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6 Managing and Planning Appointments

You can plan and coordinate appointments with Outlook. This information management applica-
tion helps you organize your tasks, appointments and the whole daily work routine from one
place on your computer. The same also applies of course for your colleagues and employees.

6.1 Summary from the introductory training material

The Calendar
To open the electronic appointment calendar, click the Calendar button in the folder pane
or navigation bar. For switching calendar views, there are several buttons in the Arrange
group on the Home tab and the Arrangement group on the View tab.

Basic settings of the calendar
Select File menu, Options, Calendar page. Here, you set, for example: start and end time
of work hours, holidays, time zone(s).

Entering appointments into the calendar
You can switch to the date you want using (Strg]+(G] keyboard shortcut. Double-click the
approximate time in the time bar on the left: a form window is opened, in which you can en-
ter or select data. Alternatively, you can open a new form window in any view via Home tab,
New group, New Items button, Appointment. To close the window, click Save & Close on
the Appointment tab in the Actions group.

Changing an appointment
To change the length of an appointment, select the relevant appointment. Place the mouse
pointer on the lower edge of the frame and drag it upward to shorten or downward to pro-
long. If you want to reschedule the appointment, double-click the appointment in the calen-
dar to open the corresponding form window and make adjustments of the date or time
(Start time or End time). Then click Save & Close.

Appointment reminder
By default, you are reminded of an appointment 15 minutes beforehand. To change, in the
Appointment form window, click the little arrow = of the Reminder button on the Appoint-
ment tab in the Options group and select another time from the list box.

Recurring appointments (appointment series)
Some appointments recur, for instance, each Monday or each g™ day of the month. In the
Appointment form window, click the Recurrence button on the Appointment tab in the Op-
tions group. In the resulting Appointment Recurrence dialog box, make the settings. In
the calendar, you can identify recurring appoinments by circlular arrows _¥.

All-day events
To schedule an all-day appointment, activate the | All day event check box to the right of
the Start time boxes in the Appointment form window. All-day appointments are shown un-
der the date header (column header) at the beginning of a day just like holidays.

The to-do bar
You can display the so-called to-do bar at the right edge of the window via View tab, Lay-
out group, To-Do Bar button, Calendar, People, and/or Tasks. Then, the date navigator
(calendar), the scheduled appointments, and the task list are displayed there.
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6.2 Sending the calendar

via email

You can send your colleagues an ex-
cerpt from your calendar via email.

In the folder pane on the left, right-click
the respective calendar in the My Cal-
endars area. In the context menu, select
the Share command and then E-mail
Calendar. Or click the E-mail Calendar
button on the ribbon (Home tab, Share

group).

Adjust the calendar information in the
dialog box shown to the right and click

[ ok J.

The calendar is embedded in a new
email message. Enter the recipient ad-
dress, insert text above or below the
calendar information, and send the
message:

Open in New Window

B gh

Mew Calendar...

W Color 3

Lopy Calendar

E E-mail Calendar...
Share r I%

Properties...

Publish to WebDAY Server...

Calendar context menu

Send a Calendar via Email

D Specify the calendar information you want to include,

Calendar: Calendar [This computer only) ~
Date Range: | specify dates.., ~
Start:  Mon 12/12/2016 ~ | End: |Fri 12/16/2016 ~
Helait e | Full details
Includes the availability and full details of
calendar items >
Advanced:

[T
D Include details of items marked private

[[] Include attachments within calendar items
Email Layout: | Daily schedule ~

QK Cancel

Adjusting the calendar information

Options  FormatText  Review

[=] <
Message  Insert

- Format Painter

Ay Somerville Calendar - Message (HTML) [zal — [m} x

Developer

%ut 10 Eﬂ

Q Tell me what you want to do

B« |’ Follow Up~

! High Importance

Yo 0 B

Paste B I U Address Check  Attach Attach Signature
Book Names File~ lem~ - ¥ Low Importance
Clipboard & Basic Text Names Include Tags 5 ~
To..
Ceo
Send
Subject ‘Amyiumewl\leca\endar
Amy Somenville Calen...
Al it -
tached s

Amy Somerville Calendar

amy_somerville@ IS

Monday, December 12, 2016 — Friday, January 6, 2017
Time zone: (UTC-08:00) Pacific Time (US & Canada)
(Adjusted for Daylight Saving Time)

December 2016
Su Mo Tu We Th Fr Sa

January 2017
Su Mo TuWe Th Fr Sa

[] Free

[] Outside of Working Hours

W Busy
[l Out of Office

Tentative
[F] Working Elsewhere

The email message with the copied calendar information
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6.3 Saving the calendar on a network or Internet server

To save the calendar on a network or Internet server, go to the File menu and click Save Cal-
endar. In the following example, the calendar is being saved to the D: drive of the network serv-
er COMP2GHX. It can also be an Internet site, however. Everyone who has access to this folder
can view the calendar.

05 Save As

P » Network » COMP2ZGHX » d » Documents « @ Search Documents =

File name: | Amy Semerville Calendar.ics “

Save as type: |iCalendar Format (*.ics) ~

Amy Somervillg; Thu
12/8/2016; Availability
anly

v Browse Folders Tools Cancel

Mare Options...

Saving the calendar on the network

Open the dialog box to adjust the calendar information with the button. After you
save it, other people can import this calendar file (*.ics) into Outlook.

6.4 Exercises

Imagine you are in charge of a project in a company and meet with the individual project team
members in order to discuss their progress and what further action should be taken. In addition,
your boss wants to be informed about the current status of the project.

Keep a calendar with the following appointments and settings: The work hours begin at 9 a.m.
and end at 6.30 p.m. The Day calendar ought to have 15 minute time intervals. (Customizing
the time intervals: Right-click the time line and select the time interval (for example 15 minutes))

1. The talks with the project team will take place on October 9: you have an appointment with
Ms. Kinner at 9:45 a.m., Mr. Muller is expected at 11:30 a.m., Ms. Hansen at 2 p.m., and
Mr. Koslowsky at 3.30 p.m.

2. The description of the appointment will always be Project - status quo. In addition, it will
include the name of the respective employee. Plan 60 minutes per meeting. Also, set a re-
minder for 30 minutes before the appointment.

3. The meeting with your boss will take place at 5 p.m. on the same day. It will probably last
45 minutes.

4. Once a week, every Monday at 9 a.m., you take part in a one-hour sales meeting.

5. OnFebruary 2, 3, and 4 you are registered for an all-day sales seminar.
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7  Connected to Exchange

In large companies and agencies it is usually no longer enough to use Outlook without a con-
nection to other computers. To make this connection, Microsoft offers the additional program
Exchange. This requires a computer on which the so-called Microsoft Exchange Server is
installed. Via the company or agency network, this server communicates constantly with the
users, the so-called email clients. The connected computers receive the most recent infor-
mation very quickly. Apart from that, the users are provides with several more internal commu-
nication options, e.g.:

1. Designating a delegate who can process your mails in your absence.
2. Joint appointment and resource planning via the calendar.

