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Office 365 Email & Calendar Fundamentals

Introduction

Overview

Athabasca University’s Email & Calendar service will move from Zimbra to Office 365,
Microsoft’s cloud based service On March 30, 2016.

Microsoft Office 365 is a modern collaboration platform that provides a full-featured email
system with web access, integrated calendaring, a contacts directory, support for mobile device
access, and 50 gigabytes of email storage and 1 terabyte of document storage per account.

Features

« Convenient web and desktop access to your email and integrated calendar. Full-featured
web interface for accessing email and calendar (Outlook Web App), as well as email and
integrated calendar compatibility with desktop email clients such as Microsoft Outlook
and Apple Mail.

e Large message storage capacity. 50 gigabytes of email storage for each user.

o Access from portable devices, including iOS and Android-based phones and tablets.
Access to your email, calendar entries, and contacts from your mobile device.

« Built-in anti-spam message filtering. Integrated anti-spam tools for smoother control of
email filtering and identification.

e OneDrive for Business, an online document storage and sharing tool that faculty and staff
can access through the Outlook Web App (OWA). 1 terabyte of document storage for
each user.

ACCess

You can access Office 365 via a number of methods:

e Web interface(Outlook Web App)
e Desktop clients such as Outlook, Apple Mail, and Thunderbird
e Mobile devices

If you currently use the Outlook, Apple Mail or Thunderbird client on your computer, you will
see no significant difference (but your client must be updated with new configuration settings).
Any mail you have saved to your desktop will not be affected by the change. If you currently
use Zimbra webmail and web calendar the look and feel of Office 365 will be different.
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Learning resources

There are a number of resources at your disposal to familiarize yourself with the look and feel of
Office 365 including:

Online instructor led classes.

This document

0365 training site in Moodle

AU’s 0365 Sandbox (coming soon)
Microsoft.com

Numerous web sites & videos including You tube
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Access Office 365

It is recommended to use Internet Explorer 11 as your Internet browser, to have the same screen
images that we have in this manual.
In this section, you will learn how to:

Access Office 365

1) Go to: http://outlook.office.com.
2) Change Language and Time zone, and then click Save.

B4 Outlook

7

(UTC-07.00) Mountain Time {US & Canada)

L/@.

P

3) Inthe Sign in screen,

e Inthe User name field, enter your au.local Active Directory (AD)***
username@athabascau.ca.

¢ Inthe Password field, enter your au.local Active Directory (AD) password.
e Click Signin.

.
] Office 365
o
v
) Wark or schoo! acoount
‘I 5
Fe
o ‘\.
- .  Keeg me sgrad in
R,
| G

*1*your au.local Active Directory (AD) account is also used for AU Windows laptops and desktops, Virtual Desktop
(Citrix) and NAS File Shares (filesO1 and files02).
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Mail Navigation

In this section, you will learn how to:

¢ Navigate the the mail Outlook Web App graphical user interface.

e Pin or Unpin an App.

¢ Navigate between the apps.

e Search for an email or person contact.
e Create a new email or a new meeting.

Please before you start this section, access the Outlook Web App through Internet Explorer 11 by
clicking the Mail icon from your Office 365 account.

2z Office 365 Outlook

Excel Online

View all my apps

=

Calendar D Newsfeed

PowerPoint

5 OneNote Online
Online

&

COneDrive

we

Word Online

N

Class Notebook
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Navigate the Mail Outlook Web App graphical user interface

Navigation Bar

Y 2\ —\

Folder 5 ... ;
nd | Inbox | = Resding :
G.roups Pane bt Pane.
Pane

A A J

4) The Outlook Web App graphical user interface consists of four areas, the Folder and
Groups pane, which is used to organize emails into folders, and contains any groups you
are a member of.

5) The Inbox pane is used to display the contents of the selected folder.

6) The Reading pane displays the full email message selected in the Inbox pane.

7) The Navigation Bar extends the top of the screen and contains:

App Launcher Pinned Apps Settings Avatar

ik

Notifications Help

a. App Launcher, the nine dot grid, and it is used to switch between the different
Office 365 apps.

b. Any pinned apps which is used to access any other Office 365 Apps. You can pin
up to three Apps by clicking the App Launcher and click the three dots on the
upper right corner of any App.

c. The new mail Notifications which displays new emails.

d. The Settings icon is used to access the settings, options, and preferences for
Outlook Web App and Office 365.

e. The Help icon is used to access the help menu and the help search function.

f. The Avatar on the, upper right corner, is used to sign out of Outlook Web App,
sign in or sign out of the IM (instant messenger) open another Mailbox, and view
About Me.
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Pin or Unpin an App

1) To pin an app to your navigation bar, click on the App Launcher, hover over the app
that you would like to pin and then click on the three dots (...) on the upper right corner
of this app. Then click Pin to nav bar.

1555 Office 365 } Outlook

e [ AUChVE Junk | v Sweep Moveto v Categories V4%

Hello Dave

ey
M Zak Kasem 9 Replyall |v

To: [ Dave Soulliere; CJEmail & Calendar Replacement; ¥ Mon 11/5/2015 1115 AM

Action [tems

Please send a reply to confirm that you received my email,
Thanks,

PowerPoint OneNote Office 365
~Tak

Online Online Store

The Mail App is pinned to the Navigation Bar

Office 365  Qutlook

2) To unpin an app from the Navigation bar, right click the pinned app and choose Unpin
from nav bar.

Office 365 = Outlook

Open in new tab

SearchMalandPeople S () New |V 9 Replyall |V [ Delte [ Achive Junk| vV Sweep Moveto V Categoried  Unpinfromravbar |
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Navigate between the apps

1) To sign out of Outlook Web App, click your Avatar and then click the Sign out option.

