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1.0 Introduction

Office 365 is the official email system for CSUB. Office 365 allows you to send and receive messages,
schedule appointments, manage tasks, work with your address book, and organize your mailbox. With Office
365, you can access your email and calendar from any place at any time.

1.1 Office 365 Overview

Office 365 offers a full suite of applications for increasing your productivity. Using Office 365, you have all
your mail, appointments, documents, and files all in one place. The best news is it is accessible anywhere
you have an Internet connection. You can move quickly from app to another using the App Launcher, B

Office 365

02
aa®
Calendar People

wE|

Outlook

OneNote

PowerPoint

Word Online Excel Online Online Online

o= My apps

Summary of Office 365 Applications and Functions

App Function

Mail (Outlook) Send and receive emalil

Calendar Schedule appointments and meetings

People Maintain your contacts or address book

Newsfeed Post and reply to online conversations in your organization
OneDrive Store and retrieve documents and files in a secure cloud
Sites Create and share a workspace for collaborative projects
Tasks Create To Do lists with due dates and much more

Delve Identify documents of interest based on shared documents
Video Upload, share, and play videos in your organization

Word Online Create and edit documents online

Excel Online

PowerPoint
Online

OneNote Online

Sway

Create and edit spreadsheets online

Create and edit presentations online

Capture and organize ideas, notes, etc in one place
Create and share interactive documents and presentations
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1.2 About this Guide

Office 365 offers many applications for your use. However, this guide will focus on the Mail and Calendar
functions only. For more information about the other applications, see Microsoft.com.

2.0 Getting Started

Getting started with Office 365 is a process. The process begins with you setting up your account on Office
365.

2.1 Accessing your Office 365 Account

Setting up your Office 365 Account is the first step in the Getting Started process. In this step, you will access
your Office 365 account, change your password, provide account recovery information, verify your account,
and setup your Office 365 applications.

Before you begin, you should have the following items close by:
e Your email address

e Temporary password

1. Open your web browser and navigate to: /Ml caiforia state Universty,.. x |\
0365.csub.edu € ) (0365.csubedu ) 3 || Q Search

SU Bakersfield

DISCOVER CSUB | ACADEMICS | ADMISSIONS & AID |

2. On the Office 365 page,

e Enter your email address (netid@csub.edu) 1 Office 365

e Enter your password
e Click Sign In

Work or school, or personal Microsoft account

jadams@CSUBakersfield.onmicrosoft.com

[seeeeee o

["] keep me signed in

@ —

J Office 365

3. On the Update Your Password page,
e Enter the temporary password
¢ Enter your new password
e Enter your new password again
e Click Update password and sign in

‘ Update password and sign in .
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4. On the next screen, click Set it up now
IJ Office 365

Don't lose access to your account

Add information to your account so you don't lose access if
you ever forget your password.

Set it up now

Sign out and sign in with a different account

More information

5. On the don'’t lose access to your account! Screen,
you will need to set up at least 1 of the options. For
example, you can select the option to authenticate

. ) . To make sure yOl‘J can refet your passwor_d. we need to collect some info so we can \jer\fywho
Over the phone by Cllcklng Set |t up nOW. you are. We won't use this to spam you - just to keep your account more secure. You'll need to

set up at least 1 of the options below.

(o Authentication Phone is not configured. Set it up now)

don't lose access to your account!

OAuthenﬁ(aﬁon Email is not configured. Set it up now

o Security Questions are not configured. Set them up now

6.  On the next screen, don't lose access to your account!
e Select your country, such as United States

¢ Enter your phone number, including your

u -1 [z fo61-650-6919
area code
e Click text me or call me
7. When the verification is complete, click Finish don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish” to close
this page.

Authentication Phone is set to +1 661-555-1212 Change
oAu(hemicaU’cn Email is not configured. Set it up now

O sccuity Questions are not configured. Set them up now

@ cancel

8.  Your Office 365 account opens.

Collaborate with Office Online
Let's make a

difference today.

E
=
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3.0 Mail

This section covers the Mail app. From the Mail app, you can send and receive, work with, and manage your
emails. Additionally, you can add attachments, set automatic replies, and create email signatures.

The Mail environment consists of the navigation bar, folder pane, content pane, and preview pane.

Navigation bar

The navigation bar is the primary method for interacting with the Mail app. It is context sensitive and changes
based on the feature in use.

Search Mail and People O @ New | v i Send U Attach & Add-ins Discard

Folder pane

The folder pane is located on the left side. It contains the folders, such as Inbox, Sent Items, Drafts, and
more.

Content pane

The content pane is located in the center. Depending on your folder selection, it displays the contents of the
selected folder.

Preview pane

The preview pane is located on the right. Based on your selection, it displays the selected email contents or
allows you to compose an email.

~ Folders Inbox All v
To
Inbox 4 Last week ol
. c
Sent Items George Washington ¢
Drafts » All Hands Meeting Fri 9/11

Your message To: George Washington Subject: FW: ...
More >

George Washington !

~ Group5 New Paychecks Eri 9/11
Please stop by my ¢ ]\cs and pick up your paychec

Aa A aby A

E
C
e
N
(]

Groups ¥ ¥ng people together.

) )
* Folder Pane George V| Content Pane Preview Pane
EC Reminder Thu 9/10 ’

o . Status reports are due today at 5Spm

m

3.1 Accessing the Mail App

To access the Mail app,

1. Click the App Launcher button, E.
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2. On the Apps page, click the Mail button

3.2 Creating and Sending Email

These instructions will assist you with creating and sending an email.

