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Introduction

Using Microsoft Outlook 2016 as a “desktop client” for Zimbra gives the end-user added functionality
not available in Zimbra, due to the fact that the latter is a web-based application. This document
covers the basic use of the Mail and Calendar features of Outlook 2016.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Create, format, and proof an email message before sending it to recipients
Add attachments to your email message

Save email messages as a file

Access the calendar

Customize email notifications

Create appointments and invite others

Automatically/manually archive email folders
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Connecting Outlook 2016 to your Zimbra Account

This documentation assumes that you have already connected Outlook 2016 with your Zimbra
account. If this is your first time running Outlook 2016, or have not yet connected Outlook 2016 with
your Zimbra account, please refer to the Connecting Outlook 2016 with Zimbra guide found on the
UITS Document Center at: http://uits.kennesaw.edu/cdoc.

Creating an Email Message

Creating an email message consists of three parts: addressing the message to a recipient(s), editing the
message, and sending the message.

Addressing the Email Message

By using the address book, you can select recipients from your existing contacts, or from other
faculty/staff at KSU using the global address list: The following explains the steps required to create
and send a message.

1. From the Home tab, under the new grouping, click the New Email button.

]

= E‘:‘ © Inbox - Zimbra - Kay Prater - Outlook

Home Send / Receive Folder View Zimbra Q Tell me what you want to do...
— ,'—".j 5 lgnore x E;\q (ﬁ_\4 t:4 7 Meeting | (¥ saved S To Manager ¥ Move - 21 Unread)/ Read

% Clean Up~ € > QSIM' ET Team Email v Done <7 Rules - H. Categorize = Address Baok
New QFNew = Delete =~ Reply Reply Forward o) _ )
Email Bems~ &g Junk~- All E-EMUFE' € Reply & Delete # Create New - _;mOnENUtE |™ Follow Up ~ Filter Email
Delete Respond Quick Steps ] Move Tags Find M

Figure 1 - New Email
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2. The Message window opens and displays the email. Click one of the following buttons:

a. To:The primary recipients of the message. Usually, they are directly involved with the
contents of the email. All recipients will see email addresses in this field (See Figure 2).

b. Cc: Secondary recipients of the message. They are not directly involved, but are copied on
the message for additional information. All recipients will see email addresses in this field
(See Figure 2).

c. Bcc: Email addresses listed in this field will not be displayed to recipients. Useful when you

want to include a party(s) on an email, but don’t want recipients to see their email address
(See Figure 2).

- B

Untitled - Message (HTML)

Insert Options Format Text Review Adobe PDF Q Tell me what you want to do...

Cut Ay ‘O,Q i) " > Follow Up~
- R 4 £ -
Copy . ' HighImportance
Paste I u I Address Check Attach Attach Signature Office
- Faormat Painter § Book MNames Filew Item+ - ¥ Low Impartance id-ins
Clipboard [F] Basic Text Mames Include Tags M| Add-ins ~
To. a)
=1
() - ]
Send
Subject

Figure 2 - To, Cc, and Bcc Fields

Note: If the Bcc field is not displayed, click Bcc under the Options tab.

Adobe PDF

Q Tell me what you want to do...

Message Insert Format Text Review

Fonts ~

Theme:

H(:olorsv

[y -
a1 gac
A== i (-]
= Page Bce JFrom  Permission
o Effects' Tl .

R

C) [ ]
=/ e
Save Sent Delay  Direct
Itern To ~ Delivery Replies To

Request a Delivery Receipt

Use Vaoting

Request a Read Receipt
Buttons

Themes Show Fields Permission Tracking [F] More Options [F1 ~

Figure 3 - Display Bcc Field

3. The Select Names window will appear. In the search field, type in the name of a recipient.

Select Names; Global Address List [~
Search: () Name only (@)More columns || Address Book
Morgarn| Global Address List - Zimbra - Kay Prater ¥ Advanced Find
Type your search keywords and click ‘Go’ to perform a search
<« )
To -»
Bec

Figure 4 - Search for Recipient Email
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Note: If the recipient is a KSU employee, make sure the Global Address List — Zimbra Collaboration is
selected under Address Book (see Setting the Global Address List as Default).

Search:

Morgan|

[ )MName only (@) More columns

Address Book

Global Address List - Zimbra - Kay Prater ¥

Advanced Find

Figure 5 - Global Address List Selected

4. Click the Go button to run your search.

Select Names: Global Address List

==

Search:

Murgan‘

(C)Name only (@) More columns

Address Book

Global Address List - Zimbra - Kay Prater > Advanced Find

Type your search keywords and click 'Go' to perform a search

To -»

oK |

Figure 6 - Conduct Search

5. Alist of names will appear. Select the recipient(s) and click the To, Cc, or Bcc button to add your

recipient(s) to your message.

Select Names: Search Results - Global Address List

=5

Search:
Margan

(T)Name only (@) More columns

Address Book

Search Results - Global Address List -

Advanced Find

MName

Display Name E-mail Address Department

...Amanda Morgan
.'.Ashley Morgan
.‘. Barry Morgan
.‘. David Morgan
.‘. David Morgan
.'. Debbie Morgan
£ Jacgueline Annmarie Morg..

Kathryn Morgan
aa Matthew Margan
.‘. Margan Curtis
.‘. Maorgan Lane
.'. Morgan Powers
.'. Morgan Rhetts

Amanda Morgan s

Ashley Morgan

Barry Morgan

David Morgan

David Morgan v g
Debbie Morgan

Jacqueline Annmarie Morgan

Kathryn Morgan

Matthew Morgan =

Morgan Curtis - |
Morgan Lane

Morgan Powers

Morgan Rhetts e i

mmmmmmmmmmmmmmmm

n

1"

Kathryn Morgan

Figure 7 - Add Recipient to Email

Note: Double-clicking on the recipient(s) name will automatically add it in the To field.
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6. Repeat the search if you need more names.
7. Click OK when you are done adding names.
8. Your recipients will be added to your email message.

Message Insert Options Format Text Review Adobe PDF ':;3 Tell me what you want to do...

o |;§E % M| ] Q |* Follow Up ~
- = ) I HighImportance
Paste B I U |- A Address Check Attach Attach Signature Office
= Book Names File~ Item~ = ¥ LowImportance  pdd-ins
Clipboard = Basic Text MNames Include Tags n Add-ins s
To.. Kathryn Morgan
Cc.. Evan Atkin
Send
Bec... Kyle Williams;
Subject

Figure 8 - Recipients Added to Email

Setting the Global Address List as Default

Addressing email messages in Outlook works a little differently than it does in Zimbra. In order to have
access to the Global Address List, you will need to click the To... or Cc... button, rather than simply
entering the name into the To or Cc field (typing a name into the To or Cc field only reveals names in
the address book).