Available

Busy

Do not disturb

Be right back

Appear away
Sign out of IM

About me

Open another mailbox

i
WP 7ak Kasem
4 rkasem@ausandbox.onmicrosoft.com

I Sign out I

2) To return to Office 365 from Outlook Web App, click the Office 365 from the

Navigation Bar.

I e

L=
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3) To open the Calendar App, click the App Launcher and then click Calendar.

i Office 365 ‘ Outluok

&

Calendar OneDrive

X H

Word Online Excel Online

N e ' [0}

PowerPoint OneMote — Office 365
- - Sway -
Online Online Store
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Search for an email or person contact

1) To search for an email or person contact, type the search criteria in the Search Mail and
People textbox under the Navigation Bar.

Search Mail and People New | v
~ Folders Inbox
Inbox
Sant Jiams

Create a new email or a new meeting

1) To create a new email or new meeting, click New under the Navigation Bar, and then
click Email message or Calendar event.

Search Mail and People New | V Reply allj Vv Delete Archive  Junk | ¥  Sweep Moveto ¥  Categories ¥
Ernail message
~ Folders Calendar event HEHO Dave
Inbox
@
Sent ltems h 1 .2 Zak Kasem
Kat y Baron To: [ Dave Soulliere; CJ Email & Calendar Replacement; ¥
> Re: testz T1/9/2015
From: Kathy B...
Action [tems
~ Groups New
Browse groups
Create group Dave Soulliere Please send a reply to confirm that you received my email.
i Z s -
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4. Send an email using Inbox

In this section, you will learn how to:

Create a new email
Attach a file to an email
Save an email draft
Send an email

Please before you start this section, access the Outlook Web App through Internet Explorer by
clicking the Mail icon from your Office 365 account.

Create a new email

1)
2)

3)
4)

5)
6)

7)
8)

9)

To create a new message, click New or press the Ctrl+N keys on your keyboard. A new
blank email message will appear in the Reading pane.

Enter the email address of the recipient in the To field. A Search directory box appears
when you start typing. Click on an email address in the Search box if it matches.

To open your My Contacts list, click To.

To adjust the sort order of the My Contacts list, click By First Name and choose a
different option.

To close the My Contacts list after you have selected the email recipients, click OK.
To send a carbon copy of the email to a different recipient(s), enter an email address(es)
in the Cc line .

To add a blind carbon copy line, click the (...) More dots and click Show Bcc.

Enter an email address(es) in the Bcc line to add them to the email list. Recipients in the
Bcc line will not be visible to the other message recipients.

Enter a text into the Subject line, to add a title for your email message.

= Send @ Attach @ Add-ins  Discard

Save draft

To Show Bec
Show From
Cc Check names
Set importance >

Switch to plain text

Show message options...

an © | B I

[[=
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10) Click any formatting tool that you would like to use, as shown below. You can access
many formatting tools by clicking Vv on the right hand side.

I3 Send XK Discard B Attach & Apps ~ew -
To: -+
Cc
Insert Emoji ot Col Expand for more options |
[ Chooss Font | ‘
Subject: Choose Font ? Add Bulleted and
Numbered Lists
I
[ 3 z Aa AR ¥ A v / Increase/Decrease Indent

B v
on Bulleted or Numbered
f : : lists

[ Bold, Italics, Underline | [ Highlight Text [

=& = Set Justification
X

Left, Center, Right

Insert Picture

s 5 < Add/Remove

Hyperlink
Superscript X X. Subscript

Strikethrough abc [l 4—|Alternate Image Text|

[
[ Left-to-Right typing |—» »v @« <g—JRight-to-Left Typing]

[ udo }» o <

| Remove Formatting/eraser | : M

Insert a table

11) To add a picture to the body of your email, click the Insert picture icon at the top of the
body text box for your email message. A file upload dialog box will open, navigate to the
picture you want to add and click Open to add the picture to the body of your email at the

cursor location. To remove the picture from the message, click the picture and press
Delete button on your keyboard.
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Attach a file to an email

1) To attach a file to an email message that is saved locally on your computer, click Attach
in the message pane to open the file attachment pane.

= Send | B Attach | ® Add-ins  Discard ===

—_
To " Dave Soulliere X

Cc " Carol Ganske X%

Bec (ol Kelcey Carlisle X

Test

w ©®@ | B T U A A & A D= Ze 3= Vv

This email jus t a test please ignore it.

2) Click Computer to open a file upload dialog box. Navigate to the file location and click
the file.

3) Click Open and choose Attach as a copy to send the file only. This option will attach the
file to the email message directly. The maximum file size for an attachment in the
Outlook Web App is 35MB. You can add as many files as you like as long as you do not
exceed the size limit.

How do you want to attach this file?

(3\ Upload and attach as a OneDrive file
T Upload to the Email attachments folder in OneDrive so reci
work together in real time.

. Attach as a copy
I @l Recipients get a copy to review.

Remember my choice for files from my computer (i ]

4) Choose Upload and attach as a OneDrive file to upload the file to your OneDrive cloud
storage account and share a link to the file.
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5) The attachment will be displayed in a box below the Subject line of the email message.
To remove an attached file, click the X in the attachment box.

| ¥ Cc

m Lab3HowTolUSeThelnBo...

320 KB L

6) To view the attachment, click the downward facing arrow in the attachment box and click
View. This works for attached files and linked files. If the file type works with a program
in Office 365, the file will open in a new pane and you will be able to edit the file, for
example, an Excel sheet will open in Excel Online, within the Outlook App.

i Send B Attach @ Add-ins Discard  ees = Lj!