1. Click New > Email message

Outlook

e
mail message

Calendar event

= Office 365

Search Mail and People L0

~ Folders

2. Inthe To field, type the person’s email
address

You can click the To button to search for
their email address. To remove an email
address, click the X.

To gwashington@CSUBakersfield.onmicrosoft.com %

3. (Optional) In the Cc field, type the person’s
name or email address that you would like
to carbon copy.

You can click the CC button to search for
their email address.

Cc

4. Inthe Add a subject, type the subject of
your email.

5. Inthe body, type your email message.

[l @ | B T U A a ¥ A = = = = v
George:

| need to take vacation this week.

6.  When satisfied, click the Send button.

U Attach @ Add-ins Discard

3.3 Attaching files

You can easily attach documents to your email. You can either attach a file from OneDrive or from your
computer. These instructions will guide you in attaching a file from your computer.
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1. From the Navigation bar, click Attach 2= Send U Attach ) @ Add-ins Discard

2. Onthe next page, click Computer i Onerive - Calforni

Recent
My files

Shared with me

s
@& Group files

' Computer
. il Upiosa =7
3. On the File Upload screen, O i e o e
¢ Navigate to the desired file

“ Documents library
-, Documents o5 2 ocations

e Select the file
e Click Insert

F

] Cansitution Draftdoc

s
J BEBIIDEACIEONG < ¢

File rame: + |miFies

(@ e

4. At How do you want to attach this file?
e Click Attach as a copy

How do you want to attach this file?

r‘“ Upload and attach as a One
T Upload to the Email Attachments fold
can see the latest changes and work to|

[ﬂlj Attach as a copy

Recipients get a copy to review.

5. Once the file is attached, you can attach o |
more files, if desired.

gwashington @CSUBakersfield.onmicrosoft.com X
Cc

Vacation Request

To remove an attachment, click the X.

—| Constitution Draft.docx x
ﬂ 12 kB v

o €| B 7 U A & ¥ A= £ = =

George:

I need to take vacation this week/

3.4 Receiving and Reading Messages

When you receive messages, they will appear in your Inbox. From your Inbox, you can read and preview your
messages. These instructions will guide in receiving and reading your emails.

1. Your messages will appear in your Inbox

0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved. page 10
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~ Folders Inbox All v o
Inbox 4 Last week il
Sent Items George Washington ce
Drafts » All Hands Meeting Frig/il
Your message To: George Washington Subject: FW: ...
More >
George Washington ! -
- 1 = ak pumy
~ Groups % New Paychecks Fri 9/11 - R I U Aa A ¥ A =
Please stop by my ¢ \ce and pick up your paycheck. \
Groups b \ng people together.
J ) L )
" Folder Pane George V. Content Pane i Preview Pane
=3 Reminder Thu 9/10
o . Status reports are due today at 5pm
2. There are two methods for reading your Inbox Alv  Paychecks
emails. List week -
George Washington George Washington
Method 1 To: Mo Acams.

b All Hands Meeting Fri /11

¢ You can select it and FETTE— (l/' * Ths mesage was sntwith gh mgeranc
George Washington 4
Paychecks i9/11

¢ Read it from the preview pane Action ftems

Please stop by my office and pick up your paycheck

George Washington 3 Please stop by my office and pick up your paycheck]
3 Method 2 @ Paychecks - Mozilla Firefox e |

@ https//outlookoffice365.com/owa/projection.aspx

e You can double-click the email and

L . . . H Replyall |~ [ Delete Junk = x
it will open in a different window e e
Paychecks
Make sure your pop-up blockers are
disabled George Washington 2 Replyall [~
' To: M John Adams; y Fri 9/11/2015 4:21 PM
nbox

® This message was sent with high importance.

Action Items [0}

Please stop by my office and pick up your paycheck.

3.5 Responding to messages

You can respond to your emails from your inbox by opening the email or from the preview pane. Your options
for responding to messages include replying, replying to all, forwarding, and much more. These instructions
will guide you in responding from an open email.

e Reply
Your response is sent to sender

e Reply All
Your response is sent to everyone addressed on the email

e Forward

Your response is sent to the person you select.

0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved.
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3.5.1 Replying to Messages

These instructions will guide you in replying to messages.

reply to.

1. From your Inbox, open the email you want to

Inbox All v
Today

John Adams 1
Vacation Request 11:07 AM

George: | need to take vacation this week.

selection

Click Reply All or click the to make a different

Vacation Request

=1 Constitution Draft.docx v
=| 12k8

1 attachment (12 KB)

John Adams V

To: M George Washington; y Wed 9/16/2015 11:07 AM

A

George:
3. When the new email opens, type your reply in the send D Atiech @ Addine Dlecerd oo 5
space above the original message o [l sorn Adams x
Re: Vacation Request
o] & | B © U A A W A i ~
‘ Start typing your reply here J
From: John Adams
o i w6 ZOIS TOTAM
Subject: Vacation Request
George:
I need to take vacation this week_
4. Click Send 0 Attach @ Add-ins Discard
3.5.2 Forwarding Messages
These instructions will guide you in forwarding messages.
1. From your Inbox, open the email you want to
forward. Inbox All v
Today
John Adams p
Vacation Request 11:07 AM
George: | need to take vacation this week
0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved. Page 12
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% Click the Vacation Request A

John Adams 5 Replyall@

To: M George Washington; ¢ Wed 9/16/2015 11:.07 Al

3. From the menu, click Forward Reply

Reply all

Reply all by meeting

4. When the new email opens, o (e %
¢ Inthe To, enter the recipient’s email .
address

Fw: Vacation Request

e Type your reply in the space above the
original message

Constitution Draftdoce %
0= e v
™|

| B I U Ama & % A v
You can click the To button to search for their
email address. To remove an email address, click o o360 107
the X. Sonfcu acaion s

5. Click Send  Attach @ Add-ins Discard

3.6 Working with attachments

When you receive an attachment, you can preview, open, quick print, save, copy, or remove it. These
instructions will guide in working with attachments.

