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OPENING MICROSO+DUTLOOK2007

‘ ol

Toopen Microsoff Outlook® 2007, click on the icon on your desktop. If this is not available, use the following

steps:

1

il
f
il

Go to the START MENU

HOVEFoverALL PROGRAMS

When the programs appeatiOVEFoverMICROSOFT OFFICE
SelectMICROSOFT OFFIOETLOORO007 .

THEUSERINTERFACE

ALMOST THE SAME

Outlook 2007 uses two different types of user interfaces. One looks and feels very similar to the old Outlook,
and the new interface las had some major revisions First,we will look at the interface thais almost the
same as in previous versions.

In Outlook 2007 the buttons that are available at the top of the window change depending on what feature you
are using at the time. Below are examples of the buttons available wh@ALENDATR selected, as wdlas
whenMAILis selected.

CALENDAR
Print
Go to Today
ca/ewar
View Group Open Address
Schedules Book
MAIL

Notice that while basic features such as categorize, delete and search are
available for both, items specific to mail are only available wheMAIL is
selected. The same is true dCALENDARems.
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THENEW INTERFACE

The new interface for Office 2007 is very differeritom previous versions, however Outlook is set up as a
hybrid. The main Outlook window maintains the old menus and selections, while inside the mail messages,
tasks and appointments the newuser interface is used. Thisnew f | u i idterfacs is caledTHE RIBBON

The first thing that you might notice is that some of the menus are no longer there. Most importantly, EheE
MENUis missing. This is the most disconcerting issue for new users, but fear not! All of the features that you
usually found in theFILE MENUare now behind the iquitous OFFICE BUTTQ(ircledbelow). This is also

where you will find tools and customizain capabilities.

Untitled - Message (HTML)

a1

H9 0 2+ %

Message Insert Optians Format Text Developer

o s e M [ DT

_ =3 Copy
||§'§ -§§| Address Check Attach Attach Business Calendar Signature || Follow Spelling

Paste . =
- F Format Painter T Book Mames File  IHem Card~ - Up~

Clipboard F}

o

&

H
abs . -|E==
B I U b2 é [E= = 3 LowImportance

Basic Text iE] Mames Include

Clicking on theOFFICE BUTTCOMmM a mail messagewill reveal the following menu:

) ) deof F ¥ Untif
E Create New Outlook Item [

/ Jj New Mail Message I

(39 1. Mail Message f

" |
/ =7 Send ::.17 2. Appointment f
4 3. Meeting Request |

: ez 84 4. Contact |
‘ j -3 5. Distribution List /
/ A{ " N o 6. Task
/ k] 7 Note /
/ X Biiiie = 8. Choose Form
/ ED 9 choose InfoPath Form
/ 53
UL Move » “
,"’ f
: Permission » /
/| i3
/ = 2 Print »
= /
Properties /
f‘ /
I

J Close
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THE RIBBON

The foundation of the new user interface is thRIBBON This replaces the old file menus, and provides a
visual button for the most conrmon features in each program. ThRIBBONs the primary user inérface for
Word, PowerPoirft, Access andexceP. The ribbon is also used in OutloSkwhen creating messages and
scheduling appointments.

HOW TO USE THE RIBBO

The first items to notice on the ribbon are the

TABS These are like the dividers that we used B "

to use in our binders.These tabs hold functions delass Options Format Text

that are grouped by categoryHereis a screen \J

shot of the standard ribbon tabs:

In each program, the most@mmon features are contained on the home&b. ForOutlook, on theMESSAGE
tab, these features include clipboard functions, font editing, paragraph editing, style selections and standard
editing. There are two ways to use the ribbon.

