaﬁv]—\ Arranged By: Date Sentt ThuB/20/2009 4:19 PM 3
s t““ “ To: Training User 3; Training User 2; Training User 3; Training User 4; Trairing User 5; Training User &; » QU
=] Sent ftems ) Vesterday Training User 7; Training User 8; Training User 9; Training User 10; Training User 11; Training User 12; Tl w
Mail Folders 2 Training User 13; Training User 14; Training User 15; Training User 16; Training User 17; Training User 18; S
(20 Esther Maxine Nizer Training User 19; Training User 20; Training User 21; Training User 22; Training User 23; Training User 24; Ml
2] Al Mail Items. M RE: proposed chang.., = | & thumbnaitipg 8 13)
o essage umbnail
= €3 Mailbox - Training User == il =
(5] Deleted Items (4) (=) Last Week |l =
L2 Drafts 3 Training User 25 Fri This is a test of a new message and an attachment. =
= [ nbox 3 Sharing request: Cal 3
_ [ TYPE NAME (= Training User 25 Fri.., B S
ia ;“"t:E'ME" Sharing invitation: T... Carol A. Miller H
[ outoox 2
L% oo posds (5 Training User 25 Training & Development Coordinator 3
(5 sentttems Sharing request: Cal... IT Training - Camputing Support 3
@[3 Search Folders | carol Ann Miller Th... James Madison University 3
Test message to E.. U MSC 5801 :
Harrisonburg, VA 22807
E Last Month v
Exchange Test User 1, phone - 540-568-7845 g
st of meeting .. & foax - 540-568-2288 Bl
B
Older =
Exchange Test User 1 13
Staff Meeting &
vvvvv I Exchange Test User L
) Mail Test of &-mail
5] catendar
&-| contacts
] Tasks
Nie L -

Exercise 21 Opening the Calendar

1. Click onCalendarnear the bottom of thidavigation bar.

2. The following screen will appear.
3. Click onDay View, thenWeek ViewthenMonth View.

Navigation Pane

Calendar Views

Calendar

To-Do Bar Help

/

AN v

Publish My Calendar...

Add New Group

File Edit View Go Tools Actions Help Type a question for help b
B New | & X g8 | Today | [ Search addresybooks v @ L
& @Back @ A [5 2] 9 | 7| Daywesk/pnnh -
Calendar « Day ‘ Week ‘ Month To-Do Bar te) e
2) All Calendar Items I @ G September 01. 2009 arch Calendar ) v‘ v 4 september2009
My Calendars 2 - v Mo TuWe Th Fr Sa Su
1 calendar 1 Tuesday #2345 6
¥ 7T 8 910111213
How to Share Calendars 20 E R D D
gam - 33 21 22 23 24 25 26 27
Open a shared Calendar... “ 28 29 30
Search Calendars Online “
Test of Second Meeting
Share My Calendar. 4100 PM - 5:00 PM
Send a Calendar via E-mail... my office; Exchange Test User 1

Test of Recurring Meeting
Man 1:00 PM - 2:00 PM

Test of scheduling Meeting
my office
Exchange Test User 1

TMTraining lab 101; Exchange Test User 1 o

Test of Recurring Meeting
Maon 9/14 1:00 PM - 2:00 PM

12P™

TTraining lab 101; Exchange Test User 1

Arranged By: Due Date Today on top |

L
[—4 Mail Type a new task |
M 'ﬂ Calendar 8 ¥ Teday
] _g First of the Month Task A4
®] Contacts
! = ¥ This Month
Teskes Never ending task & N\
| Folder List
Test of Second Meeting
il Journal Eciic
Exchange Test User 1
T Tasks: 1 Active tasks, 0 Completed tasks 2w
! [tems This folder is up to date. £3 Connected to Microsoft Exchange ™
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If the To-Do bar does not show automatically, inMleau bar click onView and choose whether
or not to see th€o-Do Bar.