1. When an email contains an attachment, you will John Adams O
see a paperclip icon. Double-click the email to » Revisions Wed 9/9
open it. George: | made some revisions to the Constitution. PL...

2. From the preview pane, double-click the Revisions A

attachment to open it.
John Adams 9 Replyall | v
To: M George Washington; y Wed 9/9/2015 1:45 PM

="1 Revised Constitution Dr...
m: 18KB

1 attachment (18 KB)

©2015. All Rights Reserved. Page 13
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3. The attachment opens in a new window. From
here, you can download, or print the document.

Depending on the attachment, it will open in the
online equivalent. For example, a Word document
will open in Word Online.

4. You can also edit an attachment.

3.7 Deleting Messages

You can delete an email message from your Inbox or while the email is open. These instructions guide you
deleting an email from your Inbox.

1. From your Inbox, select the email you would
like to delete.

Inbox All ~

Today

John Adams
Issues in VA 12:59 PM
George: Benjamin Franklin wants to discuss recent d...
2. On the Navigation bar, click Delete = )
(®) New | v M Delete) Archive

3. The message disappears from your Inbox.

When you delete an email message, the message is moved to your Deleted Items folder. If you inadvertently
delete an email message, you can retrieve it from this folder, provided you have not emptied the folder. Once the
Deleted Items folder is emptied, you cannot recover deleted items.

3.8 Restoring Deleted Messages

When you delete an email message, the message is moved to your Deleted Items folder. If you inadvertently
delete an email message, you can retrieve it from this folder, provided you have not emptied the folder. These
instructions will assist you in restoring a deleted email message.

1. Onthe Folder pane, click More A Folders
Inbox

Sent ltems
Drafts

2. From the Folder pane, click the Deleted ltems ¢ geomenan

» Inbox
folder e

Sent Items

Junk Email

0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved.
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3. From the Deleted Items folder, click the email
message you would like to restore

John Adams

Issuesin VA

12:59 PM

George: Benjamin Franklin wants to discuss recent d...

4. On the Navigation bar, click the ... (ellipsis)

| @® New |v Replyall | v T Delete Empty folder®|

5. From the menu, click Move To and Inbox

Archive

Junk

>

Mark as unread

((Move to >)  (Inbox )
Categories > Deleted Items

Junk Email

6. Your email message is moved back to your Inbox.

3.9 Emptying Deleted Items Folder

Your deleted messages are moved to your Deleted Items folder. They remain in the folder until it is emptied
or for thirty days, whichever comes first. Once items are removed from the Deleted Items folder, they are
non-recoverable. These instructions will guide you in emptying your Deleted Items folder.

1. Onthe Folder pane, click More

~ Folders
Inbox
Sent ltems
Drafts

2. From the Folder pane, click the Deleted
Items folder

4 George Washington

b Inbox

Drafts

Sent Items

Deleted Items 3

Junk Email

Note

3. From Navigation bar, click Empty folder

® New | v

5 Replyall | v

M Delete (Empty folder) «++

4. On the Empty folder message, click OK

Empty folder

Are you sure you want to permanently delete all the
items and subfolders in Deleted Items?

OK ' Cancel

5.  The contents of the Deleted Items folder are
removed
You cannot recover deleted items, once the
folder is emptied.

Deleted Items

All v
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3.10 Printing Messages

On occasion, you may want to print an email message. The common method is using the File menu from an
open email message. These instructions will walk through this process.

. . W - in R
From the opened email, click the button Issues in VA A
John Adams S Reply AHQ
George:

Benjamin Franklin wants to discuss recent developments in our negotiations with
Virginia

2. From the menu, click Print Mark 2s junk

Phishing scam
Itis located near the bottom of the menu. Mark 25 unread
Flag

View message details

Open in a separate wind

. . . . rint =
3. The email will open temporarily in a new —
window. When the Print dialog appears, - T e
click OK. o s
Cancel

3.11 Creating Signatures

An email signature is the block of text that appears at the end of your email message. Typically, it contains
your contact information, such as name, title, department, business address, phone number, fax number, and
email address. You can have signatures for new messages and for replies and forwards. These instructions
will guide you in creating a signature for new messages.

1. To begin, click the Settings button, E

A B 7

2. From the menu, click Options Office 365 settings

Refresh
Automatic replies
Display settings
Manage add-ins
Offline settings
Change theme

| gL smmmaemn ™
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3. From the Folder pane, click Mail (® Options

Shortcuts

» General

4 Automatic processing

4. On the Folder pane, 4 Layout
e Scroll down until you reach Layout Conversations

. . . Email signature

¢ Click Email Signature e
Message list
Reading pane
Link preview

» Calendar

» People

Other

5. On the Email Signature, select one or more Fmail Signature
options.

| Automatically include my signature on new messages | compose

If you want your email signature added to

. | Automatically include my signature on messages | forward or reply to
newly composed emails,

e Check Automatically include my
signature on new messages |
compose

If you want your email signature added to
emails that you forward and reply to,

e Check Automatically include my
signature on messages | forward or

reply to
6. In the Edit Signature box, B T U Al A % A T = o
e Type your signature text B - )
ypey 9 John Adams

* If desired, use the formatting buttons Second President of the United States
to change the font, font size, and font Executive Branch

style.
Phone: 661-555-1212 | Fax: 661-555-1212
Email: jadams@CSUBakersfield.edu

Web: www.csub.edu/training

7. To finish, click Save ¥ Discard

Email signature
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8.

