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(Introductlon

This documentation is meant to function as a guide for individuals that may be unfamiliar
with Microsoft Outlook. The more advanced features of Outlook are not included. This
documentation covers the following topics:

The Outlook Screen

Working with Email

Creating a Signature File

Sending Email
Additional Email Options
Sending Attachments

Receiving Email
Replying to Email
Forwarding Email
Flagging Email for Follow-up
Additional Options

Out of Office Assistant

Personal Address Lists (Contacts)

Distribution Lists

Saving and Storing Email (Personal Folders)
Creating Personal Folders
Moving Mail to a Personal Folder

Working with Calendars
Viewing the Calendar Creating an Appointment
Creating a Recurring Appointment Scheduling Group
Meetings Creating a Group Calendar

For additional information on working with Outlook 2003, please go to this web site:

Software Documentation
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The Cutlook Screen

When you open Microsoft Outlook, the following screen will display:

The Navigation pane displays on the left side of your screen and is a combination of the
shortcut bar and folder list found in previous versions of Outlook. Select View, Navigation
Pane to turn off/on

Inbox - Microsoft Dutlook

File Edit Wew Go

Tools

Actions  Help

=@l x|

Twpe a guestion for help -

Glew -~ | & 23 X | CuReply (i Reply to Al i3 Forward | S SendfReceive + | ZoFind (B | [ Type acontacttofind - l@;!

Favorite Folders

L7 Inbex

(5] Deleted Items (3}
L7 Drafts [1]

L= Outbox

L5 Sent Ttems
L3 Unread Mail
L3l For Follow Up [1]

&l Mail Folders
=¥

| Banner in Personal Fol

[ Banner (1}
@ Deleted Items
= [ Mail
[ OFriday

-
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= wordTips
= WifordTips for 3 January 2004 1/3/2004

WirordTips

= WifordTips for 27 Decerber 2003 1272772003

WirordTips

= WifordTips for 20 Decerber 2003 1272042003

= U5 Airways Promotions

[ AuxServiced

{4 Mail

[ 123Dealwit™

Right click any item in the Navigation
Pane for Navigation Pane options

ﬁ Calendar

&=| Contacts

:‘Z Tasks

ol Ca [&] 2|

=1 US Airways Domestic E-Savers
U5 Airways E-Savers

Wied 147

The Office Letter Standard Edition -
January 12, 2004

The Office Letter Team [jpowell@aoffice

Extra line breaks in this m

o

To: jHfreed@email unce.ed

OFFICE LETTER

STANDARD EDITICH

Tip=z, Trich
Technigque=z for Hi

Volume 3, MNwaber
January 12, 2004

= The Office Letter Teamn

IN THIS ISSUE

|p8 Items

Click the Configure Buttons icon to add buttons,
remove buttons, or rearrange the order of
icons on the Navigation Pane.

Reading Pane: To

eliminate the Reading

Pane or change its

location on the screen,
select View, Reading Pane
from the Outlook menu.
You can also right click
the grey area of the

Reading Pane for
additional options.

ﬂ Oriline
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Inbox - Microzoft Dutlook =& ]
. File Edit “iew Go Took Actions Help Type a question for help =

DgdNew | = (Y X | i Beply (28 Replto Al (3 Foward | =Y Send/Receive ~ | 20 Find (2 | W Tepeacontactiofind | @) !

!| (i} |Q| Subject Received % = ot |?
= Date: Today iii E o
(=1 Mhicrosoft Event Reqistration Confirmation wed 1/14/2004 9:30 A icrosoft il
P Y Y P Y T Ay ———
. Y :
(21 Here is your Microsoft.com key vired 171452004 5:33 As Microzoft Registration System kil
(21 Here is your Microsoft.com key vired 171452004 5:33 As Microzoft Registration System kil
=] Fi: Please Provide o Quote Wire
[ candy for sale we{ Outlook Screen display with Navigation Pane and
I e T D e g "= Reading Pane turned off. In this screen display you
(= US Aimnways bomestic E-Savers Wi'e

can select Go from the Outlook menu to view

e Calendar, Tasks, etc.