1. Using your mouse:
a. Selectthe tab that you need
b. Select the item from the tab.
2. PresstheALTkeyboard keyonce to turn on keyboard shortcuts
a. Pressthe letterkey for the tab you want
b. Press the letterkeyfor the feature that you want

Belowis an example of using the mouse to Belowis an example of theALTkeyboard
select the insert tab, followed by the table tool shortcuts.
button:

j/ e jf/

Table ||| Picture Cliip

Dlnsééhlable — - ’E i/jﬂgf ?i’ﬂ/lt oﬁns FOr”E,I] Text
LI ——
HoOo0Es

NN/
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FINDING MORE FEATURE

The ribbon is designed to provide the features that are used most often by users as researched by Micr®soft
We all know that there are things that we use that might not be popular witther users, so how do we find
these tools now that they are not on the ribbon?

Fear not, there are still ways to customize Word to your specific

needs. TheQUICK ACCESS TOOLB#A®&Vides you with these 0, o 0 s
options.

When using special features such as imag, charts and tables, e TopE

the tools that you need will magically appear on a new set of Design L%aur

tabs. This eliminates the need to drill through toolbars that are
not applicable to what you are doing at the timel call these
appearing and disappearing tab81AGIC TBS. Herewe see an
example of part ofone of thesemagic tabs that appears when a
table is selected, and does not appear when the table is not
selected.

ECUSTOI\/IIZING THRUICK ACCESS TOOLBAR

TheQUICK ACCESS TOOLB#Rcated at
the top left of the window by the office button

and you can add your favourite features for ’5"3’ , o U 9 i
. //
one<lick access. = Message Ins| Customize Quick Access Toolbar
. . = v/ Save
You can customize the quick access toolbar = _
. Quick Print
features using the small droglown arrow Paste [k

S

beside the toolbar and either selecting the - Format Painter| 44, Quick Access {,_.,f.,,;a',’/
features that are available, or be selecting ‘W A s —
MORE COMMANDSUse this to add your e |
favourite features, and to remove features that

you do not use.

HOVEROVER FORMATTINGIVE PREVIEW)

This may be one of the most effective timmanagement tools provided ly the new Gfice suite. Instead of
selecting a formatting option, then finding that it is not correct, and going through the formatting agaall you
have to do is hoveover the feature with your mouse to preview the changes that will occurhis is nd used

as much in Outlok since most of the time plairtext is all that is needed, however the option is available. If
you want to turn off the option to have hovesver formatting, then you will need to turn off thelVEPREVIEW
option from theEDITOR OPIONSbehind the OFFICE BUTTON
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USING ®@TIONS

‘ ©

Every program that has the ribbon also has its oPTION$nenu. This is where you will find everything you
need to customize your experience from changing to the Canadian dictionary to adding edit marks. To getto
the Options menu, click on th© FFICE BUTTQANd then theOPTION $utton at the bottom of the mewu

box. From an email message, thE DITOROPTIONSialog box will open. The item that you are working in will
appear orange on the lefhand side of the screen.

Editor Options @E
= n = ;
_3 Initial settings for your Microsoft Office programs, including the default settings for Outlook.
Display %
Proofing Working with Outlook and other Microsoft Office programs
Advanced Show Mini Toolbar on selection

Enable Live Preview (¢
Show Developer tab in the Ribbon
Always use ClearType

Customize

Color scheme: Blue v
ScreenTip style: | Show feature descriptions in ScreenTips v
Personalize your copy of Microsoft Office

User name: |Louise Massey

Initials: LM

Choose the languages you want to use with Microsoft Office: | Language Settings...

H\“

POPULAR

This feature allows you to adjust the basic features @futlook You can decide whether you would like to have
the MINI TOOLBARvailable for editing text, whether you want to be able to see how@rer formatting using
LIVE PREVIEWs well as other features such as thevay that your name displays, theolour schemeand
language settings.

DISPLAY

This feature allows you to select which items you would like to have displayed sucF@RMATTING MARKS
It also allows you to sePRINTING PREFERENCES

PROOFING
This feature allows you to select yokUTOCORRECT PREFERES as well asSPELLING ANBRAMMAR

PREFERENCE®Jse this to choose such items as the number of spaces that you prefer after a period,
whether you want the editor to check spelling only, or both spelling and grammar.
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ADVANCED
This section allows you to customize aspects tife Editorin detail. There are options for how editing works,
what features you wuld like to have turned on/off,and formatting options. This has the most comprehensive

list of features for advanced custmization of your personal preferences including how you would like your
email to display.