The next time you compose an email, your
new signature will appear.

= Send [ Attach @ Add-ins Discard

John Adams
Second President of the United States
Executive Branch

Phone: 661-555-1212 | Fax: 661-555-1212
Email: jadams@CSUBakersfield.edu
Web: www.csub.edu/training

3.12 Setting up Automatic Replies

You can set up automatic email replies, such as when you are away on vacation or business. The process
involves creating a template and a rule. These instructions cover the steps involved.

To begin, click the Settings button, E

A B ?

2.

From the menu, click Automatic replies

[¢]
Office 365 settings K8

Mail settings

Refresh
Automatic replies
Display settings

Manage add-ins

TNl et

3.

On the Automatic Replies page,

Click Send automatic replies
Check only send during this range
Select the start date and time
Select the end date and time

Automatic replies

Create automatic reply (Out of Office) messages here. You can sef]
to continue until you turn it off.

(O Don't send automatic replies
(® Send automatic replies

+ Send replies only during this time period
Start time = Mon 9/21/2015 - 800 AM -

End time | Fri 9/25/2015 ~ | S00PM w

4.

In the box, type your message

B I U A A % A = iz v

Iwill be away from the office until Monday, September 28th. If this is urgent, please

contact John Adams

Send a reply once to each sender inside my organization with the following messagd
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5. (Optional) If you don’t want to reply
automatically to email from people outside
of CSUB, then

e Uncheck the Auto-reply to people
outside my organization

O Send automatic reply messages to senders outside my organization

6.  (Optional) If you want to reply automatically
to email from people outside of CSUB, then
¢ Check the Auto-reply to people
outside my organization
e Check Send replies only to senders in

my Contacts list or Send automatic
replies to all external users

e Type your message

+/| Send automatic reply messages to senders outside my organization
(O Send replies only to senders in my Contact list
(@ Send automatic replies to all external senders

Send a reply once to each sender outside my organization with the following messa

B I U A a ¥ A = = wv

Twill be away from the office until Monday, September Zsl:h. If this is urgent, please
contact John Adams, jadams@presidents.com

7. When you are finished, click OK.

X Cancel

3.13 Turning off Automatic Replies

These instructions cover turning off automatic replies.

1. To begin, click the Settings button, E

A B

2. From the menu, click Automatic replies

[¢]
Office 365 settings K8

Mail settings

Refresh
Automatic replies
Display settings

Manage add-ins

R

3. On the Automatic Replies page,
e Click Don’t send automatic replies

Automatic replies

Create automatic reply (Out of Office)
continue until you turn it off.

@ Don't send automatic repli@

(O Send automatic replies

0365 Outlook Web App Basics - QRG
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4.0 Calendar

This section covers the Calendar module. From the Calendar module, you can create and manage your
appointments. You can view your calendar in daily, weekly, and monthly formats. Additionally, you can
create meetings and invite people to attend. The integration between the Calendar and Mail modules allow
you to send and forward appointments and to mail your calendar to others.

4.1 Accessing the Calendar

To access the Calendar app,

1. Click the App Launcher button, E.

2. On the Apps page, click the Calendar
button,

Calendar

4.2 Viewing your Calendar

You can display your calendar in a number of ways. You can display it as a daily, weekly, or monthly view.
Additionally, you view it based on the work week or as schedule.

To change your calendar view, click the desired option from the Navigation bar.

< > September 2015 v

(Day Work week Week Month TodaD

The table below shows the available calendar views.

Calendar Views lllustration

Day

< > Wednesday, September 16, 2015 v 7" Mosty sunny

e Displays your appointments by time for the
selected day
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Work Week <> S:e‘|ilen'bel WJf'fJ %0'5 v
e Displays your appointments by day and time for
your work week, such as Monday through Friday '
B
Week « .‘ SA?::-'r-wI:r\..l.:—l"J ij
o Displays your appointments by day and time for the B
week (Sunday through Saturday) "
-
Month < > September 2015 «
e Default view
e Displays your appointments for the month including
weekends T
Schedule View . Semembﬁjf e , - i
| viednesdy, september o, 201
e Displays your appointments for the day by time in an e e
horizontal format with an availability status bar PUGIP P S I
e This view is helpful, when working with more than
calendar

4.3 Scheduling appointments

The Calendar module allows you to schedule individual and recurring appointments. You can specify the
subject, location, duration, appointment information. Additionally, you choose how the appointment will
appear on your calendar and when to be reminded about your appointments.

4.3.1 Scheduling an Individual Appointment

An individual appointment creates a single entry on your calendar for an event, such as a meeting,
conference, etc. These instructions will help you with creating an individual appointment.