3. A global address book for all employees allows you to search for email addresses.

Connected to: Microsoft Exchange [l E -———F—+

Message on the status bar

Provided that an Exchange mailbox has been set up for you and that your Outlook is also set up
correspondingly, this mailbox appears in the folder list. The contents of this mailbox folder are
saved on the Exchange server. If you wish, copies are created on your computer so that you
can access the data already available even without an Exchange connection, i.e. offline.

Your personal folders are saved on your computer and only you can access them. Using the
usual commands, e.g. drag and drop, you copy or move the data between the mailbox folders
and the personal (local) folders.

Your Outlook is usually automatically connected to the Exchange Server. In case of a disrup-
tion, you will receive the message on the status bar at the bottom right. Outlook then
tries to restore the connection to Exchange at regular intervals.

The connection to the Exchange server may also be made via the Inter-
net to give employees the opportunity to access the Exchange mailbox

from anywhere at any time. It can be necessary, e.g. for cost reasons, to (g
work offline sometimes and to make a connection again later, for exam- w;ﬁ’
ple when you are staying abroad. By clicking the button shown on the Offline
right on the Send / Receive tab in the Preferences group you switch Send / Receive tab,

. : Pref
offline mode on and off. A message on the status bar at the bottom right references grotp

shows you the mode: EEEETTT.

7.1 Delegation

With the Exchange server, Outlook is particularly directed to internal communication as well.
Thus, there is the option of exchanging data with all employees within a company. If you are
absent, you can assign a delegate to cover for this time. To do this, open the Info page of the
File menu and click the Account Settings button and select the Delegate Access command
from the submenu:
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Info

Account Information

cA Amy.Somerville@ IS
U) Microsoft Exchange

Open & Export

Save As

+ Add Account

3

Account Settings

Change settings for this account or set up more connections,
Access this account on the web.
Settings ~ .
-
Office > ‘
Account |T Account Settings... iPhone, iPad, Android, or Windows 10 Mabile, | [k U " g
.§ Add and remove accounts or { %,_\
Foxiels change existing connection settings.
.. Delegate Access Change
Support &8 Give others permission to receive
itemns and respond on your behalf. (Out of Office)
Options =i Download Address Book... fy others that you are out of office, on vacation, or not available to
E‘@ Download a copy of the Global
Bt Address Book.
Manage Mobile Notifications

Set up SMS and Mobile
Meotifications.

|box by emptying Deleted ltems and archiving. -

File menu (cut-out)

Delegates can send items on your behalf, including creating and
responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

The dialog box on the right is opened. Click the : ey
button. -

Remove

Permissions...

Propertjes...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the arganizer to:

My delegates only, but send a copy of meeting requests and
responses to me {recommended)

My delegates only
My delegates and me

The global address book appears with all em-
ployees. Select your delegate and click the

button:

The Delegates dialog box

Cancel

Search: @ﬂame only O More columns

Address Book

& Steve Randolph
& Thomas Daugherty
& Tim Sanders

& Victor Sanchez

Steve.Randolph@
Thomas.Daugherty@...
Tim.5anders @
Victor.5anchez@

Go Offline Global Address List - Amy.Somerville @/ ~ Advanced Find
| MName Title Busines.. Loc.. Departm... Email Address Comp... Alias
& Amy Somenville Amy.Somerville @ Amy.Somerville
a Ashley Heintz Ashley.Heintz@ Ashley.Heintz
a Christian Riggs Christian.Riggs@ Christian.Riggs
a Frank Dreyersdorff Frank.Dreyersdorff@... Frank.Dreyersdorff
len Stewart
aa Judith Weller Judith.Weller@ Judith.\Weller
& Liam Williams Liam.Williams @ Liam.Williams
& Melanie Woodward Melanie. Woodward... Melanie. Woodward
Room 1 Room1@ Room1
Room 2 Room2@ Roomz2
& Sally Duarte Sally.Duarte @ Sally.Duarte

Steve.Randolph
Thomas.Daugherty
Tim.Sanders
Victor.5anchez

Add -» Helen Stewart

Cancel

Adding a name

Once you have confirmed the selection with [ 0ok ], you have to define the permissions of your
delegate in the following dialog box:
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Delegate Permissions: Helen Stewart

This delegate has the following permissions
l:l Calendar  Editor (can read, create, and modify items)

Delegate receives copies of meeting-related messages sent to me

3 Tasks Editor (can read, create, and modify items)
@ Inbox ‘Ed\tur (can read, create, and modify items) H@
Izl Contacts  Mone v

Notes MNone v

[] Automatically send a message to delegate summarizing these permissions

[JDelegate can see my private items

Defining delegate permissions

Make sure that the Inbox field doesn't contain None and close the dialog box by clicking [ ok ].
In the Delegates dialog box, you will now see the name:

Delegates

Delegates can send items on your behalf, including creating and

“ responding to meeting requests, If you want to grant folder
permissions without giving send-on-behalf-of permissions, dose this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Helen Stewart Add...

Remove
Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the organizer to:

@ My delegates only, but send a copy of meeting requests and
responses to me (recommended)

(O My delegates only
(O My delegates and me

The delegate has been entered

Click [ ok_]. After that, your mails can now also be opened and processed on the computer of
the delegate using the following path: File menu, Open & Export page, Other User’s Folder
button. In the following dialog box, clicking the button opens the global address list
where you select the name.

Open Other User's Folder

Folderty! Inbox e

0K Cancel

Opening the global address list

If the delegate switches to a different view, the inbox of the person who is absent is closed and
must be called up again in the same way. This can be somewhat inconvenient when the delega-
tion occurs on a frequent or long-term basis. However, it can be avoided by setting up perma-
nent mailbox access as described in the next chapter.

If the delegate replies or forwards an email on behalf of the person who is absent, this is clearly
indicated in the sender line:

£ Reply @‘i Reply All (5} Forward

?’; Helen Stewart on behalf of Amy Somerville Tim Sanders
E 'I-. 3 1 - n - " H
T FW: Info material for the "Creative Idleness” seminar

Sender line of the delegate
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To make changes to your delegations, open the previous dialog box again, select the respective
entry and click [Permissions] or [Remove].

Setting up permanent mailbox access

By setting up permanent mailbox access your delegate can have your email folder permanently
displayed in their own Mail view. You simply have to share your mailbox and define which fold-
ers are displayed with which permissions. The delegate must then add the mailbox to their Mail
view. In our example, Amy Somerville designates Helen Stewart as her delegate. Helen Stewart
on the other hand adds Amy Somerville's mailbox to her own Mail view for permanent access.

1. In the folder pane of the Mail view,

_ ) : - » Favorites ¢
right-click your mailbox (in our example
Amy Somerville) and select the Fold- PY TV I prm————

. . =  Openin New Window
er Permissions command from the T — _ _
context menu = Open File Location

: Clutter
2. In the dialog box that opens, on the BIES New Folder...