By default, the Global Address List — Zimbra Collaboration is selected to be the first address list shown
when accessing your contacts:

1. From the Home tab, under the Find grouping, click Address Book.

File Send / Receive Folder View  Zimbra 2 Tell me what you want to do...

El l_._|.."j i Ignore x <:>| E’;\;‘ <L2>‘ 2 Meeting  [% Saved S0 Manager ¥ Move ~ 2} Unread/ Read
. x % Clean Up ~ et a EI a (I_ : _)d Em- =1 Team Email v/ Done i=iRules- I} Categorize - |E5 Address Book
ew New 4 B elete  Reply Reply Forwart ~ ’ . e
Email Ttems - | S Junk A Efy More - [ Reply & Delete ¥ Create New 7| HHoOneNote [* Follow Up~ ter Ema
New Delete Respond Quick Steps 1 Move Tags Find -~

Figure 9 - Address Book

2. The Address Book window appears. On the menu bar under Tools, click Options.

r My
[ Address Book: Global Address List E=ER

File Edit [Tools|

Search: (7 Find... Ctrl+5Shift+F Book
| Options... al Address List - Zimbra Collaboration Advanced Find
Type your search keywords and click 'Go’ to perform a search -

Figure 10 - Access Address Book Options
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3. The Addressing window opens. Ensure that the Start with Global Address List is selected, and
Global Address List is selected under When opening the address book, show this address list

first.
s o
Addressing M
When sending e-mail, check address lists in this order:
I @ Start with Global Address List
1) Start with contact Tolders
() Custom
Global Address List -
Emailed Contacts
Contacts
LTS
Suggested Contacts
Add... Remove Properties
hen opening the address book, show this address list first:
Global Address List hd
oK ] [ Cancel
b "
Figure 11 - Enable Global Address List as Default
4. Click OK.

5. Close the Address Book window.

Formatting your Message

Outlook 2016 provides some basic text formatting options that you can use in the body of your email
while composing your message:

1. You can access Basic Text formatting options from the Message tab on the ribbon.

File Message Insert Options Format Text Review Q Tell me what you want to do...

— I . °® i [y s[> FollowUp ~
Calibri (Bc~ |11 ~| A 5 H :‘}?@ “JJ Q Q

Copy ) ' High Importance
Paste B T U 2%-A- Address Check Attach Attach Signature Zoom

o ~ Format Painter Book Names | File= Iem~ - ¥ Low Importance

Clipboard IF] Basic Text Names Include Tags 5| Zoom

Figure 12 - Basic Text Formatting
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2. You can access additional formatting options from the Format Text tab, including font,

paragraph and styles properties.

Message  Insert Options Format Text Review @ Tell me what you want to do..

AaBbCcDd AaBbCeDd AQBbhC( ’% P q

_A T Normal | TNo Spa... Heading1 |- |Change Editing § Zoom
Zz Styles - -

Aa HTML

Calibri(E-|{11 ~ A A Aa- &
Aa Plain Text

Paste e }
€ < AdRichTex |B T U e x, x* W~ A

Clipboard Format Fo-nt [ Paraﬁraﬁh [ %\es
Figure 13 - Additional Formatting Options

K LM 7

s

3. From the Format Text tab, you can also format your message in html, plain text, or rich text:

HTML Default message format. Best for making messages that look like traditional documents
with various fonts, colors, bulleted/numbered lists and showing pictures (See Figure 14).
Plain This format works for all email programs, but it doesn’t support bold or italic text, colored
fonts, other text formatting, and showing pictures inside the message (pictures can still be
Text . .
included as an attachment) (See Figure 14).
Rich Only supported by Microsoft Exchange Client 4.0, 5.0, and all versions of Microsoft Outlook.
This can format text with bullets, alignment, and other options, and you can include linked
Text . . . .
objects. Attachments appear as icons in the message body (See Figure 14).

Message  Insert Options Format Text Review @ Tell me what you want to do..

AaBbCcDd AaBbCeDd AQBbhC( ’% P q

= Aa HTML ~ o
Calibri(E~[11 ~| A A  Aa~ A4

N Aa Plain Text = Editi
Pafte AaRichText | B I U abe x; X° Ww-A- S TNormal | TNoSpa... Headingl = gr;zg? "mg Zoom
Clipboard Format Font [ Paragraph I Styles m Zoom -~

Figure 14 - Message Format

Note: How the message appears to the person receiving it depends on their email program. This

cannot be controlled by the sender.

Changing the Background of your Message
You can apply different types of backgrounds to your message such as a solid color, gradient fill,

textured, patterned, or you can use a picture as a background.

To apply a solid color background
1. From the Options tab, click Page Color.

File Message Insert Format Text Review Q Tell me what you want to do...
B colors - @ s s« ) : Y ('L\—.| i
— — Reqguest a Delivery Receipt o ‘ ar
[ - — 3
Fonts ~ B ~— Q _ ) «
Page Bce  From | Permission | Use Voting Request a Read Receipt Save Sent Delay Direct
- |OfEffects ~ Color - @ Buttons Item To = Delivery Replies To
Themes Show Fields Permission Tracking P Maore Options [P

Figure 15 - Page Color
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A dropdown will appear with several Theme Colors and Standard Colors to choose from. Click a

color to select it as your background.

File Message Insert Options Format Text Review
= ST a—e
] B colors @ ::::I :.,::I a
maas Fonts - al € S A :
Themes age Bec | From | Permission @ Use Voting
= Effectv Color ~ = Buttons
Themes Theme Colors Sludy]
H HEN [ ] |
To..
d Ccm I I
Sen
«ARNREEEEE
Bec. Standard Colors
Subject HE EEEER
No Color
More Colors...
Fill Effects...

3. The selected background color will

Figure 16 - Color Options

be applied to your email message.

To apply any other type of background
1. From the Options tab, click Page Color.