Exercise 3: Personalizing the Calendar

i i Options - s S
1. On the toolbar click omools>Options. [ o omisemm oot romm [epeioome [omeomel |
2. Choose whicdaysto display [ o
3. Choose which day is tfiest day of the week “ B e ™ Cenatopen]
4. Don ot Galkndar @ptionsunless necessary. crendor
5. Dondt Advarced©Optionsunless necessary. I l

Tasks
4 Calendar Options - :
Calen_darw-orkweek_-

EI #IMon  [J]Tue  [Wwed [J|Thu  [J]Fri [TJsat []sun
First day of week: | Monday [»| starttime: |8:00 AM Iz‘

First week of year: |Starts onJan 1 E| End time: | 5:00 PM IZI

|| Calendar options
][] Show "dick to add" prompts on the calendar

Show week numbers in the Month View and Date Navigator

[] Allow attendees to propase new times for meetings you organize

Use this response when you propose new meeting times: | Tentative E|

Default color: - Planner Options... I [ Add Holidays... I

|"Juse selected color on all calendars
Advanced options

@ ["|Enable alternate calendar: | English Gregorian Options.

when sending meeting requests over the Internet, use iCalendar format

[ Free/Busy Options... ] l Resource Scheduling... I [ Time Zone... ]

[ oK ][ Cancel ]

Outlook Calendar Terminology

Appointment - is an event added to an individual calendar, such as a lunch appointment or time set
aside to work on a project. Appointments can be a single occurrence, or can be scheduled to recur
on a regular basis, such as a weekly appointmpespaoe a reportBf adding others to an
appointment d through the Scheduling Assistand it automatically becomes a Meeting

Request.)

Meeting Request- an event to which others are invited. When you request a meetifigieset a
andsubject andinvite attendees You can also addsourcessuch as a conference room or
projector.Recipients respondo meeting requestdy accepting, tentatively accepting, or
declining your invitationLike appointments, meeting requests can be for a siogiebecsaheshde
to recur.

Task - create and track a project or an assignment. For example, you can create a task to write a
report, and theadd a reminder start dae,due date andnotes to the task
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Reviewing the Appointment Window

Save & Close Scheduling Assistt Reminders Access
Invite Attendees Show Busy Recurrence Importance
:'I ] I/
=/ olntment Insert  Format Text\  Developer yy Adc-Ins v @
N : 3] calendar o I N o &) Private
[LT]U = X Delete ‘J = 2 e v o Q = 1 High Importance Py
Save & Invite Appointment|Scheduling | & Reminder: None - Recurrence Time (ategnnze Spelling
Close Attendees e Forward - Assistant Zanes 4 Low Importance B
Actions Options Praofing
Subject: |
Location: =]

Start time: | Tue 9/1/2009

E 1:00 PM E [T] All day event
E' 1:30 PM E

End time: | Tue 9/1/2009

& |

Exercise 4: Creating an Appointment

1.

ogkwn

To create new event:
a. Click onFile>New, or

b. Double-clicking in the calendar on appointment time. I

A new vindow will appear

Add theSubjectof the Appointment and tHeocation.

Adjust theStartandEnd Times if necessary

Add any text to describe or define the event in the open window.
Click onSave & Closdo add appointment to the calendar.

40

File Edit View Go Tools Actions Help
:ﬂNew 'u & X g8 | Today | @ Sear
Appointment Ctrl+N
M :! Meeting Reguest Ctrl+Shift+Q
- Ci  Folder... Ctrl+Shift+E
4 Calendar...
Navigation Pane Shortcut...
&4 Mail Message Ctrl+Shift+M
83 Contact Ctrl+Shift+C
@ Distribution List Ctrl+Shift+L
2 Task Ctrl+Shift+K
2 Task Request Ctrl+Shift+U
& Journal Entry Ctrl+Shift+)
Ll Note Ctrl+Shift+N
& Internet Fax Ctrl+Shift+X
= Choose Form..
&} Choose InfoPath Form...  Ctrl+Shift+T
Outlook Data Eile...

Day ‘ Week ‘ Month
- - Test of Appointment - Appointment
(€ (2) September 01, 2009 N -
~/ | appointment | Insert  FormatText  Developer  Ade-ins )
1 =
i = 2 Priv
“ i '4;.':. (3] calendar = B show s | W Busy . O Q EEI (&) Private
1 X Delete = ¥ High Importance
8s Save &  Invite Appointment|Scheduling | 3 Reminder: None . Recurrence Time Categorize spelling
LJl| Close Attendees & Forward - Assistant Zones § Low Importance -
—_— N Adtions Options Proofing
I°| | subject: | Test of Appointment
!
Location: | My Office =

Start time: | Tue 9/1/2009

Test of scheduling Meeting

my office End time: | Tue 9/1/2009

1:00 PM
|z| 2:00 PM B

[T ANl day event

Exchange Test User 1

[ Test of Appointment
My OFfice

20

30

s

Test of Second Meeting
my office
Exchange Test User 1

Tasks: 1 Active tasks, 0 Completed tasks
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Exercise 5: Creating a Recurring Appointment

Test of Appointment

1. With an appointment ope (
click onRecurrence o @ 2o L)@ massEw O ==
2. AdjustRecurrence pat [ e oty pormara - PO scheding | i ceminer ene g e e e
ternS. : 7 Actions Show Optiens
3. Confirm theStartandEnd ... =

Location: | My Office

time

dates at the bottom of the
window.
4. Click onOK.