To

X

Lab3HowToUSeThelnBo...
m 320 KB v

Lab3HowToUSeThelnBo... s
m 320 KB LV

Upload to Qnelrive - Athabasca Univers: e _
. = Se 2 v
View

M Downlead
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Save an email draft

1) The Outlook Web App automatically saves emails being created every three minutes. To
manually save a draft email message, click the (...) More dots and choose Save draft.
All draft messages are saved in the Drafts folder. To open a draft message, click the
Drafts folder.

™ Send B Attach @ Add-ins Discard = sse

Save draft
To Show Bcc
Show From
Cc Check names
Set importance >

Switch to plain text

@ r‘) B T U A v A, A * Show message options..
hat ~ i AR . ‘

2) To delete a draft message, hover over the message in the Drafts folder and click the
trashcan icon. All discarded draft message are sent to the Deleted Items folder. By
default, the Outlook Web App saves emails in the Deleted Items folder for 30 days.
After 30 days, emails will be automatically deleted.
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Send an email

1) To send the message click Send located at the top of the message creation pane. A copy

of the message will be saved in the Sent Items folder.

= Send | B Attach @ Add-ins Discard

Bcc Kelcey Carlisle 3¢

Test

This email jus t a test please ignore it.

an © B I U A A & A =i

Athabasca University
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5. Work with Received Email

In this section, you will learn how to:

e Check for new email

e Open an email

e Print an email

e Download an attachment

e Reply, forward, pin, or mark an email as unread
e Delete an email

e Recover a deleted email

Please before you start this lab, access the Outlook Web App through Internet Explorer by
clicking the Mail icon from your Office 365 account.

Check for new email

1) When you sign in to the Outlook Web App, the new emails will be listed in the Inbox,
Clutter, or Junk folder. The Outloo k Web App automatically checks for new emails in
real time and is always checking for new email every three minutes. A new email
notification will play an alert sound and a small popup box will display below the Avatar
each time a new email is received. To manually check for new email messages, click the
Settings icon and click Refresh.

Office 365 settings

Mail settings

Refresh

Automatic replies
2:04PM

Display settings
Manage add-ins
2:03PM

Offline settings

Change theme
11:35 AM

OptiOﬂS ments. ..
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Open an email

1) To open an email you have received, open the folder that contains it. Click the email you
would like to open to show the detailed of the selected email in the Reading pane. You
can open an email in a new window by double clicking the email in the Reading pane.

Print an email

2) To print an email, first you have to open it in the reading pane, and then click the (...)

More dots and choose Print. You cannot print multiple emails once.

Sweep Move to v

Categories Vv

ext week
ow be offering noon-hour Library Orientation web
From: Zak Kasem Sent: Wednesday, January 6, 201

Mark as unread
Mark as read
Flag

Clear flag

Mark complete

Maove to Clutter

Ignore

Create rule...

Print

Assign policy

Athabasca University
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Download an attachment

3) To download an attachment, click Download from the list of available options under the
file name. A file download dialog box will appear. Click Save File and choose OK to
download the attachment. If there are multiple files attached, you can also click the
Download all option that is displayed below the attached files. Multiple attachments will
be downloaded as a .zip file.

NO preview 1s avallable.

Mraftl CSharr Malrnca: Nr Sharr Malrncas Stare Qurancan

Section 4

M Zak Kasem
To: M Zak Kasem; ¥

Inbox; Sent ltems

m ; Lab4HowToWorkWithR... v

28 KB

Download |Save to OneDrive - Athabasca University
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Reply, forward, pin, or mark an email as unread.

1) To reply to an email, click the V facing down arrow and click Reply or Reply All.

2) To forward an email, click the V facing down arrow and click on Forward.

3) To mark an email as Unread, hover over the email and click the message icon beside the
trashcan icon.

. .
All v Section 4 A
~ T
M Zak Kasem & 5 Reply {u v ]
i
To: M Zak Kasem; ¥ Repl
347 PM Py
ection and get back to... o Reply all
Inboy; Sent Items
Forward
4 .
bns — Mon-acade 3:46 PM m g:E?HOWToworkw'thR-" v Reply all by meeting
st-Secondary Leamning... :
Download  Save to OneDrive - Athabasca University
re
e with Dave Sou 2:04 PM
I Action Items Delete
anie.
Delete all messages from Zak Kasem
Melrose Pl i i
ease check this section and get back to me.
rri's Bad Podcas 203 PM Move to Clutter
Il do. 'See' you tomorr... Mark as junk
This communication is intended for the use of T
R . M.
addressed, and may contain confidential, pers aress pnening
I Fwd: [Aaufa-not 11:35 AM information. Please contact us immediately if /| wark as unread
folks. As you know, the... recipient of this communication, and do not c
action relying on it. Any communications rece Flag
pel reply, should be deleted or destroyed. Assign policy N
land noon-hour | 2:46 AM
| Library is pleased to ... Print
View message details
ng
Lobooe 0.7 ARt Qpen in 2 ceparate window

4) To pin an email to stay at the top of your folder, hover over the email and click the Pin

icon.
Clutter . ! SN
Zak Kasem m e |- m ]
Sent Items b Section 4 347 PM
Drafts . Please check this section and get back to...
More > Eileen Hendy
Call for Nominations — Mon-acads 346 PM
L. Groups New Pursuant to the Post-Secondary Learning...
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Delete an email

1) To delete a single email message, hover over the message in the Inbox pane and click the
trashcan icon.