File Message Insert Format Text Review 'f;.?' Tell me what you want to do...
] B Colors - j Bl S==< i i [l: (‘L\_" v
1 & .
e - & B — e Request a Delivery Receipt i ‘ .;(-_
Themes —_— Page | Bec | From  Permission  Use Voting [ Request a Read Receipt Save Sent Delay  Direct
< ects ") Color ~ < Buttons Item To ~ Delivery Replies To
Themes Show Fields Permission Tracking [F More Options [F

2. A dropdown menu will appear. Clic

Figure 17 - Page Color

k Fill Effects.

File Message Insert Options Format Text Review
A Bcoes- 5T ) 1=
masm s .

[A]Fonts - = — e .
[Themes age Bce | From | Permission  Use Voting
- [@lEffects - Color~ - Buttons

Themes Theme Colors ission
H HEN HE
To... |
d = I I -
Sen
«ANRNRRERE
Bec.. Standard Colors r
Subject HE ENEEN
No Color [
More Colors...
| EillEffects.. |

Figure 18 - Fill Effects
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3. The Fill Effects window will appear. Under the Gradient tab, click one color.

Fill Effects [

Gradient | Texture | Pattern | Picture |

Colors
Color 1:

(L Preset Dark Light
<« [ 3

Transparency

From: < P 0%

To: 4 P 0%

Shading styles Variants

@ Horizontal

() vertical

® Diagonal up

(@] Diagonal down Sample:
() From corner

() From center

Rotate fill effect with shape

Lo o

Figure 19 - One Color Gradient Fill

4. From the dropdown under Color 1, select a Color.

Fill Effacts P %

Gradient ‘ Texture | Pattern | Picture ‘

Colors

@) one color Calor 1:
(©) Two colors FI

[ -‘ Preset

Theme Colors

Transparency

- IIIIIIIII
i |

To: 4

Standard Colors
Shading styles HE EEEEER
@) Horizontal ‘A‘ More Colors...

:‘Memcal
': | Diagonal up

() Diagonal down [ ] Sample:
(©) From corner
j.-‘ From center e

Rotate fill effect with shape

o] [

Figure 20 - Select a Color

5. Click the OK button. The gradient fill effect has been added to your message.

Page 13 of 36



To insert a picture as a background
1. From the Options tab, click Page Color.

File Message Insert Format Text Review 'f;.?' Tell me what you want to do...

B colors - 3 [ ) ) $ (‘L\—ﬂ @)
1 & .
e & BN 1 — e Request a Delivery Receipt i ‘ .;(-_
Themes . Page | Bec | From  Permission  Use Voting [ Request a Read Receipt Save Sent Delay  Direct
- ects "I Color ~ - Buttons Item To - Delivery Replies To
Themes Show Fields Permission Tracking [F More Options [F

Figure 21 - Page Color

2. Adropdown menu will appear. Click Fill Effects.

File Message Insert Options Format Text Review
= S S«
] n Colors @ gzl :;::I
joxacm Fonts - = S — e .
[Themes 'age Bece | From | Permission  Use Voting
- Effects ™ Color ~ - Buttons

Themes Theme Colors ission

H EEN L] B

To.. [

. = II -
Sen

«HNRREEREN

dece. Standard Colors

Subject HE EEEEN

No Color
More Colors...

| i Effecs.. |

Figure 22 - Fill Effects
3. The Fill Effects window will appear. Click the Picture tab.

re

Fill Effects L7 S

Colars
I} One color
) Two colors

\_) Preset

Figure 23 - Picture Tab
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4. Click the Select Picture button.

=

Fill Effects EEX

| Gradientl Texture | Pattern | Picture

Picture:

Select Picture...

Lock picture aspect ratio

Sample:

Rotate fill effect with shape

Cancel

Figure 24 - Select Picture

5. The Insert Pictures window will open. Next to From a file, click Browse.

Insert Pictures

_-A From a file

Browse files on your computer or local network

> Bing Image Search

i Search Bing
Search the web

Figure 25 - Insert Pictures

6. Select a picture from your computer, and click the Insert button.
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7. A preview will appear under Picture. Click OK to apply the background.

=

Fill Effects

7 e

Picture:

|Gradient| Texture | Pattern | Picture ‘

KENNE;;N
~— STATE UNIVERSITY =,

KSU Mountain Logo

Lock picture aspect ratio

Rotate fill effect with shape

Select Picture...

Sample:

Ko
o

Cancel

Figure 26 - Picture Background

Proofing your Message

Outlook 2016 is set to automatically check your message as it is being typed for misspellings and
grammar errors. Any misspelled words will be underlined in red, while grammar errors will be

underlined in blue (See Figure 27). To correct a misspelled word:

1. Right-click the misspelled word or grammar error.

Hello Evan,

Spelling Error

Here are the current project updates:

1. Meeet with team — Complete

Deveop acion plan — Complete
3. Send g action plan to attendees — Complete

"! Grammar Error

Figure 27 — Underlined Errors
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2. A menu will appear with spelling suggestions. Click the correct spelling or grammar to apply it

to your message.

Hello Evan,

MEEE

Here are the current project updates:

with team — Complete

Deveo
Begin
Begin

oo

Meet

Meat

Ignore All

Add to Dictionary

Who Is...

% Hyperlink...

Figure 28 - Select the Correct Spelling

Adding New Words to the Dictionary

Sometimes, Outlook 2016 will mark unrecognized words as misspelled. If the spelling is correct, you
can choose to add the word to the dictionary so Outlook 2016 will recognize the word in the future.

1. Right-click the unrecognized word.

2. A menu will appear with spelling suggestions. Click Add to Dictionary to add the word to

Outlook’s dictionary.

Begin work o
Begin work o

S kW

Send an action plan to attendees — Complete
Contact Abol Christin — Currently abroad in Esterig

Adel
Adolf
Ado
Idol
Adult

Ignore All

Add to Dictionary

2

Whols...

Hyperlink...

Figure 29 - Add Word to the Dictionary
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Attachments

In Outlook 2016, you can attach files to an email message, as well as other Outlook items like
messages, contacts, or tasks.

To attach a file:

1. From the Insert tab in the Include grouping, click Attach File.

File Message Options Format Text Review Developer ) Tell me what you want to do...
mJ f @ Business Card ~ SmartArt Hyperlink Text Box Drop Cap Equation
T Calendar - : ; ) Chart Bookmark Quick Parts Date & Time Symbo
Attach Putlook Q‘S' i able | Pictures Online Shapes - T . o ) )
; - o shot WordArt Object Horizontal L
Fite= I ttem ignature i Screensho ordAr bjec orizontal Line
Include Tables Tlustrations Links Text Symbols ~

Figure 30 - Attach File

2. Adrop-down box appears with your most recently used files. Click any file in the list to attach
to your message. If the file you want to attach is not listed in recent files.
3. Click Browse This PC... to access files stored on your computer.