Start time: | Tue 9/1/2009

|z| 1:00 PM E [Tl a
200 PM

Start: 1:00 PM

End time: | Tue 9/1/2009

End: 2:00 PM

Duration: |1 hour

Recurrence pattern
() Daily Recur every |1

©@weeky | ] manday

[ Friday

(©) Monthly

(©)vearly

Range of recurrence

Start: |Tue 9/1/2009

(")End after: |10

(")End by:

(&) Private py
1 High Importance
spelling
4 Low Importance -
Proofing

Appointment Recurrence EE

week(s)

[¥] Tuesday
[saturday [ |Sunday

[[Iwednesday [|Thursday

E (@) No end date

occurrences

Tue 11/3/2009

Goneel ] [Remove Recurence

Exercise 6: When an Appointment Becomes a Meeting Request

1. Whenpeopleor

Test of Appointment
resourcesshould be

| Appointment | Insert  FormatText  Developer  Add-Ins @
added to an i @ o [ 2] 2 o aes - O @ By o
. . X Delete : 1 High Importance
| ) " i ) § ’
apponf]tment’ |t become q s;ze“& m]::ZEe; & rorward - A!:(::lalmg %2 Reminder:| None - Recurrence zT!::s categorize | o Imporance speling
H Actions Show Options Procfing
ameeting.
‘ This appointment occurs in the past ‘ ‘

14

2. Double click on an

existing event, —
3. TheScheduling Il = B R E ] Trr— f——y e
ASSIStantSCreen 0PeNS. | o - s sy &0 0 e 2T s
4. In theAll Attendees = raoing
column type the-l® of Q [1o0s[x] Tuesdy, Sepember 0, 2009 T spembers
the individual/resource & i I —— J P
to be invited. 7 0 s ZZ Shmmunaa
5. If the e-ID is unknown, M
click onAdd or Remove -]
Attendees
6. A new window opens.
All Outlook address
books available appear i
the drop down list on the . 1 :
top right of the window. Satome: eonaes o] [neoav 3]
watme: (s o] [paom [+
M eusy 7 Tentative B Outof Office NN NoInformation | Outside of working hours | Good [ Far [ Poor

[
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to the Requiredfield.

Resourceshox.
9.

complete.
11.Click onOK.

12.In the Scheduling Assistant
screen the names appear inAlle
Attendeescolumn and their
calendars appear to the right.
13.If calendar rights hawbeen shared
(covered in Exercise??) users car
see if possible attendees are:
Busyd dark blue
Availabled light blue
Tentativedwhite
Out of officed light purple
No informationd shaded
line.

cooow

Revew the list andouble click to add any name

To add the name Optional or Resourcefields,
single click the name, then click on tBgtional or

The nameés added t@®ptional or Resource.
10. Continue adding names until the attendees list ig

y——T———

Search: (@ Nameonly (") More columns Address Book

Go
Outlook Address Book

| Name Title Contacts

= IMU Police Department
7~ Bichange Test User Global Address List

& Exchange Test User 2 All Address Lists

JMU FacStaff
JMU Police Department
Public Folders

& Training Shared Mailbox 2
& Training User 1

& Training User 10

& Training User 11

& Training User 12

& Training User 13

& Training User 14

< [

IT Training : Advanced Find

[ Training Conference Room All Contacts
3 All Groups
&l Training Lapto)

£ o Laptop All Rooms

&l Training Projector ‘Al Users

g Training Shared Mailbox 1 T Training

Training User 1; Training User 10; training User 2
Optional ->

Test of scheduling Mesting = Mesting

®

““7 | Meeting | msert  FormatText  Developer  Addns
rﬁ ] calend % $9 Add or Remove Attendees [ = susy O Recurrence (8} ;m{([
|1 Message to Attendees -~ 8 @ Time Zones ¥
Cancel 13 + | Appointment |Scheduling| Tracking & [15 minutes Spelling
Ny = P Pissistant #43 Meeting Workspace a-|* B8 categorize - g
Adiions Show Attendees Options i || proofing
=i Send Q |100%[~] Tuesday, September 01, 2009 4 September2000 )
3:00 400 8:00 900 10:00 11:00 12,00 100 200 300 Mo TuWe Th Fr Sa Su
Al Attendees I [ o 23458
© Exchange Test User 1 Testof A ¥ 78 910111213
" =
© i ZZ AEEEE
@ Training User 10 o
28 29 30
@
Duration: |1 hour E‘
suggested Times:
4 m »
Add Attendees... | [Options =
Start time; | Tue 9/1/2009 D wooam -]
Add Rooms... Endtime: | Tue 9/1/2009 [=] [rzooem [=]
M susy 7 Tentative M outof office RN No Information Outside of working hours Good Fair M P