Hi Zak Thanks for letting us have a chance to comment. | re N
Dave Soulliere ol > -
¥ Test 24 P
-- This communication is intended for the use of the retoE...
— — 11 1

5) To delete multiple email messages, click the first message then hold the Ctrl key on your
keyboard and click on the rest of the messages you want to delete to select them. And
then click Delete in the Reading pane. All deleted emails are sent to the Deleted Items
folder. By default, the Outlook Web App saves emails in the Deleted Items folder for 30
days. After 30 days, emails will be automatically deleted.

® New | ¥| 10 Delete |B Archive Junk | ¥ Mo

Inbox All v
Dave Soulliere ! ~
b Test Wed 3:24 PM
-- This communication is intended for the use of the recipie...
Dave Soulliere !
b Test2 Wed 3:23 PM
-- This communication is intended for the use of the recipie...

Dave Soulliere; Test Room 123 - D...

» Test Wed 2:55 PM
-- This communication is intended for the use of the recipie...
Athabasca University
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Recover a deleted email

1) To recover a deleted email right-click the Deleted Items folder and choose Recover

deleted items..

b Deleted Itep=

- Ca

Archive

Conversatio

Junk Email

Moodle 2.6

MNotes

Create new subfolder

Empty folder

Add to %

test

Test2

Recover deleted items...

Mark all as read
Assign policy

Do

2) A new window will display the items that were emptied out of the Deleted Items folder,
sorted by the date they were received from newest to oldest. Check the checkbox next to
the items you wish to recover and click Recover at the bottom of the window.

Eh https://outlock.office.com/owa/ Tver=16.1027 13.1880268 Buover=16.1027 13 1880268 8ucf=18ovC=08&forceBO=false#viewmodel=IDumpsterPopOutViewh @ |

Purge] Recover

<—@)

Recover deleted

items

These items were recently permanently deleted or emptied from the Deleted Items folder. You can either recover these items to their
original locations or purge them.

Items by date

Mon 1/4

Hi Zak Please join me in a Skye test? Meeting at 11:00. (T have the ‘Request responses’ checked on the Attendees list when I add:

Athabasca University
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6. Organize your Email Messages into Folders

In this section, you will learn how to:

e Create a new folder

e Add a folder to Favorites

e Using the pre-existing filters

e Change the way you view your email
e Move and copy emalil

e Search for an email

Please before you start this section, access the Outlook Web App through Internet Explorer by
clicking the Mail icon from your Office 365 account.

Create a new folder

1) Outlook Web App has many pre-existing Folders, such as Inbox, Send Items, Drafts,
and Deleted Items. We can create as many new folders as we need to organize your
emails. To create a new folder, click More in the Folder pane.

~ Folders + Inbox
Inbox
Ledean M
Clutter ¥ Cyber Security
Sent Items Hi Zak Thanks
Drafts 1 Dave Soull
b Test
test o
-- This commy
More >
Dave Soull
b TestZ
~ Groups New e
-- This commu
Test group CG1
Test Room
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2) Click the + icon next to your name. A new blank text box will appear, type the name of

the new folder in the text box and press the Enter key on your keyboard. .

k g
Drafts 1 Test
-- Thif
test
Dav{
Zak Kasem + b Test?
Inbox -~ 1hy
[ Create new folder ]
Drafts 1 Test
Sent Items » rme
Your
b Deleted Items 3
Archive DﬂU‘

3) To create a subfolder, right-click the folder name and select Create new subfolder.

—

} Deleted It " At
Create new subfolder
Archive
Rename
Clutter
Delete
Conversat
Empty folder
Junk Emai
Add to Favorites
Moodle 2,
Maove...
Motes
Mark all as read
Cuthox
Assign policy >
test
Permissions...
Test? Hello
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Add a folder to Favorites

The Folders list, displayed on the main page of the Outlook Web App, includes your favorite
folders. This list is populated with the most commonly used folders, such as Inbox, Sent Items,
Drafts and Deleted Items. You can change the list to show your most used folders in your day
to day operations.

1) To add or remove folders from the Folders list, click More at the bottom of the list. This
will open up the Favorites folder list. To add an existing folder to Favorites, hover over
the folder name, a star icon will appear on its right-side. If the star is filled in, the folder
is in Favorites. If the star is empty, the folder is not in Favorites. Clicking the star icon
will add or remove the folder from Favorites. If you remove folders from the Favorites,
a popup box will appear asking you to confirm the removal. Click OK to confirm the

removal.
P Deleted Items 3 Test |
¥ rrre
Archive Vour red
Clutter
Dave
Conversation History b Test
Junk Email 7 == This ¢
Moodle 2.6 Emplt
Notes [Allstaff]
Hello,
Cuthbox
test r/ Emplq
[Allstaff]
Test? "i{&" Hello
| 4dd to Fa*.-‘n:ritg l
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Using the pre-existing filters

1) You can filter the emails contained in the Inbox pane by clicking one of the options
above the Inbox pane: All, Unread, To me or Flagged. Selecting one of these options
will filter the Inbox pane to show only the emails that match the chosen criteria. All will
display all emails. Unread will only show unread emails. To me will show emails that
have your email in the To field. Flagged will only shows flagged emails.

All v

Filter

v All
Unread
To me
Flagged

Mentions

Sort by
J Date
From

0
' Subject

| Attachments
Importance
Size
View as

r Messages

+ Conversations

Athabasca University Page 25



Office 365 Email & Calendar Fundamentals

Change the way you view your email

1) You can set the sort order for emails in the Inbox pane by clicking one of these options;
Date, From, To, Subject, Attachments, Importance, and Size. Selecting one of them
will determine by what criteria the emails are sorted. Click the same option another time
will sort the emails in a reverse order.