CUSTOMIZE

This allows you ta€CUSTOMIZEhe appearance of theQUICK ACCESS TOOLBARse this feature to select
or deselect buttons for use in each program.

INSERTINGTEMS INTO YOURMAIL OR APPOINTMENT

Most items that you would insert into youemail or appointmentare found on theINSERTtab of the ribbon.
Below are some of these features.

INCLUDEGROUP

ATTACH FILE

This will allow you tattach standard files suchas Word documents, pictures, PDF documents and other digital
materials.

| ATTACHTEM

This allows you to insert a specific item from Outlook such as a calendar appointment or another email.

|BUSINESS CARD

You can generate business cards from your contacts to

attach to email. While this is a nice feature in Outlook “,v/‘Educaaona/ Technologist
2007, we do not recommend using business cards on a | Malaspina University College
regular basis as each card creates a small file attachment (250) 753-3245

that increases the size okmail. The example to the right ST
demonstrates some of the formatting that is possible. ‘*’

MA

LASPINA
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CALENDAR

This feature allows you to insert a table that displays your calendar eventsdospecified date range. You may
select options such as the amount of detail ailable, and showing or hiding items that are outside of work
hours. This could be useful in communicating availability to people outside of the institution who are not able
to access Outlook for scheduling, or communicating with students about office m@and course schedules.

/;" Insert Options Format Text
To insert a calendar, select theNSERTtab, and /;’gf“ Calendar Signature || Table || Picture
then click on theCALENDARutton. Dda Ly — S

Tables
}ot be/ Insert Calendar

Attach your
¥ calendar inform
a
to this message, fde

The person receiving the message

does not have to
us i
order to see jt, € Outlook n

Calendar Blanks Calendar

On Thursday, December 06, 2007
Time zone: (GMT-08:00) Pacific Time (US & Canada)
)

Here is a sample of the
(Adjusted for Daylight Saving Time)

inserted calendar. In
this case, the calendar December 2007
used is a sample SM T WTF s
calendar, and does not
belong to an individual.
NormalyYOUR NAME
would appear in the
section that reads

CALENDAR BLANKS
CALENDAR W
/, Dec 06

Active Consult 8:30 AM~-9:00 am

Iy

Lunch Break 9:00 AM - 11:00 AM

Workshop 11:30 AM - 1339 PM
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SIGNATURES

Any signatureghat you have created are available to be inserted from tf#®IGNATUREButton on the
INSERTtab.

From this button, you can also create a new signature.

1. Select theSIGNATURESption from the dropdown.

/ Insert Options Format T
755 e i [Signature/ Table
F -

e f —
/d f Main
y / Temp

temp3

Signatures,,,

2. SelectNEWand enter a title for the new signature. Sele@®K

,’, E-mai Signature | Personal stationery

J
[ Select signature to edit
J

/
i rm‘ )
/
J

temp3 [

3. Enter the signature text, or copy and paste from Word.
4. SelectOK

ot gt
Calibri (Body) ¥juS|/B r g

Sample Signature
Local 0000/

Automatic v/ =

=/ F F | 8dpusiness Card =)
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ILLUSTRATIONS

ThelLLUSTRATIONSction of the INSERTtab allows you to insert graphical elementsto the email.

PICTURES

Clicking on thePICTURButton will openthe standard dialog box that will allow you to select an image file
from your computer.

COMPRESS PICTURES

When attaching pictures to emalil, it is important to be aware of file size. Often large pictures will catlmse

total email file size to be greater than the quota allowed by the service provider. A difficulty with this is that
sometimes people confuse the file size with the size of the image. After resizing the image, the file could have
the same amount of inbrmation, and therefore have the same sized file.

Office 2007 provides an easy method of shrinking éhfile size of images added to mail, documents or
presentations. This is theCOMPRESS PICTURfeature.