Permissions tab, click the but- Sentlicms Manage All Site Mailboxes...
ton, double-click the person/people to [liz=h Show in Eavorites
select the one(s) you want to grant ac- Aichive A Sort Subfolders Ato Z
cess permission, and confirm your se- Suibor Account Properties..
IeCtlon Wlth ' The name appears athiae a* Folder Permissions %
. o .
in the upper part of the Permissions [ Data File Properties..
tab (here: Helen Stewart). b Search Folders

Adjusting folder permissions

3. Select the Permission Level by clicking the drop-down arrow *#. In the Read, Write, De-
lete Items, and Other areas below it, you can see which permissions the individual levels
contain. However, you can also activate and deactivate options in these areas yourself.

Outlock Today - [Amy.Somernvile IR <

General Home Page Poliy —Permissions

MName Permission Level
Default

Anonymous

Mone
Mone

Helen Stewart Editor
Add... Remave Properties...
Permissions

Permission Level: | Editor

Read

Write

T

ONUI"IE Create items
@ Full Details |:| Create subfolders
Edit own
[ Edit all
Delete items Other
ONone |:|Fo|der owner
) own [ Folder contact
@AII Folderwswble

Cancel

Apply

Defining the delegator's permissions
4. Close the dialog box by clicking [ ok ]. Helen Stewart has now access to the mailbox.

We still have to specify which folders the delegate can display in their Mail view and with which
permissions. In our case, it is the inbox and the delegate shall receive full read/write access.
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e

view.

As the delegate, adding the inbox of the absentee to one's own Mail view

In the folder pane, right-click Inbox and select Properties from the context menu.

If necessary, select Editor as Permission Level.

In the Inbox Properties dialog box, switch to the Permissions tab and select the delegate.

Confirm your settings by clicking [ ok_]. The delegate can now add your inbox to their Mail

To display the inbox of the person, on whose behalf you want to act, in your mailbox, you have
to add their mailbox to your Mail view:

1. Onthe Info page of the File menu, click Account Settings and select Account Settings.

2. On the Email tab, select your Exchange account (in our example Amy Somerville) and

click [Change].

Account Settings

Email Accounts

i Mew..,

You can add or remove an account. You can select an account and change its settings.

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

Qf‘ Changer.\ >( Remove

Mame
[ amy.Somenville

l/g Type

Microsoft Exchange (send from this account by def...

Selecting the account and clicking

3. In the Change Account dialog box, click and in the Microsoft Exchange
dialog box, switch to the Advanced tab and click [Add].

4. Type the name of the person whose mailbox you want to add into the Add Mailbox dialog
box (in our example Amy Somerville) and click [ ok ].

l]%; Entering the last name or a distinct first name is sufficient. If Exchange cannot find the

name in the address list, you'll receive an error message.

5. The name has now been entered in the Microsoft Exchange dialog box. Close it by cli-

cking [ ok ].

Microsoft Exchange

General | *

Mailboxes

Open these additional mailboxes:

Remove

Cached Exchange Mode Settings
gse Cached Exchange Mode
Download shared folders
|:| Download Public Folder Favorites

Outlook Data File Settings...

Mailbox Mode

Cutlook is running in Unicode mode against Microsoft
Exchange.

The additional mailbox has been entered

In the Change Account dialog box, click [Next] and [Finish] and then the Account

Settings dialog box.
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The mailbox is now available in the folder pane. You open it via the small triangle [* to navigate
to the folders you have permission to access.

4 Helen Stewart
I Inbox 1

Clutter

Drafts

Sent [tems

Trash

Archive

Outbox

RSS Feeds

Spam

Search Folders

I Groups

4 Amy Somerville
Inbox 5

Folder pane of the delegate (Helen Stewart) with the mailbox of the represented person (Amy Somerville)

Removing the mailbox of the absentee from the Mail view

To remove the mailbox when you no longer need to act on behalf of the other person, go to the
File menu (Info page), select the Account Settings command from the submenu of the Ac-
count Settings button, select your Exchange account, click [Change], then [More Settings],
switch to the Advanced tab in the Microsoft Exchange dialog box, select the account of the
represented person and click [Remove]. Confirm the question, if you are sure that you want to
remove the mailbox with [ves], close the Microsoft Exchange dialog box by clicking and
the Change Account dialog box by clicking [Next] and [Finish].

7.2 Sharing calendars

In an Exchange environment in the default setting all users can only look at the busy times in
the calendars of colleagues via the scheduling assistant (page 80). To see or change the de-
tails, a calendar needs to be shared. The notification about the sharing of a calendar is given
with a message. A distinction has to be made between two approaches:

e You ask the email recipient to share their calendar with you (Sharing request), and/or

e You give the email recipient permission to view details in your calendar (Sharing invita-

tion).
In the calendar view, on the ribbon, click the button on the right on the
Home tab in the Share group. Outlook composes a hew message with
the sharing request or invitation. Enter the recipient's address or select Home tab,
it. Now, set the type of calendar sharing, you can also activate both Share group

check boxes:
Request permission to view recipient’s Calendar.

Allow recipient to view your Calendar.

1. When you activate the lower check box, use the Details list box to determine whether only
the availability, limited details or full details will be shown.
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Share Insert Options Format Text Review

To... Helen Stewart

Subject Sharing invitation: Amy Somerville - Calendar
Send

Request permission to view recipient’s Calendar
Allow recipient to view your Calendar

Details | pvailability only -

Amy Somerville - Calendar

i

Microsoft Exchange Calendar

Sharing invitation: Amy Somerville - Calendar -

Share

Time will be shown as “Free,” "Busy,” "Tentative,” "Working Elsewhere,” or "Out of Office”

A message with the calendar sharing

2. When activating the upper check box, you'll send the recipient an email request to
share their calendar. The recipient answers this request via the Allow or Deny buttons.
If they allow it, the details can be adjusted in the window that opens and a message can

be added in the text area.

3. Click the Send button and confirm the question whether you want to share the calendar

by clicking [ ves ].

Share this Calendar with Helen Stewart
=Helen.Stewart@| 0 = =?

[(—)
Permissions: Availability only

Yes

Sharing the calendar? Yes!

Calendar permissions

To adjust or remove the sharing

i 2* =
of your calendar, click the Calen-
dar Permissions button on the Home tab,

Home tab in the Share group. Share group

In the dialog box on the right, first of all, add or select
the respective name in the pane at the top. Now, set
the various options for Read, Write, Delete items
and Other.

Clear overview of shared calendars

Calendar Properties

General Home Page Autofrchive PErMIssions  Synchronization

MName Permission Level

Default Free/Busy time

Helen Stewart Editor

< >
Add... Remove Properties...

Permissions

Permission Level: | Editor ~

Read Write
MNone [ Create items

() Free/Busy time

e Free/Busy time,
subject, location

(®) Full Details
Other Free/Busy...