All v

Filter
v All
F Unread
To me
Flagged

Mentions

Sort by
4 Date
From
To
Subject
Attachments

Importance

Size

View as
r Messages

+ Conversations
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2) You can change the emails view contained in the Inbox pane by clicking one of the
options above the Inbox pane: Messages or Conversations. If you decide to select
Messages, emails will not be separated into conversations. Each email will stand alone,
in the order it entered the inbox, as if it is not a part of a conversation. Deleting an email
will delete only that email and no others from that sender or group of senders. When
Conversations is selected, any email in a conversation is treated like a part of the whole
conversation. Deleting one email in a conversation deletes all emails in the conversation.

AIVI

Filter
v All
I Unread
To me
Flagged

Mentions

Sort by
4 Date
From

o]
' Subject
Attachments

Importance

Size

View as

Messages

v Conversations
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Move and copy email

1) To move an email from one folder to another, right-click the email that you want to move

and hover over the Move option. Choose a folder from the list or click Move to a

different folder... to open the complete list of your folders. Click the folder name to

move the message to the new folder. You can also move email by clicking on and
dragging the message into the folder you want to store it in.

EE T A B A e e AR e E

iarantined Messages (expire 13-F¢  Deleted Items

age was quarantined by PreciseMa

man: Zak Kasem

i
Reply the recipie... )
Reply all I
Forward 323 PM
the recipie...
Delete
Archive L G2
208 PM
Mark as unread L
Pin
L.
Flag 2:55 PM
Mark as junk the recipie...
Move to Clutter -]
Ignore om) 1216 PM
Frmllmsnsiomm &
Categorize Moodle 2.6
Create rule... Clutter
Assign policy Archive

Junk Email

Move to a different folder...
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2) To create a copy of an email, right-click the email and hover over the Move option. Click
Move to a different folder... and select the folder you want to move the email to. At the
bottom of the list, check Copy this conversation to the selected folder. This will leave
the original email in the original folder and move a copy of it to the new folder.

Copy 1 conversation

4 Favorites
Inbox
Clutter
Sent Items
Drafts 1

test

4 7ak Kasem

Inbox

er v

| Copy this conversation to the selected
folder

Cancel
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Search for an email

1) To search your email messages and contact list, enter a search term into the Search Mail
and People search bar above the Folders pane. Suggestions will be displayed in the list
under the search bar. If you see what you are searching for, click the suggestion. Search

suggestions are pulled from Keywords and the From field in email. Click the

magnifying glass icon or press the Enter key on your keyboard to perform the search. A
search box will open with some options narrow down your search. To clear the terms you
are searching for and return to the Mail App main page, click the X in the search bar.

In folders

+ All folders
Inbox

Sent Items

Contacts

From

Options

Date

Older than

”Eg[th:n

(© Exit search

Deleted Items

B Carol Ganske

carclhi@athabascau.c

Zak Kasem

zkasem@athabascau

Dave Soullisre

davesoulliere@athabs

Daryl Camphell

daryl@athabascau.ca

ahmedzakyleg@gm

ahmedzakyleg@gma

Wwith attachments

a week

4 Mo
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7. Email Options

In this section, you will learn how to:

e Create an email signature

e Use automatic replies

e Check

your email usage

Please before you start this section, access the Outlook Web App through Internet Explorer by

clicking the Mail icon from your Office 365 account.

Create an email signature

1) To create an email signature, click the Settings icon and then click Options.

arlay@

Office 365 settings

Mail settings

Refresh
Automatic replies
Display settings
Manage add-ins
Offline settings

Change theme

Athabasca University
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2) Under the Layout section, click Email signature. In the displayed text box, type your

signature. To append your email signature to all outgoing email messages, check

Automatically include my signature on messages | compose. Click Save to save your

new email signature.

i Office 365

© Options_

b Automatic processing

» Accounts

Email signature

Message format
Message list
Reading pane
Link preview
S/MIME
» Calendar
» People
Other

I Save X Discard
Ernail signature|§

+/| Automatically include my signature on new messages | compose

Autornatically include my signature on messages | forward or reply to

W B I U A A K A S =V

First Name Last Namd

Position %
Contacts

Athabasca University
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Use automatic replies

This is usually used for notifying people you will be away for a period of time, or to let them
know how you will respond to their email.

1) To setup an automatic reply, click the Settings icon and click Automatic Replies.

aes Office 365 settings

Mail settings

Refresh

Automatic replies

Display settings

Manage add-ins
arlay @

Offline settings ply all

Change theme 2016 11:0)

Options
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2) Click the Send automatic replies radio button to start the process. To send automatic
replies only during a specific time period, check Send replies only during this time
period. Select a Start time and an End time. In the first text box, type the reply that
senders inside AU will receive. To send automatic replies to senders outside AU, check
the Send automatic reply message to senders outside my organization, and type the
reply for external senders in the text box below the radio buttons. Click OK to finish
creating your automatic reply email. If you set a Start time and End time, you will not
need to turn off automatic replies.

v OK X Cancel

Automatic replies

Create automatic reply (Out of Office) messages here, You can set your reply to start at a specific time, or set it
to continue until you tumn it off,

Don't send autormatic replies
@ Send automatic replies
Send replies only during this time period
Wed 1/13/2016
Thu 1/14/2016

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

B I U A A A A : i= Se == WV

This message to test the Out of Office)

V| Send automatic reply messages to senders outside my organization
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 message:

B I U A WA A A s i= Se == WV

This message to test the Out of Office)
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Check your email usage

1) To check your mailbox usage, click the Settings icon, and then click the arrow next to the
General section to expand it and click My account. On the right side of the pane, at the
bottom, is a Mailbox usage information line. The bar will display a shaded bar that is
your usage. Below the bar, a numerical representation of your usage will be shown.