1. From the Navigation bar, click New - .
g v  f25hare v m Print
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: Page 21
Last Modified by tsherman on 2/4/2016 CSU Bakersfield 9



Faculty & Staff
Office 365 Basics
Quick Reference Guide

2. Inthe Details, type subject of your .
appointment Details
Departiment Meeting
3. Inthe Add a Location field, type the
location for your appointment
4. Inthe Start time, Start
e Use the down arrow to select a date Mon 10/5/2015 M B -
e Use the down arrow to select a time e
In the End tlme Mon 10/5/2015 - 3:30 PM -
e Use the down arrow to select a date
Use the down arrow to select a time
5. Inthe body, type the appointment @ | B T U M A ¥ A = o= oas
|nf0rmat|0n, such as purpose and the Meeting to discuss issues with VA negotiations.
agenda.
6.  When satisfied, click the Save button. D
I Discard [ Attach

4.3.2 Scheduling a Recurring Appointment

A recurring appointment creates multiple entries on your calendar for a single event, such as monthly

department meetings, vacation, etc. These instructions will help you with creating a recurring appointment.

1. From the Navigation bar, click New - .
v  fg5hare~ = Print
2. In the Details, type subject of your .
i ype subj Y Details
appointment
Department Meeting
3. Inthe Add a Location field, type the
location for your appointment
4. In the Start time, Start
e Use the down arrow to select a date Mon 10/5/2075 v | [300PM -
e Use the down arrow to select a time e
In the End tlme Mon 10/5/2015 - 3:30 PM -
e Use the down arrow to select a date
Use the down arrow to select a time
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5. In the body, type the appointment
information, such as purpose and the
agenda.

a © | B I U A A ¥ A T D = = V

Meeting to discuss issues with VA negotiations.

6.  Inthe Repeat, click the down arrow

Repeat
.

Mever U

7. From the menu,

to specify your recurrence pattern

e Make your selection or click Other...

~ Never
Every day
Every Monday
Every workday
Day 5 of every month
Every first Monday

Every October 5

8. Onthe Select Repeat Pattern,

¢ In Occurs, use the down arrow to
select a frequency, such as The
same week each month

¢ Inthe Every, select 1 for every month

¢ In the next box, specify the week of
the month, such as first

¢ In the next box, specify the day of the
week, such as Monday

e Click Save

Select repeat pattern
Occurs | The same week each month -
Every |1 months onthe | first -

Monday v

Save Cancel

This example creates a meeting for the first Monday of
every month.

9. For the recurrence range,
¢ In the From, use the date selected or
select a different date
¢ (Optional) In the To, use the down
arrow to select an ending date

From: To:

Mon 10/5/2015 v | None -

10. When satisfied, click the Save button.

@ Discard [ Attach

4.4 Updating Appointments

You can quickly update your appointments from your calendar or by opening your appointments. These
instructions will guide you in opening your appointments for updating.

1. From your Calendar, double-click the
appointment you would like to update.

< > October 4-10, 2015 ~

0365 Outlook Web App Basics - QRG
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2. If you open a recurring appointment, you will
see a message at the top of the screen.

¢ If you want to edit the series, click
Edit Series

e Otherwise continue

You can either update the one appointment
occurrence or update the entire series.

® You're editing a single occurrence of a repeating series. Edit series

3. When the appointment opens, make the
desired changes.

4. When satisfied, click the Save button to
save your changes.

[ Discard [ Attach

4.5 Deleting Appointments

From your calendar, you can delete appointments quickly. These instructions will assist you in an

appointment from your calendar.

1. From your Calendar, double-click the
appointment you would like to update.

< > October 4-10, 2015 ~

5 Monday 6 Tuesday

2. If you open a recurring appointment, you will
see a message at the top of the screen.

¢ |f you want to delete the series, click
Edit Series
¢ Otherwise continue

® You're editing a single occurrence of a repeating series. Edit series

You can either update the one appointment occurrence or
update the entire series.

3. From the Navigation bar, click the Delete

H save (M Delete ) & Open series

4.  On the Delete Event screen, click Delete

Delete event

Are you sure you want to delete this event?
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4.6 Scheduling Meetings

Scheduling meetings is similar to scheduling appointments. The main differences between scheduling meetings
and appointments are the additional tasks for inviting participants and scheduling meeting rooms. Additionally,
scheduling a meeting will send a meeting request to the selected attendees. Like appointments, you can
schedule individual or recurring meetings.

Please note that 25Live is the primary event scheduling application for reserving rooms, such as class

rooms, labs, large venues, and some conference rooms. As such, the meeting rooms referred to in this
section are ones that are not used by 25Live, such as private conference rooms i.e. ADM 101, etc.

4.6.1 Scheduling Individual Meetings

An individual meeting creates a single entry on your calendar for an event, such as a meeting, conference,
etc. These instructions will help you with creating an individual meeting.

1. From the Navigation bar, click New - -
9 w o f)5hare v s Print

2. Inthe Details, type subject of your appointment Details

Department Meeting

3. Click Add room Details

Department Meeting

4. From the list, make a selection AVAILABLE

Doré Theater (Free)

@a rdo Center (FreeD

Old Gym (Free)

5. The Add a Location field will populate
automatically with your selection lcardo Center

6.  Inthe Start time,

Mon 10/5/2015 - 3:00 PM -
e Use the down arrow to select a date o 1075201

End
e Use the down arrow to select a time

In the End time,

Mon 10/5/2015 - 330PM -

e Use the down arrow to select a date
Use the down arrow to select a time
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7. In the body, type the appointment information, ©| B I U M & ¥ A = = o= v
SUCh as purpose a-nd the agenda- Meeting to discuss issues with VA negotiations.