= Untitled - Message (HTML)
File Message Format Text Review Developer Q) Tell me what you want to do..
@ [ o ﬂ Business Card ~ SmartArt Hyperlink Text Box Drop Cap Equation
5] Calendar Chart Bookmark Quick Parts Date & Time Symbo
Attach Putlook —,, . able | Pictures Online Shapes - . o .
file= | ttemn [# Signature ~ TR Screenshot WordArt Object Horizontal Line
Recent Items Links Text Symbols ~
Workshop LG
U\PowerPoint 2013-KLP\ 2

KSU Mountain Logo

C\Users\kpraterd\Pictures\KSU Logos\png\
Using_Outlook_2013_with_Zimbra

sp.kennesaw.edu » uits » tolt » training » Shared Documents = Mi...
Outlook_2016_Getting_Started_Quick_Guide
C\Users\kpraterd\Desktop\,

Word_2016_PC_Quick_Start_Guide

sp.kennesaw.edu » uits » tolt » training » Shared Documents » Mi...

Word 2016 PC Whats New Quick Guide
sp.kennesaw.edu » uits » tolt » training » Shared Documents » Mi...

|| Browse This PC... l : )

4. The file will be attached to your message.

SRS R

Figure 31 - Select File to Attach

To... ¥ Kathryn Morgan;
ce.. [ Michael Pourreau;
Send
Bec. 1 Kyle Williams;
Subject

Attached Et' Workshop LG.pptx
622 KB

Figure 32 - File Attached

Note: You can also drag the file from your computer onto the body of your email to attach.

Page 18 of 36



To attach another message or appointment:
1. From the Insert tab in the Include grouping, click Outlook Item.

Message Options ~ FormatText ~ Review @ Tell me what you want to do...

E‘ Business Card n
= Calendar - : =g
o able | Pictures Online Shapes . .
Q Signature Tiils Screenshot Horizontal Line
clude Tables Tlustrations Links Text Symbols A

Figure 33 - Outlook Item

2. The Insert Item window will appear and display your Zimbra mail folders and appointments.
Select a folder from under the Look in field, and select an email from the items section.

- =)

Insert Item

Look in:

4 [0 Zimbra - Evan Atkin - OK
» Inbox (329) =l
]

a1

m

=] Sent (1) Insert as

=

lel Trash () Text only
[ calendar (1) (@ Attachment

v Completed tasks
. é|_| (“mntarts

Items:
Y[ @ |FROM |SUBJECT RECEIVED CATEGORIES Gl
4  Date: Today l—l
Kyle W... Re: Panopto follow up Tue 5/3/201...
Mot a problem. Glad [ can be of assistance, You are in excellent hands with Evan!
Amine... Re: Panopto One-on-one request Tue 5/3/201...
| Hi Evan, I am looking for a computer lab with the option to write on the screen
Ef_ Amine... Re: Panopto One-on-one request Tue 5/3/201...

Hi Evan. Thank vou for vour replv! Yes. I need to record some lectures to post on

Figure 34 - Insert Iltem Window

3. Under Insert as, select Text only (inserts only text from the selected email) or as Attachment
(attaches the original email as a downloadable file, along with any attachments included in the
original email).

4. Click the OK button.

5. The selected message or appointment will be added to your email.
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Creating Signatures in Outlook

1. Click the File tab.
2. The backstage view will open. Click Options.

©

Info

Open & Export

Save as Adobe
PDF

Office Account

Options

Exit

Figure 35 - Access Outlook 2016 Options

3. The Outlook Options window will open. Select Mail from the list on the left and click the
Signatures button.

[ Oluﬂ_ockﬂ()ption s EE

General N . .
_ E] Change the settings for messages you create and receive.
Calendar Compose messages
People {fj Change the editing settings for messages Editor Options.
Tasks Compose messages in this format: | HTML v
Search
Language ABC 7 Always check spelling before sending Spelling and Autocorrect.
Advanced | Ignore original message text in reply or forward

Customize Ribbon ~ o
! Create or modify signatures for messages.

Quick Access Toolbar
Add-ins ¥ .
A + Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Trust Center

Outlook panes

Customize how items are marked as read when using the Reading Pane.
Ié Reading Pane.

Message arrival
& When new messages arrive:
Play a sound
Briefly change the mouse pointer
| Show an envelope icon in the taskbar
| Display a Desktop Alert Desktop Alert Settings...

Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

OK Cancel

Figure 36 - Outlook Options
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4. The Signatures and Stationery window will open. From the E-mail Signature tab, click the New

button.

Signatures and Stationer

E-mail Signature | personal Stationery |

Select signature to edit

Choose default signature
E-mail account:  zimpra - Kay Prater
New messages:  |(hone)

Replies/forwards: [(one)

EEE]

Delete New

N ||

=

Edit signature

Lucida Handwriting El 14 E B I U _El [%

@

= | [=]Business card

2

[ »

Figure 37 - Signatures

and Stationary Window

5.
6.

signature as you want it to appear (see Figure 38).
7. Click the Save button (see Figure 38).
8.

Messages and Replies/forwards (see Figure 38).
9.

Click the OK button to exit the Outlook Options screen (see Figure 38).

Signatures and Stationery 5 SR

E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature

Department
External

Scrapp's Signature

E-mail account: | zjmpra -

New messages:  |serapp's Signature

Replies/forwards:

ENIEN KX

Scrapp's Signature

]

Save l [ Rename

)

I?d Delete rr MNew

—
P~
r Y

Edit signature

Calibri (Body) =] 7] B Automatic

I u

E @ [£=] Business card L—||;| E'_E_'_?‘

Sincerely,
Scrappy the Owl

Kennesaw State University
385 Cobb Ave NW
Kennesaw, GA 30144

|

Cancel

The New Signature window will open. Type a name for your new signature and click OK.
You will be returned to the E-mail Signature tab. Click in the Edit signature area and type your

Select the signature you want to use as the default from the drop-down lists for your New

Figure 38 -

Edit Signature
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Setting Message Importance Level

To mark an outgoing email message as high priority:
1. While composing an email message, make sure you are on the Message tab.
2. Click High Importance in the Tags group.

File Message Insert Options Format Text Review Q Tell me what you want to do..