(®© Options

Shorteuts

4 General

My account |\. |y accou ﬂt

Change theme

Keyboard shortcuts

Initials
Manage add-ins 7
Mobile devices City
Offline settings Last name
Light version Kasem
Region and time zone State/Province
Text messaging Display name *
» Mail Zak Kasem
» Calendar Zip/Postal Code
» People UserID
Other Zak Kasem
Country/Region
Work phone Canada -

Office

Fax

Change your password

Home phone Mailbox usage
63.14 MB used. At 49.50 GB you won't be able to send email.

Mobile phone
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8. Manage Contacts

In this section, you will learn how to:

e Create a contact from scratch

Create a contact from an email message
Create a contact list

Edit a contact or contact list

Use the Directory

Each of your contacts and contact lists is stored in a contact folder. You can create contact
folders to keep certain contacts or contact lists together and find them more easily. My Contacts,
which is in the left pane of the Outlook People App, contains all of your contact folders. You can
click it to expand and see all of your contact folders.

2z | Office 365 Outlook

R =

People Newsfeed OneDrive

Word Online

Excel Online POWH_POM Cnehote Online Class Notebook
Online

View all my apps

Before you create a new contact or a contact list, make sure you select the folder in the left pane
that you want to create it in. After you create a contact, it isn't possible to move it to a different
folder. To store a contact in a different folder after you create it, you can delete the contact and
then re-create it in the other folder.

Please before you start this lab, access the Outlook Web App through Internet Explorer and click
the People icon.
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Create a contact from scratch

8) Under My Contacts in the left pane, select the folder that you want to create the contact
in, and then click New on the toolbar.

Search contact folder! jo Manage v

2}
~ My contacts olderl By fir
Contacts

Skype for Business Contacts

Contact Folderl ’&@

Contact Folder2

Connect to social networks

9) Inthe Add contact form that opens, fill in the details that you want and then select Save
to save your changes.

M save @ Cancel

Add contact

Name

First name
[

Last name

(B Mame

Email

Email

Display as

® email

Phone

Business

oy
(#) Phone
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Create a contact from an email message

1) To quickly add any sender or recipient that's in an email message to
your Contacts folder, click App Launcher, and then click Mail.

i | Office 365
2 )

Outlook

EH | a

Newsfeed OneDrive

W

Word Online

Excel Online Power_F‘omt OneNote Online Class Notebook
Online

View all my apps

2) In an email message in the reading pane, select the name of the sender or recipient that

you want to add to your contacts. On the contact card that appears for that person,
select Add.

. Carol Ganske <carolh@athabascau.ca> <—@|

Carol Ganske
Available
Business Analyst

®0@

The foll -
Contact Notes Organization Groups
Shared i
Owner: Calendar . Profile .
Schedule a meeting https://austaff-my.sharepoint.co...
Revokee
Send email Work
carolh@athabascau.ca Job title: Business Analyst
Directory
Thi o
wh sip:carolh@athabascau.ca Business address
ori Canada
not
dis
in e
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Create a contact list

1) Under My Contacts in the left pane, select the folder that you want to create the contact
list in, and then click the down arrow next to New on the toolbar, and click New contact

list.
Search contact folder1 ,O &) New Manage V|

Contact

~ My contacts Contact list @@

Contacts Group

Contact Folderl

Contact Folder2

Connect to social networks

2) In the blank form that opens, enter the contact list name, the contact list members, and
optional Notes, and then click Save to save your changes.

H save | T Cancel

7

List name Motes

Add members

®
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Edit a contact or contact list

1) Inthe middle pane, check the box next to the contact or contact list that you want to edit,
and then select Edit on the toolbar.

Search contacts jo ® New | ¥ Manage Delete Lists
l
~ My contacts m Contacts By first nag v
Contacts

Skype for Business Contacts

Contact Folderl

den

Contact Folder2

Connect to social networks .

2) Make the changes that you want, and then select Save to save your changes.

H save T Cancel

Edit contact

Name
First name
Cammy{ X
Last name

Peden

ey
() Name

Email
Email
cammyp@athabascau.ca

Display as

Cammy Peden

Email
cammyp®@athabascau.ca
Display as
Cammy Peden

Recently emailed

(B emsil
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Use the Directory

The Directory can be thought of as a telephone book for AU. The Directory stores All Rooms,
All Users, All Distribution Lists, All Contacts, All Groups and an Offline Global Address
List.

1) To access any section of the Directory, open the People App and click on it. The list of
available sections will open. Click the section you want to access to see all the items
contained within.

~ Directory
All Rooms
All Users
All Distribution Lists
All Contacts
All Groups
Offline Global Address List

Public Folders
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9. Manage your Calendar

In this section, you will learn how to:

¢ Navigate your calendar
Accept a meeting request
Create a new meeting
Cancel a meeting

Print a calendar

Use the scheduling assistant

The Microsoft Outlook Web App Calendar is the calendar and scheduling component of
Office365 and is fully integrated with email, contacts, and other features. By using the Calendar
you can create appointments and events, organize meetings, and check other coworkers’
availabilities.