1. Select the image that you want to compress. | lulieture Joots

|

2. SelecttheFORMATab from the PICTURE TOOIliRat appear. Format

f
{2z ¥ .c
/ @& Brightness ~ j{gonwpress Pictures

3. SelectCOMPRESS PICTURE | @ Contrast - B Change Picturdyy

| O Recotor -
// 7% Recolor ?ij5ffP/dure

4. From the dialog box that appears, select
OPTIONS

Apply compression settings now

[¥] Apoly to selected pictures only

5. From the new dialog box, select the options
that you want. For standard email select
EMAIL

Compression Settings

Compression options:
[4] Automatically perform basic compression on save
[7] pelete cropped areas of pictures
| Terget output:
O Erint (220 ppi:

On

excellent quality on most

printers an,
n (150 ppi): d screens

good for Web pages and

6. SelectOKto both dialog boxes.
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CLIP ART

To insertCLIP ARTselect theINSERTtab, and then select theCLIP AR Dutton. The Clip Art btton will open
a task pane. The task pane allows you to search foriplart using a keyword search.

SMART ART

Smart Art is aquick method of adding flowcharts and
relationship diagrams. These work best with minimal text.

The Smart Art feature autdormats to fit the text, so large e
amounts of text wil create a very small diagram. In testing
for compatibility with other systens, the following Smart

Art was viewable using the Mail program on a Mac,

however, the image appeared in greyscaldVhen viewed
using Entourage, the image appeared as seen here.

TABLE

Tables have been improved to provide more a more attractifi@al product. Tablesalso work with live preview
hoverover features. Use the &b that appears when your tablés selected to add impressive formatting to your
tables.

ToINSERT A TABI.Elick theINSERTab, then
TABLEand select the number of rows and
columns from the dropdown menu, or select a
preset from theQUICK TABLES OPTION December 19

December 18

CHARTS

ToINSERT A CHARG@Ilick theINSERTtab, and
then selectCHART Select the type of chart that
you want. An Excel window will open with sample
data. You can import dataor create your own.

Charts also work with live preview hovewver = 1statr
formatting features. * 2ndatr

¥ 3rd Qtr

¥ ath Qtr
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HYPERLINKS

Hyperlinks work similarly to previous versionslo insert a hyperlinkSELECThe INSERT TARBNd then
SELECThe HYPERLINKutton. A1 INSERTHYPERLINDIALOG BOXill open that will allow you to select
the hyperlink location. The world button on the dialog box will allow you to browse the web to select your

hyperlink.

Wypﬂ%k Bookmark

Links

Insert Hyperlink

Text ko display: |

@ QE

Lookin: |Ifﬂ My Documents

Existing File or
‘Web Page

N

(i) My Data Sources
My Music
My Pictures

| Mersion Cue

Current
Folder

7IX)

THE TGDO BAR

This is a new feature for Outlook 2007. The T@o Barprovides easy access to the most pressing details as
well as oneclick access specific calendar datesClick an a date to go to that date in your calendar.

Maximize/Minimize To-Do Bar

/

To-Dao Bar

(» X

4

S M
3 4
10

3

December 2007
TW T F

11 12 13 14 15
17 18 19 20 21 22
24 25 ¥ 7

> Move ahead one month

8 29 30

0D 1
5 617 &

23 29

Upcoming appointments

Lunch Break

Aoway

11:30 AM -12:30 PM

= ¥ NoDate

Arranged By: Due Date

Ul Type a new task e

—
Type here to guickly

create a new task.

Welcome

About
Ticket =
Media Relations

Tables of figures

=] T Today

Fwd: Folio Thinking

Spam Filter Upgrad,
Link to Parking Map

Categorize tasks by colour.
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EMAIL

The email features are much the same as with previous versions. The biggest chandkasthe email editor
used the new user interfacegee the section on the Ribboh

PREVIEW ATTACHMENTS

One of the new features in Outlook Mail is the option BREVIEW ATTACHMENTA the moment only Office
documents are available for preview (Word Documents, PowerPoint presentations, Excel worksheets, Visio and
Outlook items, and images).