= pate: Monday

Navigation Pane Notes:
e Click on the Calendar, Contacts, icon, etc. to view them. To view Calendar, Tasks
separately, right click and select View, Open in New window. Notice that the Notes
icon is located at the very bottom of the Navigation Pane.

e By default, viewing an item in the Reading Pane does not cause Outlook to mark the
message as "Read”. If you would like to change that, select Tools, Options, and on
the Other tab, click Reading Pane and select "Mark Item as Read when Viewed in the
Reading Pane”

e Favorites Folders section: Any folder can be dragged to the Favorites Folders
section. In addition, note the Unread Mail and Followup Folder. The Unread Mail
folder contains unread mail, and the Followup Folder contains all mail flagged for
followup. NOTE: Deleting mail or moving mail from the Unread folder or the
Followup Folder deletes or moves the email in the Inbox as well.

e If you would like Outlook to open displaying the "Outlook Today" screen, select View,
Toolbars, Advanced, then click the Outlook Today icon. Click Customize Outlook
Today and select "When starting go directly to Outlook Today”

Message Grouping
Email can be grouped in a variety of ways, such as date, conversation, sender etc. Group
Headers can be expanded or collapsed.
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NOTE: If you arrange email by conversation (thread), note that only Unread email is shown
by default. Click the check mark next to the conversation topic to expand the conversation
and view all email.

Inbox - Microsoft Outlook 2 - =]l
© File Edit Wiew Go Tools Actions Help Twpe a guestion for help =

Dadnew v | S 23 XK | CuReply SEReplyto Al (5 Forward | L SendfReceive | EoFind (83 | W Type acontacttofind - | (@) !

r— Home Center: Fresh New Furniture
o for 2004
(3 Deleted Items (2) Arranged By: Date Mewestontop  © Sears Catalog [sears@e.sears.com)
'2| Drafts [1] i Click here ta download pictures. To help protect
[ outbox # Today wiour privacy, Outlook prevented automatic
|_1 Banner in Personal Fol dawnload of some pictures in this message.
[ sertt tems # Yesterday To:  jtfresd@emnail unce. edu
[ unread mail
For Follow Up [1 3 =
Ea p 1] = Last week Hawing trouble viewing this email? Click here, and r
All Mail Folders 21 The Office Lett

picturez. To help

= %‘J Mailbox - Freed, Judy -2

The Office Lett
(5] Deleted Items {Z |

Mail grouped by Date, with Today and

(7 Drafts [1] Yesterday headers collapsed, so that only
[ Inbox . ' o 8 d
(g wunkemal 2 Sorryfor the e last week's mail is displayed.
[ Dutbox - Tack Kramer S
- b (= Riders Alert-Routes 1, 2, . 4.5, 6, 7. 8. 10, 1... . help protect your privacy, Outlook, preventad
[ Mail R0 ¥ automatic download of this picture fram the
CATS Rider's Alert Internet
ﬁ _ 4 RE: Fixed Assets batabase Fritrs
Erocks, Susan
&=| Contacts (20 Re:***From SCT: Banner Product Calendar U... v
= Jack Kramer
ﬂ Tasks
(=0 ***From 5£T: Banner Product Calendar Updat... = _ILI
Ll Ca [@ = Ed Hauser L
|02 Ttems | 5] online
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Working with Ematl

Creating a Signature File
A signature file contains text that is automatically ac
email messages. To create a signature file:

With your Inbox displayed, select Tools, Option:

Click the Mai/ Format tab.

Click Signatures, then click New.

In the Create New Signature box, type a name for your signature file, then click

Next.

5. Inthe Edit Signature box, type your name and any additional fext, such as your
department, extension, etc. as you would like it to display in outgoing email
messages. Click the Font/Paragraphs buttons to change fonts or paragraph
alignment.

6. When you are done, click Finish then click OK. Make sure that the name of your

newly created signature file is displayed in the " Signature for New Messages”

portion of the Options screen, then click Apply, then click OK.

Hwn =

Edit Signature - [John Doe] _"]ﬂ

— Signature texk

\éﬁé S This text will be included in outgoing mai messages:

John Doe
Computer Metworking
The AGE Caompany

Charlotte, MC 28229
704y 435-1111 1

Fort.. | paesh| Signature File dialog box

~wiZard options

|V% Attach this business car
Lot

I <Mong Ll
Mews wCard From Contact, ..

|

Sending Email

From the Inbox menu, click the New button on the Outlook toolbar, or select File,

New, Mail Message from the Outlook menu. A blank message form displays.

Complete the message form as follows:

1. Click the To button to display the global address list and/or your personal
address book to select recipients from. Once you have selected a recipient
from the Name box, click the To button to move the name to the Message
Recipients box. Continue to select recipients in this manner. You may also
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select the names of individuals you want to carbon copy (cc) or blind carbon
copy (bcc) at this screen. When you are done, click OK.