Please before you start this lab, access the Outlook Web App through Internet Explorer, and then
click the Calendar icon.

zss Office 365 Outlook

&

Calendar ) OneDrive

™ wE

Word Cnline

PE] N[

Excel Online Pc:wer_F‘omt Oneiote Online Class Motebook
Online

View all my apps
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Navigate your calendar

1) To change your calendar view, click one of the links on the upper right corner of the
screen, namely Day, Work week, Week, and Month. To navigate through the year, use
the date navigator on the upper left corner. To show or hide one of your calendars, under
My Calendars, click it once.

p &) New | ¥ {11 Add calendar v <J Share v = Print 9\
« 2
< January 2016 > < > _January 10—16, 2016 v Day Work week Week Month = Today

L T P T a—
12 —
11 Monday 12 Tuesday 3 Wednesday ¢ 14 Thursday 3 15 Friday <2
245 6 7 89 Moodle2.6 fitstaff] Time sheet due g g || Moodle2.6 Maintenance
10 11 12 14 15 16 Office365

17 18 19 20 21 22 23

24 25 26 27 28 29 30

My calendars

w Calendar

|| Canada holidays

Birthdays
| Zak's Time Sheet

~ Other calendars  +
—

Accept a meeting request

1) Assoon as a coworker invite you to a meeting, you will receive an email. Open this email
and click Accept and choose one item of the drop down list.

'Y When: Wed 1/20/2016 3:00p - 4:00p
Where: -|

v Agrent ? Tantatiua ¥ Nacline (O Propose new time
Accept event

Edit the response before sending
No cor

Send the response now

Don't send the response
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Create a new meeting

1) To create a new meeting, click + New to open the new meeting screen. This way requires
you to set the date and time for the event. Instead, you can choose a date from the date
navigator and double click the date or time in the viewing area to open the new meeting
screen.

2z Office 365 Outlook

P v B Add calendar ¥ U Share v = Print

< January 2016 > < > January 10—16, 2016 v

2) Enter all meeting details, such as the title, location dates, and invitees. You can click Add
Rooms and select a meeting room for your meeting. To see invitees or meeting room
availability, click Scheduling Assistant. Click Send to save the event and send
invitations to the invited people. Click Save to save the event if no-one else is invited. To
create a recurring meeting, click the arrow in the Repeat dropdown list to view the
available options.

M save [ Discard fj Attach €) Skype meeting v ® Add-ins  Charm
Details
Add room
Wed 1/13/2016 > | | 3:00PM - All azy
Wed 1/13/2016 v | | 330PM v Frivate
MNever A Calendar -
15 minutes - Busy -
Add an email reminder
@ @ B T H AT A _ * I= Ze 9 WV
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Cancel a meeting

1) Click the meeting and then click Cancel. Then click Send the cancellation now.

12 Tuesday
[Itstaff] Time sheet due &
Office365

Test Test Room 123 - DO N

Tue 1/12/2016 2:00p - 2:30p
Test Room 123 - DO NOT USE - AUTO

Test

M 7ak Kasem

Declined 1

Mo response 1

# Edit | X Cancel

1m|

Athabasca University

Cancel event

Edit the cancellation before sending

Send the cancellation now
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Print a calendar

1) To print a calendar, click Print at the top of the screen.

N\

]

() New | ¥ M1 Add calendar v~

ro-.

J Share

< > January 10-16, 2016 v

Calendar Zak's Time Sheet

= Print

2) A new screen will open with your calendar displayed. Choose Calendar, View, Layout,

and time. Click Print to print the calendar.

é Print 2 Cancel
Calendar:
Calendar hd
"\.-"i'E"r'-.':
hMonth -
Print from:
3:00 AN -
Print to:
500 PM -
Print detailed agenda and calendar
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Use the scheduling assistant

1) To use the Scheduling Assistant, start a new meeting, and then click Scheduling
Assistant at the upper right corner.

Outlook

H Save 1 Discard [ Attach @ Skypemeeting ¥ @ Add-ins Charm v  Categorize ¥

N

Details People [ ey Schedulingassistant]
[ +

p— ‘.ﬁl A Zak Kasem
Organizer

2) Add attendees by entering their names in the labeled field. Attendees’ availability for the
meeting time will be displayed in the Calendar view. Then click OK.

v 0K Discard =e=

< > Wednesday, January 13, 2016 v Day W

Zak Kasem Carol Ganske Dave Soulliere

Wed 1/13/2016 x 400PM ¥

Wed 1/13/2016 b 430PM ¥

All day

Attendees

h 3p
Wy Zak Kasem '
¥ Free
B (ool Ganske % | “P
) 5p
Dave Soulliere X
Free
p
7p
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Appendix A: How to check your Internet Explorer version

1) Click the gear icon on the upper right corner of IE.

Kasem - Qutlook

2) Click the About Internet Explorer option from the drop down menu. If it is not updated,
click the Install new versions automatically checkbox, and then click Close.

Zak Kazem - Outlook n :ﬁ: ‘:‘

Print »
File 3
Zoom (105%) ¥
Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

Report website problems

Tn+w‘ Pt aTatats

About Internet Explorer
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[ 25

About Internet Explorer

e

Internet
Explorer1

Version: 110960018124
Update Versions: 11.0.26 (KB3104002)
Product ID: 00150-20000-00003- 448459

'&l' [ Install new versions automatically

© 2013 Microsoft Corporation. All rights reserved.

Close
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Appendix B: Quick Reference

In Zimbra, we use LDAP password,
which also used for Alfresco and
myAU, and you can change it using the
Change Staff Password link from
myAU portal.

1) Go to MyAU.
2) Click Zimbra under MY
APPLICATIONS.

Zimbra helps you to create a new email
by clicking the Mail tab, and then
clicking the New Message button.

To refresh your mailbox in Zimbra, you
can click the Refresh icon or click the
inbox.

To reply an email in Zimbra, you click
Reply, enter your message, and click
Send.

In Zimbra, you can forward one or
several email messages to other
recipients. In Office 365, you can only
forward one email at a time.

