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What you will learn:

. Access Outlook 2013 and Getting Started
. Viewing, Creating, and Sending Emaill
Managing and Organizing your Emaill

Utilizing “To-do” lists to manage and organize
your tasks

. Your Next Steps?

. Accessing resources and support moving
forward
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Getting Started

Outlook Client 2013 User Guide
Pages 6 -8
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Getting Started:

Accessing Outlook

Add your Signature (your current signature
will not migrate from GroupWise)

Add your photo (optional)
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e GroupWise

a Internet Explorer
(= P

Adobe Captivate 7 (64 Bit)

& Notify

@ PowerPoint 2013

@ Word 2013
Acrobat Reader DiC

@ Movell Messenger

=5 VidyoDesktop

TOSHIBA e-5TUDIO File
W Downloader

Eﬂ OneMote 2013

@ TurningPeoint

L-_ Fermote Desktop Connection
1_?"-.]

P AllPrograms

Jennifer Bernardo
Documents
Pictures

Music

Recent Itemns
Computer

Control Panel
Devices and Printers
Default Programs
Help and Support

Run...

Accessing Outlook

Outlook 2013 Client Access:

1. Select MS Ribbon
2. Select All Programs

3. Select Microsoft Office
2013

4. Select Outlook 2013
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Accessing Outlook (OWA)

1. www.myoffice.uwo.ca

2. Enter Western Emaill
Address
(jsmith6@uwo.ca)

3. Enter Western
Password

4. Select Mall

Western



http://www.myoffice.uwo.ca/
mailto:jsmith6@uwo.ca

1.  Open Outlook 2013
Add Your Signhature ., ciickFie

3.  Click Options

4. Click Mall

5.  Click Signatures

\. 6. CIICk the “NeW” bUttOn

., and enter a name for

- our signature
\ o] [ caneel ]

\ Copy/Paste or Enter

your Signature into the
box

R Schulich 8. Click OK




Add Your Signature (OWA)

& httpsy//outlock.office365.com ptions/mailsignatures DO - & & | & Mail- jbernari@uwo.ca

(& snagit B =1

Office 365 | Outlook Western 63

© Options

ettings x
Shortcuts
» General
o L o
ai Email signature
4 Automatic processing
Automatic replies | Automatically include my signature on new messages | compose i
Automatic replies
Clutter e - automatic rephy (Out of office)
Automatically include my signaturs on messages | forward of rely to an automatic reply (Out of office}
Inbax and sweep rules
Junk email reporting W B I UM A K AZDY Display settings
Mark as read . . Choose how your Inbox should be organized.
://myoff dl t
s 1. Go to http: office.uwo.ca and login, go to
Read receipts Jennifer Bernardo, MEd, CTDP | Instructional Trainer Manage integrations

Re ngs Schulich School of Medicine & Dentistry | Western University I b Connect Qutlook to your favorite apps and
Retention policies Clinical Skills Building RM 3720 1 London ON NBA 5C1 yO u r n OX services.

ph: 519-661-2111 xB R4S | e: jennifer. bernardo@schulich.uwo.ci

4 Accounts

Block Theme

[l Dcfoult theme

Forwarding

- 2. Click the Gear icon OWA Settings Gear in the
top right

Your app settings

P and IMAP

4 Attachment options
Storage accounts

4 Layout

—— 3. Under "Your App settings' click 'Mail* =

S 4. Under 'Mail' > 'Layout', click 'Email Signature'

» People

5. Enter an email signature into the box.

6. Click 'Save'

MEDICINE & DENTISTRY
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Add Your Signature - Practice

Take 5 minutes to add your Signature either using
Outlook or OWA using the template provided
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Add Your Photo (OWA)

'5,‘ https://portal.office.com/userphoto - Windows Internet Explorer

== @]

| u https://portal.office.com/userphoto

Change your profile photo

Choose a photo

Size limit: 4 MB

[IRVE

1. www.myoffice.uwo.ca

2.

Enter Western Email Address
(jsmith6@uwo.ca)

. Enter Western Password
. Select “Your Name” top right hand

corner

. Select View Account on right

hand side of screen

. Select Personal Info on the left

hand tool bar

. Select Upload/Change Photo
. Select Browse and upload Photo

Western



http://www.myoffice.uwo.ca/

Viewing, Creating &
Sending Email

Outlook Client 2013 User Guide

Pages 9-18
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VI eWI N g Em al I 1. Who the email is from.