14.1f the meeting time is determined to be unacceptatadadseof conflicts, click on any date in

the calendar on

t he

right

of t he s

creen

15.If the status of one of the attendees changesRemuiredto Optional, a C|ICk in the column

before the

at t en d erebexClich thane

appropriate status and it will change in the list.

|
Garamond i Meeting Insert F
. g ] Calendar o
B 1 U -4 ﬁ e
= Cancel (2 rorward - || Appoint
Meeting
1 ! Actions

© 100%[~ |

B, Al

Attendees

© Exchange Test User 1

| - Jining User 1
@ Required Attendee lining User 10
& optional Attendee ning User 2
@ Resource (Room or Equipment)
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Exercise 7: Making a Recurring Meeting

Use the same steps aExercise 4.

Exercise 8: Opening/Editing a Recurring Meeting

1. Double click on any recurring meeting in thalendar Open Rew"iﬂgljm [ERE=—
and a new window wiill open. ' "Test of Recurring Meeting"” is a
: recurring appointment. Do you want

2. Choose whether to open tiagle occurrenceor the e e
series series?

'.fO_.' Open this occurrence.

'-:_.' Open the series.

OK } l Cancel

1. When thslngle S Recurring Meeting Insert Format Text Developer Add-Ins. @

Occurrencels Opened I ﬁ B Calendar ﬁl :_;J-B gg 88 Add or Remove Attendees. [ 2 o ey _ S Edit Series ,;j y

g1 Message to Attendees - &, @ Time Zones

1 1 1 cancel 3 Forward - | |APPOintment|Scheduling Tracking i 2 None . _
|t |OOkS Ilke thIS N - 43 Meeting Workspace & HH categorize - #
Actions Show Aftendees Options Proofing

spelling

Oceurs every Monday effective 8/31/2009 from 1.00 PM to 2:00 PM.
0 attendees accepted, O tentatively accepted, 1 declined.
This appointment occurs in the past.

Training User 1; Training User 2; Exchange Test User 1; Training Laptop; Carol Ann Miller

send
Update

Subject: Test of Recurring Meeting

Location:  MTraining lab 101 -]

Start ime: | Mon 8/31/2009 E 100 PM E [ All day event
End time: | Mon 8/31/2009 El 200 PM E
This is a test of a recurring meeting to which indivuduals and a resource were invited. 1

2' When thserleSIS o Recurring Meeting | Tnsert  Format Text  Developer  Add-ns @

Opened, the | ﬁ £l Calendar ﬁ :_;J-'D [ §% Add or Remove Attendees [ & & eusy _:5
A

H
[ Message to Attendees - B W |ime Zones 1

Recu rrenceb utton IS Cancel (53 Forward ~ ppointment|Scheduling Tracking 8 Meeting Warkspace a- 4 15 minutes o B2 otegorize - & Spelling

Meeting Assistant

h|ghl|ghted Actions Shaw Attendees Options 5 | Proofing

1 1 0 attendees accepted, 0 tentatively accepted, 1 declined.
3. To change informatiorj | |
about th e Seri chk Training User 1; Training User 2; Exchange Test User 1; Training Laptop; Carol Ann Miller
es! —

Send Subject: Test of Recurring Meeting

O n theReCU rren Ce Update Lacation: Training lab 101 E
b Utton an d th e Wi n dO Recurrence: Occurs every Monday effective 8/31/2009 from 1:00 PM to 2:00 PM.

WI | | o} pe n. This is a test of a recurring meeting to which indivuduals and a resource were invited.

b 3
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4. Any changes that need to be made teghescan be || sswonmentone

made in this window.