In Zimbra, deleted items are placed in
the Trash folder. In Office 365, deleted
email messages are placed in the
Deleted Items folder and remain there
until you manually empty it or until the
folder is purged automatically. Email is
purged from this folder after 30 days
from the receiving date.

Password

"

Access Email

v "

w

New Email
4 New
Refresh
@
Reply
€3 Reply
Forward
% Forward
Delete

e
IS

In Office 365, we use the AU Local
password which also used for your
Windows machine and Citrix, and you can
change it using the Change AU.Local
Domain Password link from myAU portal.

1) Goto MyAU.
2) Click Office 365 under MY
APPLICATIONS.

1) Select the Mail App.

2) Click New Mail.

3) Enter recipients, type subject, compose
message, and then click Send.

1) Click the gear icon on the upper-right
corner.
2) Click Refresh.

1) Click Reply.

2) Enter other recipients or type your
reply.

3) Click Send.

1) From a mail folder, click the checkbox
next to the sender’s name.

2) Right click to select Forward. You can
only forward message at a time.

1) To delete a single email, hover over the
message in the Inbox pane and click
the trashcan icon.

2) To delete multiple email messages,
click the first message then hold the
Ctrl key on your keyboard and click on
the rest of the messages you want to
delete. And then click Delete.

Athabasca University
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The search feature is a powerful tool.
You can search for any value, such as a
word, first name, last name, phone
number, or subject.

Preferences determine how your
Zimbra window will look, your theme,
automatic replies, and signature.

You must recreate your email signature
in Office 365. As Zimbra signatures are
not migrated.

Unlike Zimbra which provides you with
one automatic reply. Office 365
provides you with two automatic
replies, one to each sender inside AU
and the other for external senders out of
AU.

Similar to Zimbra, Office 365 allows
you to create a new appointment, all-
day meeting, and repeating meetings.

Both of Zimbra and Office 365 allow
you to create contacts and contact
groups.

Options

Fol

Add Signature

S
X
f

o 4

Automatic Reply

Create New Meeting

o New

New Contact

&l New ~

1) Enter a search term into the Search
Mail and People search bar above the
Folders pane.

2) Suggestions will be displayed in the list
under the search bar. If you see what
you are searching for, click the
suggestion.

3) To search for unread email messages,
click All and choose Unread under
Filter.

In Office 365, we can access similar
functions by clicking the Settings icon on
the upper right corner then click Options.

In Office 365, you have only one signature
per signature.

1) Go to the Settings menu and click
Options.

2) Click Shortcuts, then click Add a new
email signature.

1) Click Settings and click Automatic
Replies.

2) Click the Send automatic replies radio
button

3) Select a Start time and an End time.

4) Type the reply that senders inside AU
will receive.

5) Check the Send automatic reply
message to senders outside my
organization, and type the reply for
external senders outside AU.

6) Click OK to finish

1) Click the Calendar app, and then click
New.

2) Enter the Event title, the location, and
the attendee’s names.

3) To see free/busy, click the Scheduling
Assistant. The attendee’s schedules
appear in columns. Find and select the
time where everyone is available.

4) Click Save.

1) Click the People app, and then click
New.

2) Select from Create contact, Create
contact list, Create group, or cancel.
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Zimbra helps you to create To-Do lists. New Task 1) Select the Tasks app, and then click
Your tasks in these lists were not New task.

connected to the calendar. In Office 2) Enter the Subject, Due date, and click
365, you can create tasks that can % New ~ Show details.

contain due date reminder, repetition, 3) Enter a Start date, Date complete,

Status, % complete, Priority, and set

and track total work hours. ’ .
a reminder, and click Save.

Documents

Zimbra allowed you to creates L
documents via the Documents tab E | Documents do not exist in 0365

Briefcase Briefcase does not exist in O365.
Briefcase: Zimbra allowed you to store — Consider creating a Group and storing
file in a briefcase files in the Group’s Files tab or store

them on OneDrive.
Import/Export

Zimbra Import/Export: All Zimbra data \ Tgz files are not compatible with O365.
can be exported to a “Tar-GZipped" ‘ - You’ll have to import those files into
(.tgz) format which can be imported % . Zimbra and forward them to your 0365
back into Zimbra. account.

Getting Started with Office 365

Via the MY AU portal select 0365 (Email, Calendar & more) OR go to

Logging in outlook.office.com/owa/ via your browser and Login using
username@athabascau.ca and your AD Password

Load the Skype for Business App. Skype for Business will make it easier for other AU
staff to communicate with you via IM (Instant Messaging). It also highlights your
availability (Away; In a Meeting; Busy etc.)

Skype for Business | Access the following link for instructions https://support.office.com/en-
us/article/Install-Skype-for-Business-on-your-PC-8a0d4da8-9d58-44f9-9759-
5c8f340ch3fb and use the “I have Office 365" path.

Don’t have all Your email and calendar, as of Feb 20™ were migrated to 0365. Since loading that
your Email? information we’ve been running a “true-up” between Zimbra and 0365 to bring all of

your data up to date. You can still access Zimbra for data that has not yet been synced.
You just can’t receive new email in Zimbra.

Your shares You’ll have to re-share calendars and email folders. You’ll be sent a list of the shares

you own and instructions on how to recreate those shares.

Group shares Group shares such as department calendars and mail folders are being migrated.

Instructions for accessing and managing these shares will be published shortly.
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Appendix C: Glossary

AU

App

OWA
0365
AD

LDAP

Athabasca University
Application

Internet Explorer
Outlook Web App
Microsoft Office 365
Active Directory

Lightweight Directory Access Protocol
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