Delete jtems
O Hone
) own
@Al

|:| Create subfolders
Edit own
1 Edit all

Other

Dfo\der owner
[JFalder contact
[] Falder visible

Cancel

Apply

Adjusting the calendar permissions

Assuming you want to coordinate the appointments of your colleagues to collaborate with them
on a team project and they have shared their calendars with you for this purpose. With its
Schedule view, Outlook makes it possible for these calendars to be displayed simultaneously

one below the other providing a clear overview.
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1. Onthe Home tab, in the Arrange group, click the Schedule View E
button.
Schedule
2. Inthe lower left part of the calendar section, successively type the S

names of the colleagues into the Add a Calendar field or select Home tab, Arrange group
them via the address book [-=. The calendars are now displayed E=
below each other with your own calendar at the top. -

= - Calendar - Amy.Somenville® IR - Outlook =2 - o x
Home | Send/Receive  Folder  View @ Tell mewhat you wantto do

El E Fj Q% E_ E El E E El E ,ﬁ r\ [ Share Calendar % New Group Search People

Add a Calendar (Ctri=1)|

A= [ Publish Online - P Browse Groups  [E5 Address Book
New Mew  MNew  MNewSkype Today Next7 Day Work Week Month Schedule  Open Calendar E-mail _, .
Appointment Meeting = ltems = Meeting Days Week View | Calendar Groups~ Calendar & Calendar Permissians
Hew Skype Meeti..  GoTo & Armange % Manage Calendars Share Groups Find ~
<
< December2016 b ; ¢ Today ¢ Tomorrow
4 » December6, 2016 Berin - S 000 T gocsae Search Kalender P
SU MO TU WE TH FR SA ! aec/2ec 8°C/3°C
27 28 29| 1 2 3 9am 10 1 12

4 5 8 7 8 910
1 12 13 14 15 16 17
18 19 20 21 22 23 24

Tuesday, December 6, 2016

25 26 27 28 29 30 31 Calendar
12 3 4 5 6 7
4[] My Calendars & Helen Stewart Meeting with department managers Meeting with Ms. Jones (Prime LLC)
v| Calendar
N .
[[] Other Calendars & Tim sanders Meeting with Mr.
Haney from

Peterson Inc.
o
4[] Shared Calendars

Helen Stewart & Frank Dreyersdorft
Tim Sanders
B

Frank Dreyersdorff
[EE Add a Calendar (Ctr...

= m s K

ltems:0 & Reminders: 1 This folder is up to date.  Connected to: Microsoft Exchange [ ]

All calendars are shown in Schedule view

3. Atimeline is located above the calendars; based on a blue bar you can quickly see when at
least one person is not available.

Depending on their sharing details, your colleagues' calen- 4[A My Calendars
dars will only display busy times (for instance in the Frank I8 &zt
Dreyersdorff example) or further information such as the sub-

i i i - Other Calend
ject. If only busy times are displayed you can send a sharing - Other Calendars

request by clicking the [ icon below the name. With the ap- (8] Shared Calendars
propriate authorization you can also edit the appointments. Helen Stewart

[+] Tim Sanders
If you no longer want to display a calendar, simply remove the %ﬁankommﬁ
check mark in front of the respective name in the Shared
Calendars section of the folder pane. Hiding a calendar

7.3 Meetings

Joint appointment planning with Outlook in an Exchange environment is an important area of
application. When planning a meeting, you can, for example, use messages to invite the at-
tendees and reserve rooms and other resources.

To set up a new meeting, in the calendar view, click, for example, the New Meeting button on
the Home tab in the New group. Determine the attendees using the button, type in a
Subject, and select the Location using the button, e.g.:
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g - Caoling problem in the old server room - Meeting 5al - u] X
Meeting Insert Format Text Review Q Tell me what you want to do

@ You haven't sent this meeting invitation yet.

Room Finder 7 %

To.. Helen Stewart; Tim Sanders; Room 2 ~

= 4 HNovember201s b

Subject Cooling problem in the old server room Su Mo Tu We Th Fr Sa

Send 12345

Location Room 2 - ROOMS... 6 7 8 9 10 11 12

= 13 14 15 16 17 18 19

Starttime  |Wed 11/30/2016 3:30PM | [ Al day event 2002 2 23 24 25 26
Endtime | Wed 11/30/2016 1| [430PM - 27 28 29[30]

Good Fair Poor

Choose an available room:
None
Room 2.

Suggested times:

230 PM - 3:30 PM ~
1 available room

3:00 PM - 4:00 PM
1 available room

3:30 PM - 4:30 PM
1 available room
In Shared Folder [ Calendar

2:00 PM - 5:00 PM v

New meeting

While setting up the meeting, the availability of a room is already visible in the lower part of the
Room Finder task pane.

=1 | Once you have selected and typed in all content, you can send the invitations: Click the
sens | Send button, or press [Ctr1]+[Enter] the key combination.

The invited participants receive a meeting request via email. Using different buttons in the

Respond group on the Meeting tab, the invitation can be answered: Accept, Tentative, De-
cline, Propose New Time, e.g.:

=] L I T Cooling problem in the old server room - Meeting [Eal — m] *
Meeting Q@ Tell me what you want to do
x + Accept~ / . E/} E)‘ P Company Outing ¥ Move ~ E 53 Mark Unread a’?ﬁ) A Find Q
5] Al ~
? Tentgive - ~ < B £3 To Manager ~| = Rules~ ==| Categorize ~ [Z] Related -
Delete Propose Mew Respaond Meeting Calendar = . . ssign Translate Zoom
X Decline~ Time = - Notes Team Email M Policy ~ |" Follow Up = - [-\g Select -
Delete Respond Meeting N... Calendar Quick Steps [} Move Tags [ Editing Zoom ~
? Amy Somerville Helen Stewart; Tim Sanders ~ 1:59 PM
o IR . .
f-\ Cooling problem in the old server rcom
ﬂ Please respond. v
When Wednesday, November 30, 2016 3:30 PM-4:30 PM Location Room 2 ~
. -
3
Cooling problem in the old server room
Room 2
4 Amy Somerville
5
-

Replying to a meeting request (if necessary, open the calendar preview via + in the text area)

In the submenu of the Accept, Tentative and Decline buttons you can select whether you want
to send your reply immediately, edit the reply before sending, or not send it at all. If the invitation
has been accepted, the meeting will be automatically added to the calendar of the invitee. The

organizer of this meeting will receive a notification of the acceptance (maybe tentative) or decli-
nation:
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=] r 4 = Accepted: Cooling problem in the old server room - Meeting Response ? [Ea) — O *
Meeting Response

Wed 11/30/2016 2:09 PM

Helen Stewart

Accepted: Cooling problem in the old server room

To Amy Somerville

When Wednesday, November 30, 2016 3:30 PM-4:30 PM [UTC-08:00) Pacific Time (US & Canada).
Location Room 2

Accepted PRoom 2

Tentative Mo attendees have tentatively accepted.

Declined Mo attendees have declined.

ﬂ Helen Stewart has accepted this meeting.