To preview an attachment in the reading pan§INGLECLICK THE ATTACHMENhis will open a dialog
item that allows you to decide if you want to preview the file. If you know that the file is safe to open, select
PREVIEW FIL&nd the document will open in th(READING PANE

Weanesaay, Aprit 29, 2005
I Message |8 )xP P2 Office 2003 Checkiist doc 144 kg,

‘A You should only preview files from a trustworthy source. 7 7 7 7 7

Pr "
Teviewing the file might not show the full content of the file. To

s
ee the most complete, up-to-date content, open the file,

You can also preview messages in an open email messages. RIBTURNo the email message, select the
MESSAGE BUTTON

CATEGORIZING MAIL

In order to categorize email by colour or type, rigblick the
light grey square tahe right of the email title. This will
open the Categories list.

L Adobe Systems Incorporated [ you

resources and

& Tiny (< 10 xB) /

Select the category that you want to use. [" adobe Systems noporstea. ] |

—Monthly tips, resources and m...

= —A P % ol
Llear All Categories

-
p Create ‘Blue Category” Search Folder
Q Blue Category

[&J campus Admin Fu[kmons

Information

£ Adobe Systems Incorporétedl...
‘V‘:‘}“/w‘ tine -~ -
C Yy tips Urces anag

The square will now display your colour code.

nd
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SET MAIL ITEMS AS SRS

If an email contains anACTIONhat needs to be taken, you
canADD THE EMAIL TO THESK LIST If youLEFTF = Adobe Systems Incorporated |
CLICKthe clearFLAGo the right of the colour category, the thly tips, re i

default task setting will be automatically set.This is usually e —
set to the TODAYtem level.

If you would like to set DIFFERENT DATR
the task, RIGHTCLICKthe flag and select the
desired setting from theDROBOWN MENU
NOtICE that there are no Ionger ﬂags Of dlﬁerent ................................................................................ /

colours. Using theCUSTOM OPTIQNIis still ¥ Temorrow
possible to set an item toFOR FOLLOW UP X" This Week
however, the only flag colour is red. The \' Next week
immediacy of the taskis displayed by thehue of ¥ NoDate
the red flag Tasks automatically move from ¥ custom..
NEXT WEEK THIS WEEK TOMORROW
TODAYas the date approaches.If you do not
wish to have items change immediacy based on
the date, select theNO DAT Bption.

/_-/ Tiny (< 10 KB)

A Add Reminder.,,

v’ Mark Complete

Set Quick Click..,

ARRANGE BY

This is not a new feature in Office 2007, however, as it is
important to prevent the inbox from exceeding our limits, it is a
good idea to review the arrange by options. The default setting
for Outlook is to have emaihRRANGED BY DATEo fix
overloadedinboxes, it is a good idedO ARRANGE BY SIZE

Arranged By: Date

Newest on top

[Arranged By: Date. Mewest on ton
A ¥ Date

f' Today

J Lonversation

& Two Weeks Agl £rom

This will allow you to identify email that takes up the most F
space so that you can save attachments and delete the email. /

To

l" Categories
Flag: Start Date

/ Flag: Due Date

Arranged By: Size Largest on top

I/j Large (100 - 500 KB) A

4 James Smith —J
ggl_abratl on of A ze e 20 - 500 K5,
=) Smail (10 - 25 kB)

4 Jane Smith

/

=4 John Doe

11,28/2007 -
11/27/2007

= Tiny (< 10 k)
—

= —
- .-dobe Systems Incorporatedy,,
seellblctips, resources and

Malaspina Teaching & Learning Centre
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CALENDAR

The Calendar in Outlook has not changed much
from the 2003 version. It is still possiblecreate
appointments, categorize appointments by colour,
and invite others to appointments.The main
calendar is tittedCALENDARYy default. You may
add additional calendars and name these as you
choose. To the right you will see &t | have