2. Type a brief description of your email message in the Subject line, then click
in the large message body box and type your message. Click Send when you
are done.

=T T T T T TR e T T
- =ISend Accountsy | [ - €| ! -
Erom., | |
BT, |0 |
B | |
- Subject: My First email message
éb]t“lgz Click the Options button to display —

' I ' ' additional options available to you when |

—] | _ sending email.

Thiz iz my first email messagei

Additional Email Options

= Ifyou wish to receive a notification when your email is delivered and/or
read by the recipient(s), do this prior to sending the email: Click the
Options button on the message screen, and then select the desired
option(s), then click OK.

*  You may also alert the recipient as to the Importance/Sensitivity of
your email by selecting the appropriate setting from the drop down lists.
You mail will be flagged accordingly.

Message Options i 2| x|

You can use the Importance and Sensitivity boxes
to alert the recipient as to the importance and/or
sensitivity of your email.

Yoting and Tracd

e [ |

Use voting buttons;
l J Checking these two options will result in

your being notified when your mail is
delivered to and read by the recipient(s)

¥ Request a delivery receipt for this messag

¥ Request a read receipt For this message:

__-—-—'—"'-’/

Nalivary

Sending Attachments
If you want fo send a file with your email, click the Insert File button on the
Outlook toolbar. The Insert File button resembles a paper clip. Browse fo the file
you wish fo attach. Once you have located the file you wish to send, select it, then
click Insert. The file name will display in the Attach field of the email.
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™ My First email message - Message (HTML)

& Microphone @Touls #yHandwriing &7 Dizwing Pad

File Edit View Insert _.m Tools Actions Help
<l
Hlsend [ | & B2 I@‘! 4 | ¥ | 2] options, |

Insert File button

-

a

L U

m g

(1]

Ty Hlbu

ce... H

Subjeck: y First emall messag;

ach... | [3]calls i (66 k)

)

Receiving Email

This is my first email message. |

‘ """"--._._,_‘__,_,_.--"'"r

Email with file attached

Incoming email messages are stored in the Inbox. Messages that you have not yet

read are displayed in bold.

In addition, messages that you have not yet read can be

accessed through the "Unread Mail” folder. To read a message, double click on the
message. Listed below are some actions you can take with incoming email messages:

Replying to Email: To reply to an open email message, click the Reply button on the
toolbar. Type your reply then click Send. There is also a Reply To All button that
allows you to reply to all recipients of the original mail, including those that were
carbon copied and blind carbon copied.

Forwarding Email: Clicking on the Forward button
allows you to forward the email to another individual.
The email displays in a new window and you must type or
select the email address of the desired recipient, type
a message of your own if appropriate, and then click the

Send button.

B

a!
AN

Flagging Email For Followup: You can place a flag on email as a way to remind
yourself that additional action needs to be taken. To flag an email for follow up,
right click the email message in your Inbox and select Followup, then select the
color flag you would like to use. You can also click "Add Reminder” to enter
additional followup options.
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Flag for Follow Up

'l

“Flag for Followup*
dialog box

O T |
i [Toesdy, setenber 17,2002 3] frosomn =

a

Additional Options

You may also print, copy and delete email. Deleted email is stored in the Deleted Items
folder, which must be emptied periodically. Empty the Deleted Items folder by right
clicking the Deleted Items icon in the Navigation Pane and selecting Empty Deleted Items
from the shortcut menu. Note: Once you empty the Deleted I'tems folder, email that was
placed there is no longer accessible. If you want to save mail, you must use Personal Folders
(see Saving and Storing Email).

Personal Address Books
You might wish to store frequently used email addresses in a Personal Address book. The
easiest way to do this is use the Contact feature of Outlook.

1. From the menu, select File, New, Contact. The Contact dialog box will
display.
2. Type the name of the contact, and the email address (or click the Address

Book icon next to the Email address field to select a name from the global
address list.)

3. Any other information you enter is optional. When you are done, click Save
and Close.

EE Jane Doe - Contact =]

Type aquestion for help I

|
|
T
-

‘= |[idae@email unce.edu 1\
Jane Doe (jdoe@email.unce. edu)
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4.

To select a Contact in a hew email message, click the To button in the
message, then select Contacts from the Show Names In..field of the dialog
box..

NOTE: If the Contact list does not display as an address book:

1.
2.

