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AGENDA

IN150 - Seminar 4

. Microsoft Outlook Email (1.3.14 Lab)

. Create and Send a Message (8.2.10 Lab)
. Reply to a Message (8.2.11 Lab)

. Work with Calendar Items (8.4.10 Lab)

. Work with the Calendar (8.4.6 Lab)

. Schedule Calendar Items (8.4.9 Lab)

. Looking Ahead

N OO WD =~

Note: Any labs we do in seminar, will still need to be done separately in the
CompTIA environment to receive credit through the automatic grading system.

Our coverage is to help you practice and maximize your performance for the
labs.
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= 8.2.7 Lab




SEND AND RECEIVE MESSAGES

Purpose

| » The purpose of this lab is to get you familiar with the ‘Send and Receive’
messages functionality in Microsoft Outlook.

Note: this should be automatic if you are connected to Outlook Exchange or a
@ Gmail account via Outlook; however, for diagnostic purposes, you may need
to manually send and receive messages, which this lab will cover.

“'. We will go through the lab here.




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

Where would you click on to pull open a drafted message?

Calendar - iperson@rmksupplies.com - Outlook £ Search (Ait+Q) 23] - o X
File Home Send / Receive Folder View Help
5] @ | 9 m ;n []| Y Move ~ B Categorize v | | search s ) Y + |
M & el S A B C
+ [ E 9 = T B —> To Manager ~| | [ Rules fa Follow Up + [B] Address Book A ’
New New Delete Archive | Reply Reply Fcrwardq] v | |1 Team Email = § Unread/ . . Read | Send/Receive  Get Report
Email hems + | * Al Kl Send to OneNote | o, 7 FitterBmait > |y | Al Folders | Adcins Message ~
New Delete Respond Quick Steps 1 Move Tags Find Speech | Send/Receive | Add-ins | Protection ~
i $ Search Current Mailbox (Corte E Current Folder -
v Favorites i tiiebiad bl Kt s (_)Rep:/' «j Reply All | —> Forward
Inbox 6 All  Unread ByDate™ Newest ¢
SontResis Gladys Grant 0 Gladys Grant iperson@rmksupplies.com; Anna Lopez; Gloria Vivaldi; James Jordan 5/10
Project Proposal v
Drafts (1] Project Proposal 5/10 ) po!
Deleted Items Anna Lopez Hello Team,
RMK is hiring! 5/10
8 " Would you all like to discuss the proposal over lunch or would a more formal meeting this afternoon be better? Let me know which you would
v iperson@rmksupplies.com Gloria Vivaldi 7} prefer.
v Inbox 6 Sales Analysis 5/10
= Thanks!
= Ichabod Crane
HR Great Book 5/10 Gladys
Drafs (1] Laticia Washington ® | RMK Supplies
Sent ltems Important HR Info 5/9 S
e Gladys L(,m,;( | Sales Associate
eleted ltems i s - .
_ ;"'i:'sf:es 5% GGrant@rmksupplies.com
Archive 1-212-555-0191 | Direct
Junk Email Juan Carlos 212-555-0122 | Direct Fax
i .rmk: lies.com
Outbox Company Meeting 5/9 WWW, supplies.co
RSS Feeds Alberto Williams
Email Hacked 5/9
Search Folders
Vv Groups
You have not joined any groups yet
Items: 8 Unread: 6 All folders are up to date.  Connected to: Microsoft Exchange o @ - + 100%




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

e Where would you type in the To line additional recipients?
e Where would you type in the CC line additional recipients?
e |nthe chat, why would someone use a CC line?