Calendar

v December 2007 »
S M TW T F s

1
2 3 4 sIF 7 s
9/10] 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29

created a calendar named Calendar Blanks that | o if‘\

use for printing blank calendars and for training Mz?gm\ms\

purposes. TSSELECT A CALENDARRFO S ties e
VIEWINGsimplyCHECKthe box next to the 5 .:;f?é‘j::"j‘"

calendar name. e

[ 73] sent Items in al.rc[%ze Folders
¥ E Calendar in Archive Folders

4] Cale, j j j
A ndar mﬁarePomt Lists
People’s Calendars

Other Calendars

How to Share Calendars

NEW CALENDARS

To create a new calendar,

Select theNEW DROPDOWN 1"' Calendar - Microsoft Outlook Create New Folder
menu and click on the ,5”1 £dit View Go Tools Adtions =
. il New ¥ & |
CALENDARption. Enter a sl 8 X5 888 e E—
- Ctri=N / ;
name for your calendar, and I8 mectnoreguest  cunosproo ;m‘
then selectOK -‘ Folder... Ctri-Shift-£ ’(Sebztwhaatod«e”nfoldu' lé y
| &4 Calengar... /'S O Matbox - touise mes 3
[ Nayigation Pane shorteyt,,, # 1] Calendar ”y

You will now see the calendar
that you created inMY CALENDARSTo view and
use this calendar, select thecheckbox next to the
calendar name.

Q All Calendar Items
My Calendars
[j Calendar

Sent Items in Archive Folders
Calendar in Archive Folders
Calendar in___s_'harePoint Lists

Malaspina Teaching & Learning Centre
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VIEWING OVERLAID GNDARS

A nice new feature in Outlook 2007 is thability to OVERLAY MULTIPLE ENDARS To do thisSELECT

THE CALENDARShat you are interested in fromalMthe@lenbeesndar s a
will be displayed sideby-side. CLICKthe toggle buttonVIEW IN OVERLAY MO®#Ethe calendar on the

right-hand side.

Thursday

Meet with IT; IT5

[ Active Consult
Ofiice

The left hand calendar will take the top position, however this is easily changeddiyl CKING ON THE TA®B
the other calendar.

Thursday

Meet with IT; IT5

| Active Consult | Biology 111A Class
Ofiice

Office Hours

. |

ToREMOVE THE OVERLA&YICKthe toggle button toVIEW IN SIDBY-SIDE MODE

Thursda
View in Side-By-side Mode f o2y

Active Consult
Ofiice

Malaspina Teaching & Learning Centre



SCHEDULING
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Scheduling a meeting is not a new feature, but as we get many
inquiries about how to do this, we decided to include the details

here.

Select theNEWdropdown menu, and choos8MEETING

REQUEST

The initial view is for the details of the meeting such as the
location and purpose. To schedule the meeting so that it does not
conflict with any of the participants (and resources), click the
SCHEDULINGWBTTONN the SHOWgroupof the MEETINGIAB

YOUR NAMB®&ill automatically appear in the list of all attendees as

/[ Folder...
|3 Calendar..,

dMew vf il X
__? Appointment
/7 Meeting Request

au | &5 | g#l Today
Ctrl-N
Ctri=Shift-Q

Ctrl=Shift-g

Nayvigation Pane Shorteut,,,

/39 Mail Message

Location:

Start time: |Tue 1211 2007

End time.

the MEETING ORGANIZERoADDATTENDES that are listed in

the global addresshook, simplyTYPE THE NAME IN THEXT

AVAILABLE LINH the attendees list. If you type the full name, and
hit enter, the name will be checked against the global address list and =N
become active. Active names are displayed as underlined text.

I f you cannot

hit enter. If the name is unique (the only person with that name), then
it will automatically populate the full name. If the name is a common
name, then it will be underlined in red RIGHT CLICkie nameand
Outlook will providea list of people with that name

You may also add attendees that are not
in the global address listy typing their
email address If you are inviting an
external person to a meeting, then you
will not be able to access their calendar
items, so the avalability information will
not display.