The meeting has been accepted

@ You also receive an automatic acceptance via email from the conference room if it is
free at the time, or a declination if it is already booked.

Tracking

In the acceptance above, you can partially track the status of the
attendees in the bottom left part of the email header; however, Out- E"‘pp‘“”tme”t

look also offers you more detailed information on their status. To get = Scheduling Asistant
this, switch back to the Meeting window. On the previous page this
new meeting was planned in Appointment view. Once you have

sent the invitations, the Tracking button is added to the Show group ~ Now, there are three buttons
on the Meeting tab in the

% Tracking -

Show

on the Meeting tab. With a click on this button you open the following sh
. Oow group
view, e.g.:
H +r b = Cooling problem in the old server room - Meeting [Eal - O X
Meeting Insert Format Text Review Q Tell me what you want to do
r| Appointment () FA [ [ Address Book - R [
. B = 3| 7 B show As: [l Busy - (s2%¢]
~ 19 Scheduling Assistant i / &, Check Names N = m o,
Cancel o . . Skype Meeting Contact X Reminder: |15 minutes . |Recurrence Time Room  Categorize
Meeting i3 Tracking ~ Meeting Notes  Attendees~ ] Respense Options - Zones Finder - +
Actions Show Skype Me... Meeting... Attendees Options o Tags -~
The following responses to this meeting have been received:
E, Mame Attendance Respanse

Amy Somerville Meeting Organizer Mone

Required Attendee Accepted
Required Attendee Mone
Resource (Room or Equipment) Accepted

The meeting in Tracking view

The Scheduling Assistant

Now, in the Show group, click the Scheduling Assistant button. To schedule meetings, addi-
tional options are provided in this view. Here, differenttly colored markers provide a good over-
view of the calendars of the planned attendees and resources (here Room 2). You can also add
more attendees and resources and make changes and remove items. People who haven't sent
a reply yet, are displayed as 7ZZZ72Z Tentative:
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[m] 4 = Cooling prablem in the ald server raom - Meeting 5al - 0 X
Meeting Insert Format Text Review Q Tell me what you want to do
. El 3
D( @ [E Appointment tFE\ E/ul De ['JAddrEss Book Show As: | Busy . Q:, Recurrence HII
B L,@Scheduling Assistant - &5 Check Names (& Time Zones !
Cancel & . 7] Skype Meeting Contact Reminder: |None - Categorize
Meeting - 13 Tracking - Mesting  Notes  Attendees~ LY Response Options - 22 Room Finder - ¥ addiine
Actions Show Skype Me... Meeting... Attendees Options Tags Add-ins -~
*Elsend 100% w  Wednesday, November 30, 2016 Thursday, Room F| ndel- - X
8:00 AM 900 10:00 11:00 1200 PM  1:00 .00 300 4.00 8:00 AM “
B[ All Attendees [ I R N N —

4 HMovember2016 M

F

£ Amv Somervile
& Helen Stewart
@ Tim Sanders

Su Mo Tu We Th Fr Sa

&3 Room 2
Good Fair Poor
N v Choaose an available room:
3 Mane
Add Attendees... [ Options ¥| o time [ wed 11/30/2016 3:30 PM -
Add Rooms... Endtime  |Wed11/30/2016  [05] |4:30PM -
M Busy % Tentative [l Out of Office [ Working Elsewhere [N Mo Information Qutside of working hours w

Scheduling Assistant view

Using the Appointment button in the Show group on the Meeting tab, you switch back to Ap-
pointment view.

You can also use the scheduling assistant as early as for planning a meeting to see from the
first when your colleagues are available. To do so, open a new meeting (Home tab, New group,
New Meeting button) and click the Scheduling Assistant button to open the assistant.

In the left part of the window, place the cursor in the Add a name
here field, type in the respective required attendees including the
room or select them via the E= Address Book button (Meeting
tab, Attendees group), and complete each entry by pressing the
key.

B | | Al Attendees

2 Amy Somerville

Entering the attendees here

Use the scroll bar to navigate through the possible times or select your favorite date and time in
the Start time fields. The bars show you, which attendees have appointments at what times and
you can schedule your meeting accordingly.

= Untitled - Meetin = - m} X
9
Meeting Insert Format Text Review Q@ Tell me what you want to do
Appointment (A  Address Book O R
x = D"L ppointmen S\E m S|< [' ress Boo Zshowas M Busy . Q;, ecurrence =||
S Scheduling Assistant ¥ N &% Check Names @ Time Zanes !
Delete = Skype Meeting Cancel Ia X Reminder |15 minutes . Categorize "
Meeting Notes |nvitation &-] Response Options ~ 2& Room Finder -
Actions Show Skype Mee... Meeting N... Attendees Options [F] Tags Add-ins -~
‘Elsend 1009 w Tuesday, December 6, 2016 Room Finder ~ pad
2:00 300 4:00 800 AM 500 10:00 11:00 12:00PM  1:00 2:00 3
B[ | All Attendees I [ 4 December2016 b
£ Amy Somervile Su Mo Tu We Th Fr Sa
© i reversdo? S B
& Thomas Bergman [ ] 4 5 6 7 8 9 10
[] & victor Sanchez [ ] 11 12 13 14 15 16 17
- - - 18 19 20 21 22 23 24
25 26 27 28 29 30 31
Good Fair Poor
" 5 Choose an available room:
None
Add Attendees... | | Options Start time Tue 12/6/2016 8:00 AM -
Add Rooms... End time Tue 12/6/2016 fe) | 8:30 AM -
MEusy £ Tentative [l Out of Office [ Working Elsewhere [N Mo Information Qutside of working hours Y]

The appointments of all attendees are evident here

Click the Appointment button (Meeting tab, Show group) to switch back to Appointment view
where you can enter a subject and a message in the text area and send your request.
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, , i
Cancelling a meeting canﬁ

Meeting

If a meeting needs to be cancelled ahead of schedule, it is not enough for the P .
reparing the

organizer of the meeting to just delete the meeting from the calendar. Here, it cancellation
is of course necessary to inform all the attendees and to release the booked message
resources again. To do so, in the meeting window, click Cancel Meeting

button on the Meeting tab in the Actions group. Maybe change the subject =1
and write additional information in the text area of the message. Then finally, send

Cancellation

click the Send Cancellation button. Only then will the meeting be cancelled!

Cancelling the
meeting

7.4 Automatic reply to email messages

You can set up Microsoft Outlook so that everyone who sends you an email message automati-
cally receives a reply with the information that you are currently out of office or that your reply
may be delayed. Automatic replies can also contain further information, such as alternative con-
tacts.