Calendar - iperson@rmksupplies.com - Outlook ,O Search (Alt+Q)

File Home  Send /Receive
. X (o] | Hignimportance | == )
(G i [op) Vil =0] A L 5
U'my | Lowimportance
Paste < Format Painte B I U = 5= | Address Check | Attach Signature Bee  From | Read Check View
- orm. inter Book MNames File - Aloud | Accessibility | Templates
Clipbcard (] Basic Text (] Mames Include Tags sl Show Fields Speech | Accessibility |My Templates. ~
5 ¢
v Favorites Curle » N
Inbox 6 All Unread By Date ™  Newest 4
Sent ftems Alberto Williams oy | LT | [Abeto oy
Drats [1] o Send Ce
Deleted ltems Subject
~ iperson@rmksupplies.com i o . ) o . _
© G Failure is simply the opportunity to begin again, this time more intelligently. - Henry Ford
Sales Dear Colleagues,
(3 As you are well aware, the west region sales team has consistently performed below expectations. In fact. the west region has achieved the lowest sales
Drafts [1] numbers for the past five years. Our failure to significantly improve sales can be explained by several challenges that are unique to our region. However, I
personally believe it is time for each one of us to own up to our failure and move forward with a determined optimism. The challenges of the west region
Sent ltems present us with opportunities to do things differently. Please review the attached document and prepare to discuss these ideas at tomorrow's sales
Deleted ltems meeting.
Brchive Thank you!
Junk Email Ima
Cutbox
RSS Feads
Search Folders
~ Groups
You have not joined any groups yet
= 2 “as
ltems: 1 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange ] M - + 100%




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

e Where would you add an attachment to the message?
e Where would you flag the message with high importance?
e How would you pop out a message?

=1
]

Calendar - iperson@mmksupplies.com - Outlook ,O Search (Alt+Q)

File Home Send / Receive Folder View

ﬁ’j Arial 1 A AT

- Low Importance

B0 e BBRA LR D

Paste < Format Painter| B 1 Ul 2~ = T= 3 | Address Check | Attach Signature From | Read Check View
= OuInat t amter Book MNames File v ~ Aloud | Accessibility| Templates
Clipboard El Basic Text 5 Names Include Tags sl Show Fields Speech | Accessibility |My Templates ~
- < T
~ Favorites Curle » N
Inbox 6 All Unread By Date ™  Newest 4
Sent ftems Alberto Williams oy | LT | [Abeto oy
Drats [1] o Send Ce
Deleted ltems Subject
~ iperson@rmksupplies.com i o . ) o . .
e Failure is simply the opportunity to begin again, this time more intelligently. - Henry Ford
Sales Dear Colleagues,
(3 As you are well aware, the west region sales team has consistently performed below expectations. In fact. the west region has achieved the lowest sales
Drafts [1] numbers for the past five years. Our failure to significantly improve sales can be explained by several challenges that are unique to our region. However, I
personally believe it is time for each one of us to own up to our failure and move forward with a determined optimism. The challenges of the west region
Sent ltems present us with opportunities to do things differently. Please review the attached document and prepare to discuss these ideas at tomorrow's sales
Deleted ltems meeting.
Krchive Thank you!
Junk Email Ima
Cutbox
RSS Feads

Search Folders
~ Groups

You have not joined any groups yet

B B R B -

ltems: 1 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange ] M - + 100%




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

e \Where can you format text?
e Where could you change styles of the text to be Intense Emphasis?

Calendar - iperson@rmksupplies.com - Outiook £ Search (Alt+Q) m

File Home Send / Receive Folder View Help

Untitled - Message (HTML) P Sign in - a X

)| + :
A & | =
New Ne Read | Send/Receive | Get Report
Email Iten] Aloud | All Folders | Add-ins | Message ~
b ﬁj . Aria vlosel | K AA ,O‘ O\ Speech | Send/Receive | Add-ins | Protection 4
: H= o e = 2 y |

3 ([ | AsPainTet| B T U ab X, x° |Ap |2
v Favori| paste - @ «l o~ Styles Change  Editing | Zoom

File Message Insert Options Format Text Review Help

Aa Rich Text = v A* A" o liams: 5/1(
Inbox 6] =4 4 ﬁ A A Aa > Styles~ iam:
Clipboard i« Format Font ] Paragraph ™ Styles ™ Zoom ~
Sent Ite J
Drafts [ = To Alperte Williams:
Deleted S . e n, this time more intelligently. - Henry Ford
en
v iperso| Subject
v Inbox 6| has consistently performed below expectations. In fact, the west region has achieved the lowest sales
. o . . . o . _ nificantly improve sales can be explained by several challenges that are unique to our region. However, I
Sales| | Failure is simply the opportunity to begin again, this time more intelligently. - Henry Ford nwn up to our failure and move forward with a determined optimism. The challenges of the west region
HR tly. Please review the attached document and prepare to discuss these ideas at tomorrow's sales meeting.
Dear Colleagues,
Drafts