Once you have selected all of your
attendees, you can look at the
availability of all parties to find a time
when everyone is available. Click on the
available time space to select it. You
can extend the length otime by picking
up one of the sides of the time selection
and dragging it to the left or right.

remember

Tue 12112007

Ctrl=Shift-p

]
. |[Appointment|scheduting || pe.
Workspace d~

Scheduling

All Attendees

£ lane Smith
a person Jennifer Brown e thei
Jennifer Green
Jennifer Orange
Jennifer Yellow
1N |
—
B, | Al Attendees .
£ Jane Smith [ ]
@ someone@external.ca \\\\ i N
Mo information,
Ma freefbusy information could be retrieved.
[Esens | Q [100% |
11:00 12:00 1:00 200 200
[E,| | Al Attendees |
[ @ Lenesmith
[ @ lane Doe A
| 0 lohn Smith

fivl 7y Meeting Room A

Time Selection For
Appointment
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If you have difficulty finding an
appropriate meeting time, you
can get Outlook to find one for
you by selectinfOPTIONSnd
selecting one of the
AUTOPICI€hoices.

¥ Show Only My Working Hours
Show Calendar Details

AutoPick All People and Resources

Refresh Free Busy

¥ All People and One Resource

Required People

Required People and One Resource

21

/ fﬁ 2] Catendar @ | J
/ X Delete
| Cancel Appalnfment Sthcdulmg Meeting

Invitation & Forward ~

Workspace
. Actions Show Attendees
Once you have scheduled the meeting, return to Inition: have ot been st for this meeting.
the APPOINTMENT VIEAWd enter all of the [ Th's app <curs in the pas

details before sending the invitation.

- | denpifer &2 ! [gnr:f.r (gl/gw l_eﬂ QQ;

’/ Subject: Survey Sa,

/ Location: Bul/dmg 300 Room 400

f T = 77¥7#7#*; ne—

/ = e e
| Starttime: |Tue. 1211, 2007 ¥/ [8:30 AMm
/ — — 1 —

| End time: Tue 12/11,2007 v/ [9:30 am -

(‘f' Please remember to
| Agenda Items:
[ 1. Review Surveys
' 2 Discuss outcomes
| 3. vour business ’/

bring your surve ¥sand a laptop.

A Reminder; p?
The default setting in Outlook requests a responsg from the //_M [ emicn,
invited parties, and allows then to propose a new time. To ’ V|| Request Responses

change this, select the(RESPONSES BUTTONthe
ATTENDEES GROWPthe MESSAGEab.

V| Allow New Time Proposals
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CONTACTS

The contacts in Outlook have been
expanded to include a variety of
views. Thedefault view is now the
Business Card viewsee image to
the right). Unformatted business .
cards are created when a contact is
added. Business Cards can be

modified to include images and e

Four, Sampie

specific text.

Traditional views are still available,
including address cards, phone lists, and
sorted lists sud as by category,
company and location.

2] All Contact ttems
My Contacts
8 Contacts
S Samples

Current View

Busin

Detailed Address Cards
) Phone List
) By Category

My Contacts
84 Contacts
8/ Samples
Current View
D Business Cards

Addr ards,

Detailed —ddl:& Cards

O Phone List
O By Category
D By Company
O By location

O Outlook Dats Files

Adq

Four, Sample

Business
E-mail

One, Sample
Business
E-mail

dress Cards|
— Three, Sample
Business

Two, Samplje
Business

£/ Samples

K here to enable Instant S

D 8 Full Name

Click here to add a ney

Sample Four
=
LE
LE]
49

Sample One
Sample Three

Sample Two

Door Person

E-mail;

Search

Job Title

twos@mala,ca

Ye, Sample

Sample One
Wersity-Colege

hree, Samp. Two, Sampte

& ‘Sample Three Sample Two

M & University-Col ege M ersit ege
G A =
R L AL k| : X ——
LA

(250} 555-5555
fakerl @fake...,

(250} 555-1234
ones@mala.ca

(250} 555-1236

(250} 555.1235

Four, Sampie

Information Malaspina Unive

Manager Maiaspina Unive...

Malaspina Unive... Two Sample
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