8. Under the People Scheduling Assistant, click the

. g People
+ to add people (right-hand side of screen)

t‘é Scheduling assistant

9.  To select people, D sewcnpecpie
MY CONTACTS 8y first name ¥

e Click the person to add or click Search

People
Benjamin Franklin -i)

¢ Repeat for each person
FJohnAdams 'D

10. Click OK, when you are finished adding people.

¥ Cancel

Required attendees: Icardo Center X Benjamin Franklin (training@csub.edu) x John Adams X

11. The Scheduling Assistant lists your invitees {5 Scheduling assstant
including the room and you. .
¢ If you want to request responses, check George Washington

Organizer

Request Responses
Icardo Center X
New attendee

Benjamin Franklin (tr x
New attendee

John Adams X
New attendee

12.  When satisfied, click the Send button. .
I Cancel Reply all

A meeting request will be sent to the selected
participants.

4.6.2 Scheduling Recurring Meetings

A recurring meeting creates multiple entries on your calendar for a single event, such as monthly department
meetings, etc. These instructions will help you with creating a recurring meeting.

1. From the Navigation bar, click New - .
9 v  f25hare v m Print
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2. Inthe Details, type subject of your appointment Details
Department Meeting
3. Click Add room Details
4. From the list, make a selection AVAILABLE
Doré Theater (Free)
Old Gym (Free)
5. The Add a Location field will populate
automatically with your selection Icardo Center
6.  Inthe Start time,
Mon 10/5/2015 - 3:00 PM -
e Use the down arrow to select a date .
End
¢ Use the down arrow to select a time Mon 10/5/2015 21 [330mm .
In the End time,
e Use the down arrow to select a date
e Use the down arrow to select a time
7. Inthe body, type the appointment information, G| B I U A A% A = = o= v
SUCh as purpose al"ld the agenda Meeting to discuss issues with VA negotiations.
8. In the Repeat, click the down arrow Repeat i
Mever U‘
9. From the menu, ¥ Never
Every day
e Make your selection or click Other... to Every Monday
specify your recurrence pattern Frenywerkday
Day 5 of every month
Every first Monday
Every October 5
10. On the Select Repeat Pattern, Select repeat pattern
e In Occurs, use the down arrow to select a occurs | Tre same viek ezch morth -
frequency, such as The same week each vy [ monpsonte [1m .
month
Monday -
¢ Inthe Every, select 1 for every month -
¢ In the next box, specify the week of the
month, such as first . . .
nth o v the dav of th } This example creates a meeting for the first
n the next box, specify the day of the week,
° pectly y Monday of every month.
such as Monday
e Click Save
0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved.
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11.  For the recurrence range, from

¢ Inthe From, use the date selected or select Mon 105205 v N v
a different date

e (Optional) In the To, use the down arrow to
select an ending date

12.  Under the People Scheduling Assistant, click the People
+ to add people (right-hand side of screen) E® Scheduling assistant

SO Search People

13. To select people,

@

MY CONTACTS y first name

e Click the person to add or click Search

John Adams +)

People E
e Repeat for each person SR FE D

14. Click OK, when you are finished adding people.

x Cancel

Required attendees: [ Icardo Center X I8 Benjamin Franklin (training@csub.edu) % W John Adams X

£ Scheduling assistant

15.  The Scheduling Assistant lists your invitees
including the room and you.

o If you want to request responses, check
Request Responses

16. When satisfied, click the Send button. —
M Cancel Reply all

A meeting request will be sent to the selected
participants.

4.7 Updating Meetings
You can quickly update your meetings from your calendar or by opening your meetings. These instructions will

guide you in opening your meetings for updating.

1. From your Calendar, double-click the meeting you < > October 4-10, 2015 +
would like to update.
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2. If you open a recurring meeting, you will see a
message at the top of the screen.

® You're editing a single occurrence of a repeating series. Edit series

¢ If you want to edit the series, click Edit Series

) i You can either update the one meeting occurrence
e Otherwise continue

or update the entire series.

3. When the meeting opens, make the desired e
changes

4. If you need to remove people, click the X beside the _—
person’s name .

5. If you need to add people, People

o Under the People Scheduling Assistant, click
the + to add people (right-hand side of

screen) @

% Scheduling assistant

6.  When satisfied, click the Send button.

™ Send) T Cancel Reply all

7. On the Send update to attendees, make a selection Send update to attendees

Just added or removed

The options displayed will depend on your changes. RS
The selected participants will receive a meeting
request, depending on your response.

Continue editing
Return to the event for more editing

4.8 Canceling Meetings

From your calendar, you can cancel meetings quickly. These instructions will assist you in cancelling a
meeting from your calendar.

1. From your Calendar, click the meeting you would < > Monday, October 05, 2015 -
like to cancel.
0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved.
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2. If yOU Open a recurring appOintment! yOU WI” seea You're editing a single occurrence of a repeating series. Edit series
message at the top of the screen.

¢ If you want to delete the series, click Edit
Series

e Otherwise continue

You can either update the one appointment
occurrence or update the entire series.

3. From the pop-up window, click Cancel R D 2 =220

Dosé Theater

Department Meeting

55 issues with VA negotiations

Discuss

4. On the Cancel event, click Yes

5. Onthe message screen, e
¢ Add your reason for canceling the meeting N P -
¢ Click Send. .

The invitees will receive a meeting request showing
that the meeting was canceled. It will include your
reason.