2. Subject and date.

3. First sentence of the
email.

4. Paperclip — emall has
i L an attachment.

All | Unread ByDate = Mewast £ L=

QP ® 5. Envelop with an arrow
G pointing left — you have
replied to this email

6. Red flag - email marked
for follow-up.

7. Envelope with arrow
pointing right - you
have forwarded this
email.




Viewing Emaill:
Setting Viewing Preferences

ma -"_||:|: 9 = 1 Inbox - jbernarb@uwo.ca - Outlook
FILE HOME SEMD / RECEIVE FOLDER =

Show as versations = Sl Date F:T- Erom 'P::- To l=' Categories T
G & © Cswsonmon  F] BEINGEN  Bn lrewes ) [ [ [H

=] Add Columns

Change Wiew  Reset Message > Flag: Start Date > Flag: Due Date Iﬁ Size E‘] Subject - ., Folder Reading To-Do People Reminders O
View ~ Settings View Preview = *+= Bxpand/Collapse~  pane~ pane~ Bar~ Pane ~ Window
Current View Messages Arrangement Layout Peaple Pane

2 345 6

1 Select “View” tab

2 Select Preferences for “Message Preview”

3 Select Preferences for “Folder Pane” viewing

4 Select Preferences for “Reading Pane” viewing

5 Select Preferences for “To-do Bar” viewing

6 Select Preferences for “People Pane” viewing

R Schulich Western
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Creating and Sending
Email

B d = Untitled - Message (HTML)
FILE MESSAGE | INSERT OPTIONS  FORMAT TEXT REVIEW

"D a2t é}t@ @ ll_|J Q- H |* Fallow Up ~ -’

I High Importance

Paste Address Check  Attach Attach Signature  Assign Apps far
- Book Mames File Itermn~ - Policy - ¥ LowImportance Office
Clipboard P Basic Text Mames Include Tags e Zoom Ink Add-ins
To.. |
=1
Cc.
send
Subject
Overview: In Outlook you
must Request
O Creating emall Receipt to Track
Q “Ink feature” Email when

O Email Options (including “Requesting a Delivery Receipt”) Sending!

MEDICINE & DENTISTRY
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Sending Email with

Attachments or Hyperlinks

B d = Untitled - Message (HTML)
FILE MESSAGE | INSERT OPTIONS  FORMAT TEXT REVIEW

"D a2t é}t@ @ ll_|J Q- H |* Fallow Up ~

I High Importance

&)

Paste Address Check  Attach Attach Signature  Assign Apps far
Book Mames File Itermn~ - Policy - ¥ LowImportance Office
Clipboard P Basic Text Mames Include Tags e Zoom Ink Add-ins
To.. |
=1
Cc.
send
Subject
Overview: In Outlook

O Including Attachments (files, emails, business cards,
signatures, inserting hyperlinks, etc)

R Schulich

MEDICINE & DENTISTRY

Attachments
must be
Opened or
Saved
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Replying/Forwarding Email

H T d o= The Global Challenge is back! Registration is now open to all faculty and staff - Message (Plain Text)
FILE MESSAGE
i 2 - ¥ i g -] ¥ ) c v o~ Yy i
G Ignore x |__ i rl__ | |__ | [F7 Meeting Shared Falder1... &3 Ta Manager Qﬂ -7 Rules E [ ; = |.. a& i Find Q
€ € > = Tearn Email v Done 10 Onemote [l Related -
ol Delete  Reply Reply Forward - Move Assign  Mark Categorize Follow  Translate oom
i Junk ~ Py Py EW More - £ e B ¥ Cr w - 2 A g 9 g
L Al 1 + Reply 8 Delete Create Mew - [ Actions~ Policy * Unread o Up~ . [}j Select =
Delete Respond Quick Steps a IMove Tags Pl Editing

Overview: In Outlook, Attachments originally
Included in an email will be
removed when replying. To include

1 Repl : :
DY an attachment in an email you've

2 Reply All received, Forward the email to your
3 Forwarded recipient.

R Schulich Western
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Saving and Reusing Email

Content (“Quick Part”)

=i I = I
o p— A
y i D A

U =) 1 _2 EEE o leg = Il & = [® = 4 7 Date & Tim 7T 2 A
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr = SmartArt Chart Screenshot  Hyperlink Bookmark Text Quick Wordart Sagle’ arizo

m - Parts ~ Blo - Lin

Tables Illustrations Links Symbols
- 2

=1
Send

Subject Reminder

m m W W

Date:
ime

Location:

1 After typing text into email, Select Insert

2 Select Quick Parts.

3. Save Selection to Quick Part Gallery.

4. In the Create New Building Block box, add Name, Gallery,

Category, Description, & Save



Recalling/Replacing Email

1.Don’t Panic!