Cut . [.-. EE 2 |”| fy D} [ Follow Up -
Copy v@ - . ! HighImpDrtance _
Paste - Address Check Attach Attach Signature Zoom

Book Names File~ Item~ - 4 Low Importance

Clipboard 1 Basic Text Names Include Tags | Zoom

Figure 39 - High Importance

Delay Message Delivery
Outlook allows you to delay delivery of a message until a particular date and time. However, in order
for the message to be sent out at the scheduled time, Outlook must be running.

1. Inthe Message window, click the Options tab (see Figure 40).

2. In the More Options group, click Delay Delivery (see Figure 40).

File Message Insi o Format Text Review Q Tell me what you want to do...

I - P
Aa Colors — Request a Delivery Receipt
mman " ()

[A]Fonts~ -

Themes Page Bec | From  Permission  Use Voting [[] Request a Read Receipt Direct
- Ef'fects' Color = Buttons Item To ~JDelivery Replies To

Themes Show Fields Permission Tracking [P More Options [P

Figure 40 - Delay Delivery

3. The Properties window opens. In the Delivery options section, check the Do not deliver before
checkbox (see Figure 41).

4. Enter the date and time after which you want the message delivered (see Figure 41).

5. Click the Close button (see Figure 41).

Properties a — ‘ - @
Settings Security
Importance } Change security settings for this message.
Sensitivity INnrma\ 'I I Security Settings...

I:‘ Do not AutoArchive this item
Voting and Tracking options
Eé\/: || use voting buttons E‘
- I:‘ Request a delivery receipt for this message
| |Request a read receipt for this message

Delivery options.
&

J | |Have replies sent to t 4 }
(3]} #10c not deliver before [6/3/2016 [=] 500 Pm B
| |Expires after Naone ¥ | [12:00 AM *

Save copy of sent message

Categories w |Nume |

om™m

Figure 41 - Set Delayed Delivery Date/Time
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6. Continue drafting your email. When finished, click Send. The email will be sent out after your

set delayed delivery date expires.

Note: Outlook must be running at the time the delivery is scheduled in order for the message to be

sent out.

Saving a Message as a File

Both sent and received messages can be saved as files.

1. Locate and left-click the message to save.

2. Click the File tab.
3. Click Save As.
4. The Save As window opens. Select a location on your computer to save your email message.
5. Inthe Save as type field, choose one of the following options (see Figure 42):
Text Only Saves the message as a .txt file. Does not save formatting, embedded pictures,

or attachments. Can be easily opened and does not require Outlook to view.

Outlook Template

Saves the message as an Outlook Template

Outlook Message
Format

Saves the message as an Outlook file and saves all formatting, embedded
pictures, and attachments. Requires Outlook to open.

Outlook Message
Format — Unicode

Default option. Saves the message as an Outlook file with Unicode support.
and saves all formatting, embedded pictures, and attachments. Requires
Outlook to open.

Saves the message as an HTML file with an accompanying folder. Saves all
formatting and embedded pictures, but no attachments. Opens with default

HTML web browser. Requires the .HTML file and HTML Folder in order to view the
message. .
Saves the message as an MHT file. Saves all formatting and embedded

MHT Files pictures, but no attachments. Support varies between browsers, but Internet

Explorer is default. Saved as a single file.

Save as type: | Outlook Message Format - Unicode

Text Only
Outlook Template
Outlook Message Format

= Format - Unicode
HTML
MHT files

Figure 42 - Save As Type

6. Click Save to save your message.
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Tell Me and Smart Lookup

The Tell Me dialog box lets you enter keywords and phrases related to what you want to do next to
quickly access features or actions. It can also be used to look up helpful information related to the
topic. It is located on the Menu bar, above the Ribbon. The following explains how to use the Tell Me

functionality.

File Home Send / Receive Folder View Zimbra

@ Tell me what you want to do...

Copy Folder N ’i A 7% Clean Up Folder - =
. [ — o Z =]
Move Folder S [>< Delete All
New MNew Search Rename R Mark All Run Rules  Show All L Show in | AutoArchive  Folder Folder
Folder  Folder Folder UEIEIETOIOET | 3o Read Now  Folders Ato Z = NECOVEM DEIEIEGHEMS  pavorites  Settings  Permissions Properties
MNew Actions Clean Up Favorites Properties

Figure 43 - Tell Me Dialog Box

1. Enter a keyword or phrase into the dialog box to view a list of commands and features.
2. Adrop-down list of options for selection appears based on the topic entered.

Q newl Q format

,"-f_':;| MNew Items » {}ﬂ' Customize Current View

=1 New Mail Message EL Arrangement Options »
Folder 4

MNew Task
MNew Contact

Get Help on "new” @' Get Help on "format”

v ®

Smart Lookup on "new” ,@' Smart Lookup on "format”

) search mail

v ®

All Mailboxes
Current Mailbox
Mai

Run Rules Now

Get Help on "search mail”

Smart Lookup on "search mail”

Figure 44 — Examples of Tell Me Searches

3. Click the command or function you want to use. For this example, click New Mail Message.

New Items L

m) (=Y

New Mail Message

Folder

b

MNew Task
MNew Contact

Get Help on "new”

v ® [

Smart Lookup on "new”

Figure 45 - New Mail Message
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4. Outlook will open a New Mail dialog box.

Insert Options Format Text Review Q Tell me what you want to do...

0o i ,-,EE &% [ attachFile- > Follow Up~
D T U7 Attach Item - ' High Importance
Paste B I U | A Address Check .
= Book Names QSignature' ¥ Low Importance
Clipboard Basic Text Names Include Tags
To..
Cc..
Send
Bec..,
Subject

Figure 46 - New Mail Message

5. At the bottom of the drop-down list, there are also buttons to Get Help from Microsoft (see
Figure 47) and Smart Lookup (see Figure 47) to provide access to helpful articles, links, pictures,

and definitions from the Web.

Q new

% MNew Items 4
=1 MNew Mail Message

Folder

MNew Task

New Contact

Get Help on "new”

o Ol

Smart Lookup on "new”

Figure 47 - Get Help Display
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The Smart Lookup Tool
Smart Lookup uses Bing to provide you with search results for your selected term or phrase. It is
located under the Review tab within the Insights section. The following explains how to use the Smart

Lookup functionality.

bl R

Highlight the word or phrase you want to find information about.
Right-click the word or phrase.
Click Smart Lookup.
The Insights pane displays the information relevant to your selection.