4.9 Responding to Meeting Requests

Meeting requests will appear in your Office 365 Inbox. You can quickly respond to the message from your
preview pane. You have several options when responding to meeting requests. You can accept, accept
tentatively, and decline. Additionally, you can accept tentatively and propose a new time or decline and
propose a new time.

4.9.1 Accepting A Meeting Request

You can accept a meeting request from your preview pane. When responding you will have the choice to
make a comment before sending, to send the response immediately, or not to send a response. These
instructions will guide you in tentatively accepting a meeting request.

1. From your Inbox select the meeting request you Inbox Al v
would like to respond to. Yesterday
George Washington
» Department Meeting Wed 4:35 PM
Meeting to discuss issues with VA negotiations
0365 Outlook Web App Basics - QRG ©2015. All Rights Reserved.
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2. From the Preview Pane, select Accept Department Meeting A
George Washington < Tl
Required: M George Washing ... Wed 9/16/2015 4:35 PM
When: Occurs F:‘cr;ﬂ I\:'n Monday from 3:00 PM to 3:30 PM effective
Wnere oo
? Tentative X Decline
No conflicts
Meeting to discuss issues with VA negotiations.
3. From the Accept event menu, select the desired Accept event
Option- Edit the response before sending
Send the response now
Don't send the response
4. If you selected, Edit the response before Sending, o Accept P Tentative X Decine
e Add your comments Accept meeting and add  response
hd CIICk Send ‘ Type response here
Discard
5. After responding, the meeting request will *: T Treee XDy ©nepmncine
disappear from your Inbox. The meeting will T o
appear on your calendar, showing the date and ED” o
. epartmen eeting
time of your acceptance. Whare i 107512015 2007 - 3300
6.  The meeting initiator will receive your response in fhaoies sed A
their Inbox John Adams
Accepted: Department Meeting
Oceurs the first Monday of every 1 month(s)
effective 10/5/2015 from 3:00 PM to 3:30 PM
n Icardo Center
o John Adams has accepted this meeting.
| can attend, but | may need to leave
early.

4.9.2 Tentatively Accepting a Meeting Request

You can tentatively accept a meeting request from your preview pane. When responding you will have the
choice to make a comment before sending, to send the response immediately, or to not send a response.

These instructions will guide you in accepting a meeting request.

1. From your Inbox select the meeting request you Inbox Al v
would like to respond to. Today
George Washington
Office 2013 Training 8:58 AM|
raining on Office 2013
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2. From the Preview Pane, select Tentative George Washington

Requi George Washington: M John Adams; [1Be - T

When: Mon 10/19/2015 8:00a - 10:00a
Where: Tcardo Center

+ Accept (2 Tentative ) X Dedine (D Propose new time

ning on Office 2013

3. From the Tentative accept event menu, select Tentatively accept event
the desired option ) )
Edit the response before sending

Send the response now

Don't send the response

4. If yOU Selected, Ed|t the response befOI‘e v/ Accept ? Tentative X Dedine (® Propose new time

sending,
Tentatively accept meeting and add a response:

* Add your comments | have a scheduling conflict.
e Click Send Type response here

G Tentatively accepted on Thu 9/17/2015, 9:05 AN‘)

5. After responding, the meeting request will
disappear from your Inbox. The meeting will Details

appear on your calendar, showing the date and . o
time of your tentative acceptance. Office 2013 Training
When: Mon 10/19/2015 8:00a - 10:00a

Where: Icardo Center

6.  The meeting initiator will receive your response in John Adams

their Inbox. Tentative:Office 2013 Training

hen Monday, October 19, 2015 8,00 AM-10:00 AM
(UTC-08:00) Pacific Time (US & Canada)

n Icardo Center
ﬂ The meeting was updated after the attendee sent this

response.
John Adams has tentatively accepted this meeting.

I have a scheduling conflict.

4.9.3 Declining a Meeting Request

You can decline a meeting request from your preview pane. When responding, you will have the choice to
make a comment before sending, to send the response immediately, or not to send a response. These

instructions will guide you in declining a meeting request.

1. From your Inbox select the meeting request Inbox All v

you would like to respond to. -
oday

George Washington
New Building Meeting 9:22 AM
Meeting to discuss the windows

©2015. All Rights Reserved. Page 32
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2. From the Preview Pane, select Decline New Building Meeting
George Washington ®
Required: M George Washington; M John Adams; y Thu 9/
When: Wed 9/30/2015 8:00a - 8:30a
Where: Old Gym
V Accept 2 Tentative ® Propose new time
No conflicts
Meeting to discuss the windows.
3. From the Decline event menu, select the Decline event
desired option.
Edit the response before sending
Send the response now
Don't send the response
4. If you selected, Edit the response before V Accept 2 Tentative X Dedline
sending,
° Add yOUr Comments Decline meeting and add a response:
e Click Send | will be 0ﬁ—campus.|
Type response here _J

5. When you decline a meeting request, the request disappears from your Inbox and it does not appear
on your calendar.

6.  The meeting initiator will receive your fin 971772015 9:28 A

response in their Inbox. John Adams
Declined: New Building Meeting

en  Wednesday, September 30, 2015 8:00 AM-8:30 AM

(UTC-08100) Pacific Time (US & Canada).
n Old Gym
o The meeting was updated after the attendee sent this
response.
John Adams has declined this meeting.

| will be off-campus.