To set up automatic replies, in the main window, click the button on the right Aot

on Info page of the File menu. The following dialog box appears. Activate i

the ® Send automatic replies option: File menu,
Info page

Automatic Replies - Amy Somerville X

ODo not send automatic replies
©§end automatic replies
Dgnly send during this time range:
Thu 12/1/2016 12:00 PM
Fri 12/2/2016 12:00 PM
Automatically reply once for each sender with the following messages:
ol . "
d,".. Inside My Organization e Outside My Organization (On)
Segoe Ul vz v B I u AiZiZESE
Enter the message here.|
Rules... Cancel

Setting up automatic replies

Type the reply text into the large white box and you can use the buttons above to format this
text as well. The messages are replied to differently, depending on the sender being inside or
outside your organization. For that, two tabs are available. On the Outside My Organization
page you can also set whether the replies are only sent to senders from your contact list or to
anyone:

Automatically reply once for each sender with the following messages:
53' Inside My Organization e Cutside My .Organization [On)

Auto-reply to people outside my organization
O My Contacts only @Anyone autside my organization

Segoe Ul 8 “| B IQAEEgEEE
Two tabs
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Once you have made the settings and have entered the text, close the dialog box by clicking
[ ok ]. On Info page of the File menu, you can now see that the Automatic Replies feature is
switched on:

Automatic Replies (Out of Office)

< Use automatic replies to notify others that you are out of office, on vacation, or not available to
Automatic respond to email messages.
Replies Automnatic replies are being sent.

Turn off

The automatic replies are switched on

Using the corresponding button you deactivate this feature and with a click on the large button
you open the Automatic Replies dialog box again.

7.5

The Exchange Server manages both internal and external addresses in the so-called Global
Address List. This means you cannot only communicate within the company but also external-
ly via email. This address list is maintained and managed by your company's administrators. As
a general rule, employees cannot change anything in the company address book. If you should
discover mistakes, inform the experts who will then make the necessary changes.

To use the global address book for a new message (page 21), click the button in the
message window. The following dialog box appears:

Exchange and address books

Select Names: Global Address List

Helen Stewart

Search: @ﬂame only OMoge columns  Address Book
Go Global Address List - Amy.Somerville @ ~ Advanced Find
| Mame Title Busines.. Loc.. Departm.. Email Address Comp... Alias
:. Amy Somerville Amy. Somerville@ Amy.Somerville A
:. Ashley Heintz Ashley. Heintz@ Ashley. Heintz
:. Christian Riggs Christian.Riggs@ Christian.Riggs
:. Frank Dreyersdorff Frank.Dreyersdorffi@... Frank.Dreyersdorff

Helen.stewart @ N

Helen.5tewart

& Steve Randolph
& Thomas Daugherty

& Judith Weller Judith, Weller@ Judith.\Weller

& Liam Williams Liam.Williams @ Liam.Williams

& Melanie Woodward Melanie.Woodward.., Melanie.Woodward
Room 1 Room1@ Room1
Room 2 RoomZ@ Room2

:. Sally Duarte Sally.Duarte@ Sally.Duarte

Steve.Randolph@
Thomas.Daugherty@...

Steve.Randolph
Thomas.Daugherty

& Tim Sanders Tim.5anders@ Tim.5anders
& Victor Sanchez Victor.5anchez@ Victor.5anchez w
To -»
Cc-»
Bee->
OK Cancel

A global address book

Use the arrow = of the Address Book field to select
another address book from the list shown on the right.

| Global Address List - Amy. Somerville@

|V|

Amy. Somerville@ 1

Offline Global Address List
Global Address List
All Address Lists

As usual, the selected name is applied as the message All Contacts
recipient with a click on the button. The Al Craupe o e
button sets a copy recipient and the field con- Al Rooms

tains a so-called Blind Copy. This means that the recip-
ient cannot see who else is receiving the mail.

Offline Global Address List
Public Folders

Selecting another address book
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Copying contacts

Your personal contacts and the global address book are two different files which exist separate-
ly. Your contacts are not accessible to the other employees as they are stored locally. The glob-
al address book (Global Address List) is on the Exchange Server and is used by all company
employees. However, it is possible to copy contacts from the global address list to your own
contacts. This is particularly helpful if there are lots of employees in your company but you only
communicate with a few of them regularly:

1. Select the respective contact in the global address list.
2. Right-click the selection.

3. In the context menu, select the Add to Contacts command:

Select Names: Global Address List

Search: (® Name only (_) More columns  Address Book
Go Global Address List - Amy.Somerville@MeinTrainil « Advanced Find
| Mame Title EBusines.. Loc.. Departm.. Email Address Comp.. Alias
ﬂ Amy Somerville Amy.Somerville@ Amy.Somerville ~
= Ashley Heintz Ashley.Heintz@ Ashley Heintz
5 Christian Riggs Christian.Riggs@ Christian.Riggs
a Frank Dreyersdorff Frank.Dreyersdorff@... Frank.Dreyersdorff
& Helen Stewart Helen.Stewart@ Helen.5tewart
& Judith Weller Judith. Weller@ Judith. Weller
= Liam Williams Liam.Williams @ Liam.\Williams
Melanie Woodward p K Melanie. Woodward... Melanie Woodward
Room 1 = Room1@ Rooml
Room 2 Add to Contacts Room2@ Room2
[
a Sally Duarte Mew Entry... k Sally.Duarte@ Sally.Duarte w
Ta -=
Cr->
Bec -
oK Cancel

Selecting from the context menu

The contact has been added to your personal address book. But please note: Changes in the
global address list will not automatically be applied to your personal address book! You have to
maintain it yourself.

MNew Entry

Select the entry type:
Hou cannot create entries for this Address Book

In the context menu above,
there is also the New Entry
command. You can use it to
add a new entry, but only to
your personal address book,
not to the global address list!

Put this entry in:

Global Address List - Amy.Somerville @ [ ™ |7§
Cancel

OK

Not possible to make a new entry in the global address list

Musterseite aus dem Dettmer-Verlag, D-76889 Kapellen 84
www.dettmer-verlag.de



http://www.dettmer-verlag.de/

Schulungunterlage Outlook 2016 Weiterfihrung Englisch

[ Address Book: Global Address List

Distribution lists (groups) file Edit Tools

Search: (®) Mame only () More columns

Creating distribution lists in your personal address book =
was described from page 9 onwards. When selecting
address books in Exchange, you can also include the

[ Name Title

& sally Duarte

global address lists. In the Address Book: Global Ad- §$;eveRa;dolphh
dress List dialog box shown on the right, the entry % Tmomaen

2% Works Council

2% works Council is an example of a distribution list.

Global address list (cut-out)

7.6 Creating polls with voting buttons

Outlook enables you to easily create polls and check their results. The uses are manifold. Let us
assume for our example that you have been asked to organize a company outing and want to
include your colleagues in the individual decisions, such as voting where to eat lunch based on
a selection of different restaurants to choose from. This can be done by adding voting buttons to
your email and sending it to the people being asked. The results of the vote will be filed in your
inbox.