Insights

Exploré  Define

m

Microsoft Office

Microsaft Office is an office suite of applications,
servers, and services developed by Microsoft. It was
first announced by Bill Gates on 1 August 1988, at
COMDEX in Las Vegas. Initially a marketing term for a
bundled set of applications, the first version of Office...

enwikipedia.org- Text under CC-BY-SA license

More
Explore Wikipedia

—— Microsoft Office 2016 - Wikipedia, the

. E ' @ Microsoft Office 2016 (codenamed Office

ﬁ _§ 16} is a version of the Microsoft Office
productivity suite, succeeding both Offic...

Figure 48 - Smart Lookup

5. To close the Smart Lookup Insights pane, click the Exit (X) button in the top right corner of the

pane.

Insights

T

Figure 49 - Exit Smart Lookup Insights Pane
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Accessing the Calendar

To view the Calendar, click the Calendar tab in the Navigation Bar.

Send / Receive Folder View Zimbra Tell me what you want to do...
= +
m By @ BEEBEEBE 1@ B F i
®: 3
L “’E a1 A (=1 Q [E5} Address Book
New New New NewSkype Today Next7 | Day Work Week Month Schedule Open Calendar E-mail Share Publish Calendar
Appointment Meeting Items -~  Meeting Days Week View Calendar ~ Groups - Calendar Calendar Online ~ Permissions
New Skype Meeting.  Go To ] Arrange 5 Manage Calendars Share Find -~
4 July 2016 y < Today Tomorrow Thursday
4 » July 7, 2016 Marietta, Georgia ~ . . Y N . . Search Calendar (Ctrl+E) 0
e e Y 4 87°F/71°F 88°F/71°F 87°F/72°F
26 27 28 29 30 1 2 Calendar % 4 bi5-calendar X 4 lib106 - calendar X 4 LUB243 - Calendar X 4 offsite - Calendar X
3 4 5 6 7 8 9 THURSDAY THURSDAY THURSDAY THURSDAY THURSDAY
10 11 12 13 14 15 16
7 7 7 7 7
17 18 19 20 21 22 23
24 25 26 2T 28 29 30
31
A Py
hugust 218 s I
SU MO TU WE TH FR 5SA
12 2 4 66 9 Open B-015 for Enrolimen Open B-01.
7 8 9 10 11 12 13 Lab
Reserved -
14 15 16 17 18 19 20 10 Enrollment
21 2 23 24 25 26 27 Services
b-015 le £l
28 29 30 31 1 2 3
; 1 % .
4 5 6 7 8 9 10 z =
< E E
E £
Veronica Trammell... 12°M 2 %
Brian Johnson - Cale... 5 =
H z - "
Erica Roberson - Cal... 1 = D2L Brightspace - Getting
Started
UITS Department C... H201
offsite@kennesaw.edu
| b15 - Calendar 2 Photoshop - Advanced
Image Adjustments
House58lab - Calen... Mini-Workshop
= PS106
+|1ib106 - Calendar 3 lib106@kennesaw.edu
v| LIB243 - Calendar
v| offsite - Calendar 4 -
Mail | Calendar | People Tasks -
Ttems: 1 O = - ] + 100%

Creating an Appointment

Figure 50 — Calendar

1. Within the Calendar view on the Home tab, click New Appointment.

Send / Receive Folder View Zimbra

) Tell me what you want to do...

AR & W®E[F

New New MNew  New Skype Today Next7 = Day
intmentfMeeting Items~  Meeting Days
New Skype Meeting Go To r]

mERE B B S

o

[} Address Book
Work Week Month Schedule Open Calendar | E-mail Share Publish Calendar
Week View | Calendar ~ Groups ~ | Calendar Calendar Online ~ Permissions
Arrange -1 Manage Calendars Share Find

Figure 51 - New Appointment
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2. The Appointment window will open. Enter the appointment information in the Subject,
Location, Start/End time fields.

i Team Meeting - Appointment

Appointment Insert Format Text Review _. Tell me what you want to do..

!ﬁ_‘| x Fl [T Appointment I eo® N > [
= O ] Ad & Show As: [l Busy - @ ‘

= i S Scheduling £ - M- A = [ [ 1 @
Save & Delete Copy to My - Skype  Meeting Invite Reminder: |None - |Recurrence Time Categorize Office
Close Calendar Meeting  Notes  Attendees Zones - ¥ | Add-ins

Actions Show Skype M... Meeting... | Attendees Cptions Tags Add-ins | A
subject Team Meeting
Location Conference Room -
Starttime | Thu7/7/2016 3| |10:00 AM - All day event
End time Thu 7/7/2016 E 1100 AM -

Figure 52 - Edit Appointment Information

3. Under the Appointment tab in the Options grouping, select how you would like to display the
status of the appointment in the Calendar from the Show As drop-down list (see Figure 53).

4. Within the Options grouping, select the Reminder notification time from the drop-down list
(see Figure 53).

5. Click Save & Close to create the appointment (see Figure 53).

= Team Meeting - Appointment

Insert  Format Text  Review Q Tell me what yru1 want to do...

Qj P ’T\D} - ] Appointment (% @‘

I"_|;®Scheduling

9. Z M Busy - F¥Recurrence 1711

(v )

5

Save & Pelete Copy to My [ Skype Meeting Invite I 15 minutes - @,e Zones  Categorize . Office
Close Calendar Meeting Motes  Attendees - ¥ | Add-ins
Actions Show Skype M... | Meeting... | Attendees Options I Tags Add-ins | A

Figure 53 - Additional Appointment Settings
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Creating a Recurring Appointment
1. Follow steps 1-4 in the Creating an Appointment section.
2. Under the Appointments tab in the Options group, click Recurrence.

Team Meeting - Appointment

Appointment Insert Format Text Review 'f;.?' Tell me what you want to do...

lﬁ_‘| ¥ ] Appointment = eo® n
= @ B & zmw  Proe]
B X [f e D G B oS Crerence] A

1
Save & Delete Copy to My [ Skype Meeting Invite 15 minutes ~ & Time Zones Categorize Office
Close Calendar Meeting Motes  Attendees — - ¥ | Add-ins
Actions Show Skype M... | Meeting... = Attendees Options [F Tags Add-ins | A

5

Figure 54 - Click Recurrence

3. The Appointment Recurrence window appears. Set the Appointment time, Recurrence pattern,
and the Range of recurrence.

Appointment Recurrence ﬁ

Appointment time

Start: 10:00 AM
End: 11:00 AM

Duration: 1 hour

[«] [ ]

Recurrence pattern

‘-.:.'-' Daily Recur every |1 week(s) on:

(@) weekly [ sunday [ Monday [ Tuesday [[Jwednesday
() Monthly Thursday [ Friday [ saturclay

() ¥early

Range of recurrence

Start: | Thu 7/7/2016 [x] ©Mo end date
':_" End after: 10 occurrences

@Endby: | Thu9/8/2016 [~]

[ QK }’ Cancel ] Remove Recurrence

Figure 55 - Appointment Recurrence

4. Click the OK button.

5. The recurrence will be set and displayed under the Location field on the appointment.

Appointment Series Insert Format Text Review '-';3' Tell me what you want to do...