4.9.4 Proposing a New Times

You can respond to your meeting requests from your preview pane. When responding, you propose a new
time, while accepting, accepting tentatively or declining. These instructions will guide you in proposing a hew

time.
1. From your Inbox, select the meeting Inbox All v
request. rody
George Washington
Skype for Business Seminar 2:33 AM
\¥e are rolling out Skype for Business. This seminar ..,
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2. Inthe preview pane, select Propose New
Time.

+/ Accept ? Tentative % Decline (D Propose new time

No conflicts

We are rolling out Skype for Business. This seminar will cover the product’s
capabilities and integration with Office 365.

3. From the Propose New Time menu, select
the desired option.

Propose new time
Accept and propose new time

Tentative and propose new time

Decline and propose new time

4. On next screen,
¢ Make your changes

x Discard ===

Propose new time

e Click OK _
Current event time
Thu 91772015 10:00a - 10:30a
Skype for Business Seminar
Wi
Thu 97/2015 - 10:30 AR -
Until
Thu 9/77/2005 - 100 AM
S. NeXt! +" Accept ? Tentative ¥ Decline (5 Propose new time
¢ Add comments, if desired
Tentatively accept meeting and propose new time:
° Cllck Sen d Current:  Thu 9/17/2015 10:00a - 10:30a

Proposed: Thu 9/17/2015 10:30a - 11:00a

Type response here_J

calendar.

on your calendar.

If you declined the request and proposed a new time, the meeting request will not appear on your

o If you accepted or accepted tentatively and proposed a new time, the meeting request will appear

7. The meeting initiator will receive your
response in their Inbox.

Fri 9/4/2015 1:56 PM

George Washington

New Time Proposed: Planning Meeting

Current Monday, November 02, 2015 8:00 AM-8:30 AM (UTC-08:00) Pacific Time (US & Canada).
Pro o Monday, November 02, 2015 8:30 AM-9:00 AM (UTC-08:00) Pacific Time (US & Canada).
Old Gym

© The meeting was updated after the attendee sent this response.
George Washington has declined and proposed a new time for this meeting.

| have a scheduling conflict. Let's move the meeting out an hour.
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4.10 Sharing your calendar

You can share your calendar with other people at CSUB. You also can specify how much of your calendar

to share.
1. From the Navigation bar, click Share — o _
*) New | v ( € Share v) ¥ Print
2. From the menu, click Calendar
3. Inthe Share With box, Share with:
e Start typing the person’s name -
e Select the person from the search Cl)d'd G;’QUB R
results or click Search Directory to Y ' '
search for the person Ge"hrge WaSh'”fti’r;d f
gwashington@CSUBakersfield.onmicrosoft.co
p Search Directory
4. In the box beside the person’s name, click
the down arrow to select how much you George Washington ,
i Avalaniity on v X
want to share with them. guashington@CSUBakersied onmicrosoftcom o
Your options are:
e Availability only
¢ Limited details
¢ Full details
o Editor
e Delegate
5. Inthe Subject, type subject of your Subject:
appointment or leave the default information
I'd like to share my calendar with you
6. Inthe Calendar field, select the calendar Calendar-
you want to share
L_alenda
7. When satisfied, click the Send button. -
' i Send) X Discard
8. Shared calendars appear in the Folder pane
of the Calendar app.
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4.11 Printing your calendar

You can print your calendar from any view. To print your calendar, follow these instructions.

1. From the Navigation bar, click Print

® New | v €U Share v ( 1= Print)

2. From the menu,

Select the calendar to print
Select the view to print
Select the Print From
Select the Print To

If desired, check Print detailed
agenda and calendar

If desired, check Leave room for
notes

The options for printing your calendar
will change based on your selections.

Calendar:
Calendar v
View:
Day v
Print from:
8:00 AM -
Print to:
5:00 PM -
Print detailed agenda and calendar
[ ] Leave room for notes

3. The Preview shows how the calendar will
print out.

Thursday, September 17, 2015

Siype for Business Semine Jordo Cents Gearce Weshinaten

bar

4. When finished, click Print on the Navigation

s Print) ¥ Cancel

5. On the Print screen, make your selections
and click OK

Print u

Printer

Name: CTS3 V] l Properties... l

Status: Ready
| Type HP Laser.Jet 9040 mfp PS I
Where:  cis3.pr.esubedu

Comment. [ Printto file
Printrange Copies
@Al Number of copies: L=
(C)Pages  from: 1 tor 1

Selection _1}3_2’2_3}3 cole
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Faculty & Staff

Office 365 Basics
Quick Reference Guide

5.0 Email Related Policies

CSU Bakersfield has several policies that relate to email, messaging, and other sensitive data. A partial list
of the policies involved with email is shown below.

Email Policy
http://www.csub.edu/its/about/security/supplemental/email/index.html

Email Blocking Policy and Procedures
http://www.csub.edu/its/about/policies/tech/emailblock/index.html

Confidentiality of Email Policy
http://www.csub.edu/its/about/policies/tech/emailpolicy/index.html

Instant Messaging Policy
http://www.csub.edu/its/about/security/supplemental/instantmessaqge/

For more information, visit the Information Security website at:
http://www.csub.edu/its/about/security/index.html

6.0 Getting Help

If you are unsure or need assistance, please refer to the resources below:

e Resources on the Web

Office 365 How-To Information

Office 365 Resources

e For guestions and assistance with Office 365
Email office365@csub.edu

e For general training questions or information

Tammara Sherman, Ed.D.
Campus Training
661-654-6919
tsherman@csub.edu

www.csub.edu/training/index.html

e For help with computer-related Issues

Help Desk
661-654-2307
helpdesk@csub.edu
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