Adding voting buttons to an email E
1. Switch to the Mail view if you are currently working in another view —
and click the New Email button on the Home tab in the New group o
to open a new message window. VIx]
Use Vating
2. On the Options tab, in the Tracking group, click Use Voting But- Buttons -
tons and select Custom from the submenu. This option provides ApproveReject
the possibility to assign your own names to the voting buttons. Ves;No

Ve Mo Maybe
3. If necessary, activate the || Use voting buttons check box in the o

Properties dialog box, delete the default text in the list box behind st %
it, and enter the required names for your voting buttons instead. oo ) .
Separate them with semicolons (;). ptions tab, Tracking group

Properties
Settings Security
E Importance | Normal " Change security settings for this message,
Sensitivity Maormal w Security Settings...

|:| Do not Autofrchive this item
Voting and Tracking options

s— Use voting buttons La Puerta; Greystone Prime;Rei Do Gado;De Medici; Gourmet India| w

= |:| Request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

@_. D Have replies sent to Select Mames..,
=

|:| Do not deliver before | Mone 12:00 AM

D Expires after Mone 12:00 AM

ga\te copy of sent message
LContacts..

Categories w Mone |

Entering your own voting buttons
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4. the dialog box. In the message window, the information bar below the ribbon in-

forms you that you added voting buttons.

ﬂYou added voting buttons to this message.

= Untitled - Message (Plain Text) 5@l — O
Message Insert Options Format Text Review Developer Q Tell me what you want to do
Colors & &=« 0.0 ) ) EW .’T.‘._.| ®
- - —| = !

e = e [ Request a Delivery Receipt ¥ =9 .@

. _F'age Bece  From Use Vating O Request a Read Receipt Save Sent Dgla}r Direct

Trects ™ Color Buttons ~ ltern To - Delivery Replies To
Themes Show Fields Permission Tracking [F] Mare Options F]

s

Tao..

Cc..

Subject

Voting buttons were added to the message

5. You can now write your email and send it to your colleagues. If you also send the message

to yourself and reply to it, your choice will also be displayed in the current status (page 87).

I]%:‘ It isn't mandatory to create a new email to conduct a poll. You can also answer or for-

ward an existing email and add voting buttons.

Responding to a poll as recipient

As the recipient of an email with voting buttons you can either vote in the reading pane or you

open the email and vote in the message window.

e Tovote in the reading pane, click the following link in the information bar at the top and then

click your choice:

ﬂThis message includes voting buttons. Click here to vote.
oo .
Vote: La Puerta

Vote: Greystone Prime

Vote: Rei Do Gado
Vote: De Medici [%

Vote: Gourmet India

¢ In the message window of the opened mail, click the Vote button on

the Message tab in the Respond group and select your choice from |

the submenu. Vote
As soon as you have made your choice, the following dialog box ap- Message tab,
pears in which you can determine whether the response is to be send Respond group

right away or if you want to edit it before sending.

You have chosen to respond: Rei Do
! Gado.

@gend the response now

Ogditthe response before sending

Sending the response right away?

The ® Edit the response before sending option opens a new message window in which the
recipient's email address and the subject have already been entered so that you only have to

enter your text. Confirm your selection in the previous dialog box by clicking [ ok ].
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Reviewing the voting results

The voting results of the individual recipients are sent to your inbox as emails. After opening
such a message, the information bar below the ribbon tells you what choice the sender made,
e.g.

'ﬂ'ThE sender responded: Rei Do Gado.

To review the current status of the vote, double-click the message you sent in the Sent Items
folder. You can recognize it by the |:| icon in front of the recipient's name (reading pane off or at
the bottom) or to the right of the recipient's name (reading pane on the right). If you have
changed the default location for sent messages, open that folder. On the Message tab, in the
Show group, click the Tracking button. The information bar below the ribbon shows an
overview of the results and below it, the current voting results are displayed in a table:

=] L "] Voting for our business trip dinner - Message (Plain Text) = — O >
Message Developer Q@ Tell me what you want to do

= x ::(‘_ Reply B 53 Message "ﬂ Move to: ? ¥ =T E 3% Mark Unread pel
[=] 2 Reply Al % Tracki S ToMm - iF 18 Categorize - B-
- -2 Reply Al ;% Tracking 3 To Manager 3 —  mm Categorize
u"- . Delete Archive - = . - Move Assign
s -4 Forward Team Email - . B Policy - ™ Follow Up ~
Delete Respond Show Quick Steps ] Move Tags [} Editing Zoom -

o This message was sent on 12/8/2016 4:41 AM.
Reply Totals: Rei Do Gado 1; Gourmet India 1; De Medici 1; La Puerta 0; Greystone Prime 0

Recipient Response

Helen Stewart Rei Do Gado: 12/8/2016 1:46 FM
Tim Sanders Gourmet India: 12/8/2016 2:28 FM
Ashley Heintz

Amy Somerville De Medici: 12/12/2016 1:12 PM

Liam Williams
Melanie Woodward

The current status of the poll

[@: The current status of a poll is only displayed if at least one recipient has already re-
sponded.

7.7 Outlook Web App

Outlook Web App is the web-based counterpart to Outlook 2016, but with a limited range of
functions. It enables you to access the Outlook views (modules) directly via a web browser (e.g.
Internet Explorer or Microsoft Edge).

Switch to the File menu and open the Info page. Click the link below Access this account on
the web which you can find to the right of the Account Settings button. Now, your default
browser opens with Outlook Web App. Enter your user name and password that you have
received from the administrators. Save the link to use it later independently from Outlook, for
example in your favorites or in a file on an external storage device. That way you can access
your Outlook wherever you are, even from computers on which Microsoft Office isn't installed.
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8 Aufgaben verwalten und delegieren

In Outlook, tasks are activities that have no fixed time frame but must be carried out neverthe-
less. However, you can enter a target date for completing the tasks, and their priority. Moreover,
you can monitor tasks and specify what percentage of each task has already been completed.

8.1 Summary from the introductory training material

New task
Activities that have no fixed time frame but must be carried out nevertheless are called
tasks. In the folder pane or navigation bar, click the Tasks button. You can enter the task di-
rectly into the task list: Click here to add a new Task.

Completed tasks
Completed tasks can be marked as complete and then be deleted from the list: Activate the
Complete check box on the left of the task line. To delete the task, right-click the task
and select Delete from the context menu.

If the Complete check box is hidden you can add it as described on page 46.

Recurring tasks (series of tasks)
For a constantly recurring task, open a new Task form window, for example via Home tab,
New group, New Items button, Task in any view. Press the [ctr1])+(G] key combination or
click the Recurrence button on the Task tab in the Recurrence group and, in the Task Re-
currence dialog box, set the data as required.

To-do bar
The to-do bar was introduced. It can display, among other things, a list of upcoming tasks.
Double-clicking an entry in the to-do bar opens the corresponding form window.

Different views
No matter what you are doing, Outlook offers you various views in all views (modules). Use
the buttons in the Current View group on the View tab to choose a suitable setting from a
great variety.

