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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 ——
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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.

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
// l \\ v
H>
H>
H>
H>
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