Click the Contacts icon at the bottom of the Navigation pane.

When the Contacts screen displays, right click Contacts under "My Contacts”
and select Properties.

Select the Outlook Address Book tab and make sure that Show This Folder
as an Email Address Book is checked.

Distribution Lists

Distribution lists simplify the process of sending mail to groups of individuals. For example,
if you frequently email everyone in your department, you might wish to create a distribution
list for your department.

1. To create a distribution list, select File, New, Distribution List from the Inbox
menu.

2. The Distribution List dialog box displays. Type a name for the Distribution list
in the Name field.

3. Click Select Members to select members from the global address list or your
personal address book.

4. Once the address list displays, click on the name of any individual you wish to
add to the distribution list, then click the Members button. To select multiple
names, hold down the Ctrl key while selecting names.

<l

Fo B Mo el Jook ek bk : tion for help 8

el Zove andDise (2 BriyiNis.e. T,

venbers | notes |

+m S ——eT |

QJH:«M&-I At | peow | ipdatetion |

O e P

Distribution list dialog box
|

m.-h Ertvate [

5. If the individual is not on the global address list, you can click Add New in the
Distribution List dialog box. Clicking Add New displays a dialog box in which you
type the display name and email address of the individual you are adding to the
distribution list.

6. Click Save and Close when you are done. Distribution lists are stored in the
Contacts folder.
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To use a distribution list when sending email, click the To button on the email message
screen, then select Contacts from the "Show Names from the" field in the Select
Names dialog box. Click on the name of your distribution list, then click To, then click
OK.

Out of Office Assistant

If you plan to be out of the office for a day or longer, you can use the Out of Office
Assistant to automatically generate replies to any email you receive while you are gone.
From the Inbox menu, select Tools, Out of Office Assistant. Complete the dialog box and
click OK when you are done. MS Outlook will automatically send the response you indicate
for as long as "I am currently out of the office" is selected " When you return to the
office, follow the above steps and click "I am currently in the Office" to deactivate the Out
Of Office Assistant.

Out of Office Assistant X

" | am currently In the Office
Click to activate the Out of Office Assistant

~{(% | am currently Out of the Dffice ——

AutoBeply only once to each sender with the following test:

| will be out of the office from 641799 until 6/5/99. Please contact Jane ;l
Doe with any questions or iterns that need to be handled before retu—————————

Thanks
=

These rules will be applied to incoming messages while you are out of the office:

Type text here

Status Conditions Actions
maye |
v e [
Add Rule... | EditHule.. | Delete Hule ¥ Show rules for all profiles
oK | Cancel Help

Saving and Storing Email (Personal Folders)
Personal folders allow you to move mail from the email server to your computer, thereby
reducing the chances of exceeding your mailbox's storage capacity. Some additional notes:
e You cannot access your personal folders when you use the web to access
Outlook.
e Messages can be dragged from your Inbox to your personal folders.
o Personal Folders should not be located under your mailbox's Inbox. For
example:
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| '@ 1nbox - Microsoft Outlook _.
| Hle Edt Vew Favorites Iools Actions Help Type a question for help =
imﬂ v [ ES@@‘R@;&&B | %th | B8 Typeacontacttofind  w [ E?J =

A1 These personal folders, "Accounting” and
Q w A ¥. " L
/ Drafts Py 0 Projects” are located under the Inbox in
(I @(6) g z the user's mailbox. This is incorrect.
i 7
LD Tasks
My Sharteuts 5 @pwkmdm
|6 ttems, 6 Unread |7

Creating Personal Folders
From the Inbox menu, select Tools, E-Mail Accounts, View or change existing e-mail
accounts. Click Next.

E-mail Accounts

Click New Outlook Data File button.
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2| x|

E-mail Accounts e
‘fou can select an account and change its settings or remave ik, =

Outlook processes e-mail for these accounts in the Following order:

| Type
Microsoft Exc : Exchange (Default)

Move Up
4| ||  Move Down

Deliver new e-mail to the following locat;

|Mailbox-SD Q Mew Qutlook Data File. .. I
¢Back [ Finish |  Concel |

Select either "Office Outlook Personal Folders File (pst) OR “"Outlook 97-2002 Personal
Folders File (pst) then click OK.

In this next dialog box, you will select the location for your personal folders. Personal
folders should be stored in H:\Exchange or H:\Outlook so that you can access them from
any computer that you logon to. Follow these instructions to complete this dialog box:

Click the triangle next to "Outlook” in the "Save box. From the drop down list that displays,
select the H drive.