8.2 Categorizing tasks
With the Catagorize button on the Task tab in the Tags group,

you apply a category to the current task in the task window. Click I
the button and select All Categories in the submenu. The follow- ot

-

ing dialog box appears, in which you can also rename, delete or

add new categories:
s Al Categories... %

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to . .
each category. To edit a category, select the category name and use the commands to the ACthﬁtlng the COIOr
i Categories dialog box
Hame Shorteut key New...
Blue Cat:
L1 Blue Category Rename
Ol ¢
=] ¢ g0y Delete
I Purple Category Color:
A

Yellow Catega
D 9o Shortcut Key:

(None) ~

A new category is applied in this dialog box
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It is also possible to apply several categories to a task at the same time:

=] = Untitled - Task

Task Insert Format Text Review Q Tell me what you want to do
IxcmPle v O WP

— i

&= 3 BE VG O m

Save & Delete Forward OneMote | Task Details Mark Recurrence  Categorize Follow
Close Complete - Up~

Adtions Show Manage Task = Recurrence

Subject

Start date None E Status Mot Started -

Due date None | Priority Normal - % Complete
Reminder MNone Mone - | dqfg Owner

Tags

= — [m] >

Private

Q

I High Importance Zoom

& Low Importance

Zoom ~

w1

Unknown

Task with two categories
In the previous picture, we applied a new category

named Business and the Orange Category to the task
as you can tell from the two bands below the ribbon.

8.3 Assigning tasks

Add New Category

Mame: | Business

Color: Shortcut Key: | (Mone) ~

Cancel

Adding a new category

If you can assign tasks to your employees, do this using the Assignh Tasks option:

1. On the ribbon, switch to Simple List view (page 12).

2. Double-click the task in question to open the form window.

3. At the top of the form window, on the Task tab in the Manage Task group,

click the button on the right.

4. The form window is extended by the To field. There, you enter the name of

the person who is to carry out the task.

s
v
Task

Manage Task
group

You can also click the button and select the task recipient from the address book.
Select the name of the recipient in the following dialog box and click the button. To
select several recipients, hold down the key while selecting.

Select Task Recipient: Global Address List

Search: (®) Name only () More columns  Address Book

Go Global Address List - Amy.Somerville@MeinTrainil ~

Adyvanced Find

‘Name Title Business ... Loc.. Departm.. Email Address

Comp... Alias

& Amy Somerville

& Ashley Heintz

& Christian Riggs

& Frank Dreyersdorff
& Helen Stewart

& Judith Weller

& Liam Williams

Melanie Woodward

Room 1

Room 2
& sally Duarte
& Steve Randolph
& Thomas Daugherty
& Tim Sanders
& Victor Sanchez

Amy Somernville @
Ashley.Heintz@
Christian.Riggs@
Frank.Dreyersdorff@...
Helen.stewart@!
Judith.Weller@
Liam.Williams @
Melanie.Woodward...
Room1@|

Room2@
Sally.Duarte@
Steve.Randolph@
Thomas.Daugherty@...
Tim.Sanders@
Victor.5anchez@

Amy Somerville
Ashley.Heintz
Christian.Riggs
Frank.Dreyersdorff
Helen.Stewart
Judith.Weller
Liam.Williams
Melanie. Woodward
Rooml

Room2
Sally.Duarte
Steve.Randolph
Thomas.Daugherty
Tim.5anders
Victor.5anchez

Melanie Woodward

Tg->

Selecting the task recipient from the contact list:
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5. Close the address book by clicking the button.
6. The recipient has now been entered:

BH s Book hotel - Task = - O X

Task Insert Format Text Review Q Tell me what you want to do
s ol ol

I 2 _-__] S [ | Private
EXME JE % B O m P ’

!' High Impertance

Save & Delete OneMote  Task Details Cancel Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book MNames - Up~ ¥ Low Importance
Actions Show Manage Task Mames Recurrence Tags Zoom -~
To.. Melanie Woodward

Subject Book hotel
Send

Start date | Mon 3/13/2017 Status Mot Started -

Due date Man 3/13/2017 Priority | Mormal w | % Complete 9 =

Keep an updated copy of this task on my task list
5end me a status report when this task is complete

A task is assigned to another person
7. Click the Send button to send the task.

Based on the 3’4 icon in the task list, you can see which tasks you have
delegated. To view only these tasks, click the Change View button on the

View tab in the Current View group, and select Assigned. Then, only jfg
these tasks will be displayed. However, it must always be assured that e
you do not deactivate the check mark in front of [¥] Keep an updated Assigned

copy of this task on my task list when you assign the task (previous
image).

Connected to Exchange

When you use Outlook in an Exchange surrounding you get a good overview of the tasks you
have assigned to other employees and their status.

If you have not deactivated the [#] Keep an updated copy of this task on my task list option

when you assigned the task, you will always see the current status of the task when you call it
up with a double click:

r b s Book hotel - Task [Eal — O e
Task Developer Q Tell me what you want to do
x @ 3 :n; = Reply o =I | Private Q
(== D 52 Reply All (=3 . ' High Importance
Delete OneMote — Task Details Send Status  Categorize Follow Zoom
4, Forward Report - Up~ ¥ Low Importance
Actions Show Respond Manage Task Tags Zoom -~

o Last update sent on 12/8/2016 2:03 PM.

Subject Book hotel

Due date  Starts on 3/13/2017, due on 3/13/2017

Status In Progress Priority Mormal % Complete  25%
Owner Helen Stewart

25% of the task has been completed

If you have also kept the [+/| Send me a status report when this task is complete option, you
will automatically receive an email when the recipient has marked the task as complete. The
task will also be marked as complete in the Tasks view.
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8.4 Always show tasks

With the help of the to-do bar you can always dis- Arrange by: Flag: Due Date| Today
play your tasks. Use the path View tab, Layout Type a new task

group, To-Do Bar, and select ¥ Tasks with a

mouse click as.

By double-clicking an entry in the to-do bar you
open the corresponding form window. For tasks
with an activated reminder
message if the check box in the Task options area
of Outlook Options is activated:

4 | Next Week
Inquire about train connecti...
Book hotel
Book city tour

) 4 | Next Month
you will only get a

File tax return

x

Fs

You can switch the to-do bar

General

Mail

Calendar

People

Tasks

Search

Language
Advanced
Custemize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

on and off
Outlook Options
ol - -
+/| Change the settings that track your tasks and to-do items.
Task options
o }Q | Set reminders on tasks with due dates
- %ult reminder time: | &00AM  ~
v| Keep my task list updated with copies of tasks | assign to other people
+| Send status report when | complete an assigned task
Overdue tazk color: ; -
Completed task color ; hd
Set Quick Click flag: | Quick Click...
Work hours
v_}_i) Task working hours per day: ] -
Task working hours per week: | 40 -
Cancel

8.5 Exercises

Activating reminders

Assuming you are in charge of a project, and every month you perform different tasks which are

related to the project:

e Controlling the progress of the task processes,

e protocolling the material costs,

o verifying the employees' time accounts and

e compiling the project-related labor costs per employee.

1. Enter the tasks and choose a due date.

n

Since the tasks recur every month, set it up as a task series.
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