¥ ITR; 7] Appointment ra 1 [ ] N 1
FIX [2m DM G @ 5 mme owees l | 9
Save & Delete Copy to My ﬁ% - Skype Meeting Invite 15 minutes -\ & Time Zones Categorize Office
Close Calendar Meeting Notes  Attendees = Add-ins
Actions Show Skype M... | Meeting... | Attendees Options 7] Tags Add-ins | A~

o 1 instances of this recurring appointment conflict with other appointments on the calendar.

Subject Team Meeting

Location Conference Room

Recurrence  Occurs every Thursday effective 7,7/2016 until 9/8/2016 from 10:00 AM to 11:00 AM

Figure 56 - Recurrence Set

6. Click the Save & Close button.
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Scheduling a Meeting

The Invite Attendees feature allows you to send an appointment invitation via email to people that you

want to attend a meeting.
1. Follow steps 1-4 in the Creating an Appointment section.
2. Under the Appointments tab in the Attendees group, click Invite Attendees.

Appointment Insert Format Text Review Q Tell me what you want to do...

Q'T'ﬂ x ’T\Dl = =] Appointment @&l @. :‘_\.._ 2Z M Busy - {3 Recurrence Il :

I"_|;®Scheduling # 1
Save & Delete Copy to My E—.ﬂ - Skype Meeting Invite None - @ Time Zones A Categorize Office
Close Calendar Meeting Notes [ Attendees - = ¥ | Add-ins
Actions Show Skype M... | Meeting... | _Attendees Options Tags Add-ins | A

Figure 57 - Invite Attendees

3. A From and To: field will be added to the appointment. Click To....
4. The Select Attendees and Resources window will appear. In the search field, type in the name of

an attendee.

Select Attendees and Resources: Global Address List léj

Search: (") Mame only (@) More columns | Address Book
Morgan Global Address List - Zimbra - Kay Prater ™ Advanced Find
Type your search keywords and click 'Go’ to perform a search -

4 }

Required -»

Optional -»

Resources ->

Figure 58 - Select Attendees and Resources

Note: If the recipient is a KSU employee, make sure the Global Address List — Zimbra Collaboration
is selected under Address Book.

Search: () Name only (@) More columns || Address Book
Morgan| Global Address List - Zimbra - Kay Prater ¥ Advanced Find

Figure 59 - Global Address List Selected
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5. Click the Go button to run your search.

Select Attendees and Resources: | Address Li E‘

Search: () Name only (@ More columns Address Book
Morgan| Global Address List - Zimbra -

v

Advanced Find

Type your search keywords and click 'Go’ to perform a search

Figure 60 - Conduct Search

6. A list of names will appear. Select the recipient(s) and click the Required, Optional, or

Resources button to add your attendee(s) to your appointment.

—

Select Attendees and Resources: Search Results - Global Address List

|

Search: (_)Name only (@) More columns  Address Book
Morgan Search Results - Global Address List hd Advanced Find
MName Display Name E-mail Address Department
"

® Amanda Morgan Amanda Margan

Ashley Morgan
Barry Morgan Barry Morgan

s b
:. David Morgan David Morgan
& David Morgan
:. Debbie Maorgan Debbie Maorgan

[ Jacqueline Annmarie Marg... Jacqueline Annmarie Morgan

L]
:. Kathryn Morgan Kathryn Margan
Matthew Margan

:. Matthew Morgan

:. Margan Curtis Margan Curtis

.‘. Margan Lane Margan Lane
Morgan Powers

.‘. Morgan Powers
.‘. Margan Rhetts Morgan Rhetts
@® Mnrnan Firnmarman

1 |

David Morgan -

11

Required -» Ashley Morgan
Optional -»

Resources ->

III |

’ QK

| [

Figure 61 - Add Recipient to Email

Note: Double-clicking on the recipient(s) name will automatically add it in the Required field.

7. Repeat steps 4-6 if you need more names.
8. Click OK when you are done adding names.
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9. You will be returned to the Appointment window and your recipients will be added to your
appointment.

10. Click Scheduling in the Show group to check the schedules of the prospective attendees and see
if they are available at the time of the meeting (see Figure 62).

11. In the Scheduling area, you will see the name of each attendee and their status during the time
of the meeting (see Figure 62).

12. If necessary, you can change the date and/or time of the meeting on this screen
(see Figure 62).

13. Click the Send button to send the appointment invitation email.

Meeting Insert Format Text Review 2 Tell me what you want to do...

x IT‘D; 3 Calendar D E’I‘ (% @; Eq Eﬂ l:‘).'@) (_|:B| ZZ show As: [l Busy - O Cj‘ II (RS

! High Importance

Delete Copy to My t—.ﬂ Forward - AppointmengScheduling Skype Meeting an(gl Address Check Response Reminder: [None - Recurrence Time  Categorize o Lol o
Calendar @ Meeting Notes  Invitation Book Names Options ~ Zones = SR P e
Actions s Skype Mee... | Meeting ... Attendees Options Tags ~
@ 100% ~ |}, 2016 Thursday, July 07, 2016 Friday, July 08, 2016
10:00 11:.00 12:00 PM 1:.00 2:00 3:00 4:00 8:00 AM 9:00 10:00 11:.00 12:00 PM 1.00 2:00 3.00 4:00 £:00 AM 9:00 10:00 1100 1
E; All Attendees
2 1 Kay Prater <kprater4@ke
@ | Evan Atkin
© ™ Kandal pean B
i W Kathryn Morgan -
@ Myyie wilans I
4 »
Add Others - || Options = 11
Starttime | Thu7/7/2016 ] |s:00 am -
<< AutoPick Next >> End time Thu 7/7/2016 5| |8:30 am -
Weusy [ Tentative [ Out of Office [ Working Elsewhere [ Mo Information Outside of working hours

Figure 62 - Scheduling

New E-mail Notifications

Depending on your configuration, Outlook 2016 may show an alert on your desktop, and display an
envelope icon in the Windows taskbar, whenever new e-mail, meeting requests, or other items arrive.
You can customize the Desktop Alert Settings from the Outlook Options screen.