20x
Save in: 1 Outlook | &« -2 @ X C ED ~ Tooks~
[d] Deskiop -
TNy = My Computer
=8 3% Floppy (A1)
My Documents =3 Local Disk (C:)
(] Documents and Settings

£ i] _Jsrst:mp
e —'__:“;jﬂsw The H drive is the drive that is
| n a
] Microsoft labeled with your name. It is your
=) Removable Disk (D7) storage space on the file server.
& Compact Disc (E:)
< L= Sstemp on UncedrwdVolliU...

52 Sa on UnccOinwiVoll\FsrviA...

=9 UnccApps on ‘UnccOlnwivoll'...

&2 Public on

52 Public on 'UncclnwiSys' (2:)
&3 My Documents

() W2 Maker 3.2 =l oK
v

€2 FTP Locations 1
5] Add/Mody FTP Locations =1 > Concel |

e Once you have selected the H drive, double click the Exchange (or Outlook) folder
to bring up the following dialog box.
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Create or Open ODutlook Data File "

j @"@'X Ei"TUU\_sv

2lx

Savein: lD Exchange
_I.'}:'C.%‘
My [;ocunents
&
Deskkop
File name:  [personal Folders(1) =l oK

Save as type: IPersonaI Folders Files

j Cancel ;

¢ In the File Name box, type a name for your personal folders, then click OK.

Create or Open Outlook Data File

| (] Exchange

z &-@ @ X - Todse

21X

File pame: IDersunaI

Save as typei [Personal Folders Files

e Click OK at the next dialog box that displays.
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Create Microsoft Personal Folders L

X

File:; IH:\,Exchange'l,personal.pst

WENT=E P ersonal Folders

—Encryption Setting

" Mo Encryphion
& Compressible Encrvption
" Best Encryption

—Password

Passwaord: |

ier-'ilfy Paseword: l

I Save this password in your password |st

cK I Cancel | Hep |

You are returned to the Email Accounts screen. Click the Finish button. Your Personal
Folders will now display in your Folder List.

& Personal Folders - Microsoft Outlook
Ele Edt Wew Favorites Tools Actions Help
_‘fjm > & FE_-] X | BeRerly Tyrenly toall off Forward | BEl Type a contact ko

L Bace - ® Personal Folders

e e D o 55he
| = &3 Outlook Today - [Mailbox -

0

Outlook Today

¢ Calendar

> Contacts

(3 Deleted Rems

& Drafes

&2 Inbox (6)

Journal

(> Notes

@ Outbox

&3 Sent Items

View.

Personal Folders displayed in Folder

| »

=

N

Once you have created Personal Folders, you may create subfolders to categorize your mail.
To create a subfolder, right click on "Personal Folders" and from the shortcut menu, select

"New Folder”. In the Create New Folder dialog box, name the folder. Make sure the

“Folder contains” box indicates Mail and Post Items, and that Personal Folders is selected in

the "Select Where to Place the Folder” box. Click OK.
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Mame:

|Important Mail

Ealder contairs:

|Mai| and Post Items ;J

Select where to place the folder:

B Mailbos - 5D
E@ Personal Folders
EJ'---@ Public Folders

oK I Cancel

Moving Mail to A Personal Folder
1. To move mail to a personal folder, select the message(s) you wish to move. You may
Shift+Click to select a group of consecutive messages, or Control+Click to select
multiple messages that are not consecutive.
2. With the message(s) selected, right click and select Move to Folder from the
shortcut menu.
3. Select the appropriate personal folder from the list of folders that displays in the
Move Ttems dialog box.
NOTE: You can also select the messages and drag them to the appropriate personal
folder.

Using Microsoft Outlook 2003 Page: 16
Judy Freed, Systems Development, UNC Charlotte Rev. April 19, 2004



Working with Calendars

Viewing Your Calendar
To view your calendar, click the Calendar icon in the
Outlook Navigation Pane.

Creating an Appointment

1. To schedule an appointment on your calendar, select File, New Appointment from the
Outlook menu or double click any empty place on the calendar.

2. Complete the dialog box by entering a subject, location, etc. then click Save and
Close. The appointment will display on your calendar.

i Meeting - Appointment |7 x

Type a question for help I

poree ] e et -
jStattime;  [wedojierzioe —— of [roomn o]

NOTES
1. By default, all other University Outlook users can view your calendar. To make an
appointment private, so that only you and those you authorize can view it, click the
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Private box on the appointment screen.