5. When the meetings changes are complete, cl@K.on | o i

6. The series will be dated

Start: 1:00 PM

End: 2:00 PM

Recurrence pattern

[=]
[-]
[=]

() aily Recur every |1 week(s)
@ weekly [ sunday [Imonday [ |Tuesday [ |wednesday
Monthly |y reday [“Friday [ saturday
) vearly
Range of recurrence
Start: | Mon 8/31/2009 E (@) No end date
(C)End after: |10 occurrences
“Endby: | Mon 11/2/2009 [~]
el

Exercise 9: Deleting and Restoring an Appointment/Meeting

1. In theCalendar, right mouse click on any

appointment/meeting.

2. To delete any meeting left mouse clickelete.
3. The meeting iemovedfrom the calendar.

Calendar o pay | week | momn
4 September2000 b @ G
SuMo TuWe Th Fr Sa September 02' 2009
12 3 4 5 2
6 7 8 910 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26 85”
27 28 29 30
51 ANl Calendar Items -1 9 Qpen
My Calendars 2 & Print
107 « K
11%® & Forward
& Private
12 Show Time As »
hare e Calendar 4 Automatic Formatting
3 Mail 100 Categorize »
X Delete
=5 calendar
500 [Fw: Testof E-n LZF Meeting Notes
[8=] contacts
/) Tasks Show tasks on: Due Date
_J Notes @ First of the Month Task
v
| Folder List ﬁ
@ -
1ltem
Calendar Day Week Month
4 Seprmber 29
Sub Tuwe T 1 € (% September 02, 2009
Flie 2 wednesof
6183
13 14 15 16 17 18 19
0nn %
E R
) Al Calandar lnems
3

My Calendars
V1] calondar
2 carol Test

E | Contacts
o Tasks
| Wotes

Folder List

Show tasks on: Due Date
First of the Manth Task

Start Date [
Tee 0209 Ty

0 lems
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been deletgds located in this folcer.

Folder List.

8. Click on theCalendar The event show in the
calendar again at the proper date and time.

In theNavigation bar click onMail or Folder List.
Then click ontte foldeDeleted Items
Any item (message, appointment, meeting, task th

In this instancdrag the meetingthat was deleted
back to theCalendarin theNavigation bar in the

: Fle Edit View Go Tools Actions Help
{8 New v| & 3 X | Gu Reply 3 Replyto All & Forwarc LA 7 Send/Receive ~

: & Snaglt 121 Window v _

<||@ Dpeleted Items

Favorite Folders

»

[search Deleted ems FRaE

() nbox
£ Unread Mail
(=3 sent Items
Mail Folders A

2] All Mail Items: -

Arranged By: Date Newest on top

[ Exchange Test User 1 159 PM
FW: Test il System

Tue 9:00 AM
a
6/25/2009
L)

6/25/2009

(7 Dratts 1]
3 [ Inbox o
(i Junk E-Mail
(5 outbox
(i) RSS Feeds
(3 sent Items
3 [ Search Folders

of E-mail System

L Mail
] calendar

[8] contacts

] Tasks

.o | Notes

| FolderList

4Ttems

| file Edit View Go Iools Actions Help
P B New v @ X I3 | 88 | Today | @ Search address books =

<

: @ snaglt (21| Window v _

Calendar « Day ‘ Week ‘ Month

4 September2000 ) @) (5
SuMo Tuwe Th Fr sa € (2) September 02, 2009
12 3 4 s 2
6 7 8 9101112
1314 15 16 17 18 19
202122232425 % gam
27 28 29 30 B

2] All Calendar Items
My Calendars

| Calendar]

0] 8 Carl Test

y 4

How to Share Calendars

Open a Shared Calendar..
Search Calendars Online

(=] Mail

7] calendar

200 {FW: Test of E-mail System

[8=] contacts

/] Tasks Show tasks on: Due Date

First of the Month Task
i« | Notes

| Folder List

Tasks

1ltem
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Exercise 10: Responding to a Meeting Request

1.

© N

In the calendar, scroll tgpeoposed
meeting. The event Wiappear with the
name of the persorwho proposed it in the
event.

Click on the proposed meeting.

Themeeting window opens. Theesponse

options are at the top center of the windo]__

Click on theappropriate option In this
exercise, cliakn Accept
Then click orBaveandClose.

HNew - & X
% | @Back ® | 1 [H &

# | Today | & Search address books - ®

# Day/Week/Month -

Calendar

Day ‘ Week ‘ Month

September 2009
Mo TuWe Th Fr Sa Su
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A messagecontaininghemeeting is also
sent to the-enail account.

In the Navigation Paneclick onMail .
Find the event in thinbox.

Double click to open the message.
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