1. Click the File tab.

2. Click Options. The Outlook Options screen appears.
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3. Click Mail (see Figure 63).
Under the Message Arrival section, click the checkboxes of the events that you wish to occur
when new messages arrive (see Figure 63).

5. To further adjust the Desktop Alert display, click Desktop Alert Settings... (see Figure 63).

Outlock Opticns - . ?|
General ABC -~
[l Always check spelling before sending Spelling and Autocorrect... ]

Mail

3 Ignore original message text in reply or forward is
Calendar
People _._?‘ Create or modify signatures for messages.
Tacks
Search A'IE: Use staticnery to change default fonts and styles, colors, and backgreunds. [ Stationery and Fonts... ]
Language
i Qutlook panes
Advanced

Customize Ribbon Customize how items are marked as read when using the Reading Pane. T —
O

Quick Access Toolbar ‘
- ‘t'lessage arrival

Add-Ins
] When new messages arrive:
Trust Center Play a sound
Briefly change the mouse pointer
Show an envelope icon in the taskbar 5
Display a Desktop Alert Desktop Alert Settings...

[7] Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

7 Cleaned-up items will go to this folder: | <Invalid folder=

[C] When cleaning sub-folders, recreate the folder hierarchy in the destination folder
[[] Don't move unread messages
Don't move categorized messages

Don't move flagged messages

-

Don't move digitally-signed messages

| ok || Cance |

Figure 63 - Message Arrival Alert Settings

Note: The Desktop Alert is a small notification that is displayed in the lower-right corner of your

screen when a new message is received.
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Automatically Archiving Emails

AutoArchive is turned off by default. To adjust the AutoArchive settings to automatically archive an
email folder:

1. Click the folder you would like to archive. (e.g. Inbox).
2. Click the Folder tab (see Figure 64).
3. In the Properties grouping, click AutoArchive Settings (see Figure 64).

AdvocateGME - Zimbra - Kay Prater - Outlook

File Home Send / Receive _MGIETg View  Zimbra @ Tell me what you want to do..

Co -e- er [{"*> ’TJ Al 7 Clean Up Folder ~ e ﬁ E
Move Folder I—I 2/ Y4 5 Delete All =l
New MNew Search Rename Mark All Run Rules  Show All o A Show in j AutoArchive Folder Folder
Folder Folder Folder WxDeleteFalder | . p-od  Now FoldersAtoz & Recover DeletedItems | oo Settings fPermissions Properties
MNew Actions Clean Up Favorites Properties

Figure 64 - AutoArchive Settings

4. The Folder Properties screen appears. Select Archive this folder using these settings:
(see Figure 65).

Next to Clean out items older than, enter a time (see Figure 65).

Select Move old items to: (see Figure 65).

Click Browse... (see Figure 65)

o N o0

The File Explorer window will open. Select a location on your computer to store your Outlook
archive and click OK.

9. Click Apply (see Figure 65).

10. Click OK (see Figure 65).

Inbox Test Properties @

| Gereral | Home Page | Adtodrchive |Sharing|

(71 Do not archive items in this folder

(71 Archive items in this folder using the default settings

o efault &Archive Settings..
ﬂ Lrchive this falder using these settings:

Clean out items older than

T Move ald itemns to default archive folder
@ Move old items to: I

CollsersveatkintDesktopharchive.pst Browse.., I

(71 Permanently delete old items

()
[ Cancel Tr'.-“-'-.pply

Figure 65 - Set Up AutoArchive
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Manually Archive Emails
To manually archive an email folder in Outlook:
1. Click the File tab

2. The Backstage view opens to the Info tab. Click Mailbox Cleanup (see Figure 66).
3. From the drop-down menu, click Archive... (see Figure 66).

@ Account Settings

Change settings for this account or set up more connections.

Account
Settings ~

= Mailbox Cleanup
- Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup

Tools -

ﬁ\ Mailbox Cleanup...
—g

Manage mailbox size with ts
advanced tools. o help organize your incoming e-mail messages, and receive
p— re added, changed, or removed.

Empty Deleted Items Folder
— Permanently delete all items
n the Deleted Items folder.

3 .
@ Archive... d COM Add-ins
=] Move old items to Archive that are affecting your Outlock experience.
Folders in the folder list.

Figure 66 - Cleanup Tools and Archive

4. The Archive screen appears. Make sure Archive this folder and all subfolders is selected
(see Figure 67).

5. In the folder view, select a folder you wish to archive (see Figure 67).

6. Inthe Archive items older than field, set a date (see Figure 67).

7. If you want to change the location of your archive file, click the Browse button, and then
navigate to the location you want (see Figure 67).

8. Click the OK button (see Figure 67).

Archive @

) Archive all folders according to their, 4 rchive settings
I @ Archive this folder and all subfolders!
—

-

7 Sent (1]

1] Trash (4)

El Calendar [1)

v Completed tasks
- [25] Contacts

[E=] Emailed Contacts

ELEL'. Journal

{6

I Archive items older than: | Sat 57720168

[ |Include iterms with “Do not Autadrchive” checked

Archive file:

CiaUsersieatkimiDocumentshOutlaok Filesharck I Browse. .. ‘
(31 QK l[ Cancel ‘

Figure 67 - Choose Manual Archive Settings
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9. Exit backstage view and return to your email. In your Folder List, you will now see an entry
called Archives.

I Inbox 337
Drafts [4]
Sent 1
Trash
Junk
Linked-in 2
Outbox
R55 Feeds
USG Perks
Search Folders

I Archives

Figure 68 - Archives Added to Folder List

10. Click the arrow next to the Archives folder to expand the folder list and reveal any folders that you
have archived. The existing folder structure of your mailbox will be maintained and you can move
individual items in and out of archived folders by dragging and dropping.

4 Archives

Deleted Items
A Inbox
[ _EMS5 Reservation Confirmation
ITTSD
I _My Workshops
F_OwlSupport
I _Qualtrics response

I+ _reservation regquests

Search Folders

Figure 69 - Archive Folder Structure

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff
e Phone: 470-578-6999
e Email: service@kennesaw.edu

e Website: http://uits.kennesaw.edu
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