2.0pen “Sent” message
3. Select Blue “File” Tab

4 Select “‘Message

Resend and Recall Box
5. Select “Recall” or

“Resend” option

Outlook can retract emaill
messages, but whether
successful or not, the recipient

knows that the attempt was

made (and the attempt
Includes the subject line).

test - Message (HTML)

Restrict permissions to this item

Set up restrictions for this item. For example, you may be able to restrict recipients
from forwarding the e-mail message to other people,

Move item to a different folder

Wave or copy this item to a different falder,

Current Folder: Sent ems

Message Delivery Report

Review delivery report for this e-mail message, including the date and time the
message was delivered to the recipients,

Message Resend and Recall 4

Resend this e-mail message or attempt to recall it from recipients.,

Properties
Set and view advanced options and properties for this item,
Size: TKB



Vacation/Out of Office Alerts

Account Information

(/'] jberna@uwo.ca
U) Microsoft Exchange

Add Account

1. Select Blue “File” Tab
2 Select “Automatic
Replies (Out of Office)

F Account and Social Network Settings
[ ]

Change settings for this account or set up more
Account | connection s
Seftings ~ Access this account an the web. -
https://outlook.office365.com/owa/uwo.ca/ ‘ e
Connect to social networks, -

Change
[ ] . . .
11 Automatic Replies (Out of Office)
. e e C a e I I I l e < Use automatic replies to notify others that you are out of office, on vacation, Z

Automatic not available to respond to e-mail messages.

Replies
Range”
g =1 Mailbox Cleanup

= Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup

Tools ~ |

4.Insert Message(s)
(Inside & Outside Org)

49.4 GE free of 49.5 GB

a Rules and Alerts

3 Use Rules and Alerts to help organ ur incoming e-mail messages, and
Manage Rules update: h n items are added, h g d 1 removed.
s

Fay Manage Add-ins
Manage and acquire Web Add-ins for Outlook.

Vacation/Out of Office Alerts in GroupWise will NOT migrate
Into Outlook and will need to be re-created



Managing and
Organizing your
Email

Outlook Client 2013 User Guide

Pages 19 - 22
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Setting Email Colour Coding
Flags Reminders, &

H T s The Global Challenge is back! Registration is now open to all faculty and staff - Message (Plain Text)
FILE MESSAGE

T - C . ~ ' -
(5 Ignore x : FL ﬁ 72 Meeting Shared Falder1... &3 Ta Manager v -7 Rules E £ ¥ =I > a& i Find Q
6 > = Tearn Email v Done 10 Onemote [l Related -
- . Delete  Reply Reply Forward - - _ —| Move __ Assign  Mark Categorize Follow  Translate Zoom
"-.‘.\--I'-'”k Al E-E Mare £2 Reply & Delete ¥ Create New - . [B?Actions~ Policy - Unread i Up~ [+ Select=
Delete Respond Quick Steps a IMove Tags Pl Editing Zoom

1 2

Overview:

1 Colour Coding
2 Flags
3.Reminders

R Schulich Western
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B =

HD;E SEMD S RECEIVE
=, 1l Fold
=1 &0 e Email Folders

.
Email Ttermns~ o Junk~

Mews Delete

" An un Create a folder or

Clutter Vo | G .
Inbox 7 SUbelder.
Sent Itemns

Deleted Iterms O
Folder Cabinet (IME]

1 Right-click Inbox and
select New Folder

4 |bernars@uwo.ca

4 Inbox T 1
Mew Staff Orientat... 2
SPIF
Drafts

Sent Heme » Type a name for the

Deleted Iterm= 9

folder and press

Clutter

Conwversation History Ente r.