2. If the Reminder box is checked, a visual and audio reminder of your meeting will
display/sound prior to the meeting.

3. Use the Show Time As option to indicate whether you want the appointment to
display as free time, busy time, tentative or out of office.

Creating a Recurring Appointment
1. To schedule a recurring appointment on your calendar, select File, New Appointment
from the Outlook menu or double click an empty space on the Calendar screen.
2. Complete the dialog box by entering a subject, location, etc. then click the
Recurrence button on the toolbar.
3. Select the frequency along with any additional options, then click OK.
4. Click Save and Close.

Appointment Recurrence il

i [1030A1 =] Duraions [ mnures |

I
| |

.
[

wedsfisizoz |z M enddat
by [wed iz |

Scheduling Group Meetings
1. To schedule a meeting, select New, Meeting Request from the Outlook menu. The
meeting request dialog box displays
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8 Untitled - Meeting: =181x]|
Flo Edt Visw lnest Fomat Tods Actors Help Typs aquestion for help B
 isend Accountsr S (] o, Gﬁecwen Cancellwtation.. ! & X A
appoiment | schedulng | ¢

| tvitations have not been sent For this mesting, ! -

Tow. |
subject: [
Location: | =] ™ This is an online mesting using: [Winddows edia Services
Starktime; | Thu 9/12/2002 | [rooan | T allday event
Endtime:  [Thu9/12/2002 i | TETT |
0 Vigeminder 15 ninutes =] 2| Shoustime asi [M pusy =1 Labels [T Trione =l
" |
|
Contacts | Categori | Private [

2. Type a subject and location for the meeting, then select a desired start time and a

desired end time for the meeting using the drop down fields.

Start time:  [Tue 9/17/2002 | fzonam | T Al day event

Endtime:  [Tus 9/17/2002 i EEET

The next step is to check to see whether your desired attendees are available for
the meeting. To do this, click the Scheduling tab to display the scheduling dialog
box. Because you are scheduling the meeting, your nhame and calendar information
will display. Click the Add Others button, then select Add From Address Book.
The global address list will display. Select the names of your desired attendees
from the global address list (or use your personal address book if you wish). As you
select each name, Outlook will indicate whether the individual is free or busy during
the meeting time.
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Format  Tools  Actions  Help

If one or more of the attendees are busy
during the requested meeting time you
— may revise your meeting time using the

= Tues]

oo 200 mo e swo| Meeting start time and Meeting End time
ﬂ____: boxes on the Appointment tab. You may

U] €, 43 Recurence... @(Eancel Irwitation..

also click the Autopick Next button to
cycle through times that are available for
all desired attendees.

It time: | Tue 9/17/2002 = [2:00am

e |Tue 317/2002 1 P [ro:z0 a

In this case user "SD" has scheduled a meeting with user "RBU". The calendar
indicates that both individuals are free during the requested meeting time.

4. Click the Appointment screen, then click the Send button to email the meeting
request. Once you do this, the meeting is automatically added to your calendar.
Your desired attendees receive an email requesting that they accept or decline the
meeting request. As they accept or decline, you are notified, and if they accept, the
meeting is added to their calendars.

Creating a Group Calendar
If you frequently schedule meetings for the same group of individuals, you can create a
group calendar to simplify the process.

1. Make sure your calendar is displayed, then click the View Group Schedules button on
the Outlook toolbar.

1@ Calendar - Microsoft Dutlook I =1
- File Edt Wiew Favoites Tools | Actions | Help Type a question for help &

- TMew + S ¥ = Today [7]Daw|[5] Work Wesk [7 | Week [51 Moy N[ Type acontact to find = »
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The Group Schedules dialog box displays.
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Group Schedules

2. To add a new group schedule, click the New button. Type a name for the group
schedule, then click OK.
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3. Click the Add Others button, then select Add From Address book. Browse to the
desired address book, then select the name of the individuals you want fo include in
your group schedule. Click the To button to include them. Click OK. The names of the
individuals in your group schedule now display as members of the group you just
created.
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4. Select Save and Close.

5. To schedule a meeting using the group schedule, click the Schedules button on the
Outlook toolbar, select the desired group, then click Open. Click the Make Meeting
button to schedule the meeting. Select New Meeting with All. Complete the meeting
request form as you would for any other group meeting.
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