[ Folder Cabinet (JME)
Junk Email

Outbox
R55 Subscriptions estern
Search Folders



Utilizing “To-do” lists to
manage and organize
your tasks

Outlook Client 2013 User Guide

Pages 23 - 25
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Creating Tasks

FILE TASK INSERT FORMAT TEXT REVIEW

Ax o mEl2 v 3 % O W e

- ) I High Importance
Save 8 Delete Forward OneMote | Task Details Mark  Assign Send Status

Recurrence | Categorize Follow

Close Complete Task  Report = Up~ ¥ LowImportance
6 Actions Show Manage Task Recurrence Tags
Subject 3 .
Start date FWDHE |:| Status Mat Started
Due date Mone |:| Priarity MNormal - % Complete |0% = 4
Remind 5 MNone Mane ify Owner Jlennifer Bernardo

1. Select Tasks.

2. Select New Task.

3 In Subject, type the subject of the task.

4 Select a Start Date, Due Date, Status, Priority, or % Complete.
3 Select Reminder to set a reminder for the task.

6

Finish by selecting Save & Close.

Q&
foom Start

Inking
Zoorm Ink

Untit!



Creating Tasks - Practice

Take 5 minutes to create

(3) tasks in your calendar.
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Assigning Tasks

v H = Untitl
FILE TASK IMNSERT FORMAT TEXT REVIEW 6
IXSB e vz O BPFYL QD
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status | Recurrence | Categorize Follow ) foom Start
Close Complete Task  Report - Up- ¥ LowImportance Inking
Actions Show Manage Task Recurrence Tags Zoom Ink
Subject 3_
Start date Mone 5| status Not Started -
Due date Mone 5| Priority | Normal ~| % Complete |0% 2 4
Reminde 9 lione Mone ~ | b oOwner lennifer Bernardo
1. Select Tasks
2. Select New Task.
3 ' In Subject, type the subject of the task.
4  Select a Start Date, Due Date, Status, Priority, or % Complete.
5 ) Select Reminder to set a reminder for the task.
g ) Select Assign Task. Outlook is unable to
7. Select To... to add contacts from address book or type update a task sent to
name or email address. multiple recipients. A
8. Add Notes to the task. change or recall would
9. Select Send. have to be done for each

10. Select OK to confirm. individual recipient.



Assigning Tasks - Practice

Take 5 minutes to assign one of the
tasks recently created in your
calendar.
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View Tasks & To-do Lists

My Tasks contains two

folders: In Outlook you cannot
view future tasks. Clicking
1. Tasks - See all of on a day in the future
your tasks. changes only the

appointments, not the
> To-Do List - See g|| tasks. To see future tasks,

the items which are  Y°oUu must look at the task

. list.
flagged in your
contact and
emails.

Western




Your Next Steps?

Western




Your Next Steps...

v Clean up and organize emails in GroupWise prior to
migration as well as other tasks noted on the Migration
Checklist

v Review the “What Items will be Migrated Checklist” and
make note of permissions related to shared & assigned
delegates that will have to be re-established in Outlook
following migration

v Set aside 5-10 minutes a day to review Video Tutorials or
User Guide for topics you still want to learn more about

v Save User Guide on your Desktop for easy access over
the next few weeks

R Schulich Western
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Your Next Steps...

v Register for “Utilizing the Advanced Functions of
Outlook Workshop” if applicable to you

v Schedule time in your Calendar for Monday, June 5t if
possible, to refigure rules, permissions, delegation, and
other configurations required the first business day after
migration

Western




Support and Resources
Moving Forward

Western




Q ¢ bl - :
Schulich Information Services

GET HELP ONLINE FORMS SERVICES RESOURCES ABOUT US

Home > Resources » Office 365 » Outlocok Training Resources

Search the School Gol

Resources Outlook Training & Resources

System Health Status Learn more about Outlook Client and how it can assist you in your role.

Software Downloads @ \igration Checkiist

@ Quick Start card

Equipment Loans
9 Cutlook 2013 Client User Guide

Room Technology
= Video Tutorials

Conferencing = Workshop: Getting Started with Outlook 2013 Client

_ = Workshop: Utilizing the Advanced Features of Cutlook 2013 Client
Qualtrics

Livestream Information

Office 365

0365 Resources

Status of Groupwise
Migration Project

Cutlock Training Resources

Video Tutorials

Phishing
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