As you are well aware, the west region sales team has consistently performed below expectations. In fact, the

Sentltef | west region has achieved the lowest sales numbers for the past five years. Our failure to significantly improve
sales can be explained by several challenges that are unique to our region. However, I personally believe it is

Deleted| | > : : > S

time for each one of us to own up to our failure and move forward with a determined optimism. The challenges

Archive| | of the west region present us with opportunities to do things differently. Please review the attached document

o and prepare to discuss these ideas at tomorrow’s sales meeting.
unk tm

Outbox| | Thank you!
RSS Fee| | IMa
Search
Vv Groups
You hay

= RQ ven

Items: 1 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange Il] m - + 100%|




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

Under the Options menu, where can you change the theme/stationary of the message?

Calendar - iperson@rmksupplies.com - Outiook [ Ce) m - o0 X

File Home Send / Receive Folder View Help

P Sign in | - o X k A)) S Hﬁ‘ g.l;

Read | Send/Receive  Get Report

Untitled - Message (HTML)

e Message Insert Options Format Text Review Help - pes] s e M
ail Iten S — jers -ins | Message ~
New h /1 ve | Add- Protection ~
ew @ E‘ @ ﬁ Request a Delivery Receipt \J/ @ FP_) Speech | Send/Receive ns | Protectio
v Favori Page | Bcc From | Encrypt| Use Voting | | Request s Read Receipt | SaveSent Delay  Direct Btiams 510
Inbox 6 Color v S Buttons v Item To v Delivery Replies To o
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Sent Itey
v
Drafts | = To Alperto Wikiams:
Deleted s : e n, this time more intelligently. - Henry Ford
en:
v iperso| Subject
v Inbox 6 has consistently performed below expectations. In fact, the west region has achieved the lowest sales
. . ; : : . . . nificantly improve sales can be explained by several challenges that are unique to our region. However, I
Sales| | Failure is simply the opportunity to begin again, this time more intelligently. - Henry Ford fown up to our failure and move forward with a determined optimism. The challenges of the west region
“R intly. Please review the attached document and prepare to discuss these ideas at tomorrow's sales meeting.
Dear Colleagues,
Drafts

As you are well aware, the west region sales team has consistently performed below expectations. In fact, the
Sentltet | west region has achieved the lowest sales numbers for the past five years. Our failure to significantly improve
Deleted| | S@les can be explained by several challenges that are unique to our region. However, I personally believe it is
time for each one of us to own up to our failure and move forward with a determined optimism. The challenges
Archive| | of the west region present us with opportunities to do things differently. Please review the attached document
and prepare to discuss these ideas at tomorrow's sales meeting.

Junk Em
Outbox| | Thank you!
RSS Feef  IMa2
Search
Vv Groups
You hal
= RQ “es

Items: 1 Unread: 1 All folders are up to date. Connected to: Microsoft Exchange im] @ - +  100%




MICROSOFT OUTLOOK EMAIL

8.2.7 Lab

Under the Message menu, where can you add a sighature?

Calendar - on@misupplies.com - Outlc P Search (Alt+Q) &3] = a *
File Home Send / Receive Folder View Help
[ 0) 7y + | 3
_E_ Untitled - Message (HTML) b or K_/ g
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Email ltem E— Algud | All Folders | Add-ins  Message v
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) o ) . . o . . nificantly improve sales can be explained by several challenges that are unique to our region. However, 1
Sales| | Failure is simply the opportunity to begin again, this time more intelligently. - Henry Ford E-:wn up to our failure and move forward with a determined optimism. The challenges of the west region
ER tly. Please review the attached document and prepare to discuss these ideas at tomorrow's sales meeting.
Dear Colleagues,
Drafts

As you are well aware, the west region sales team has consistently performed below expectations. In fact, the
Sentltel | west region has achieved the lowest sales numbers for the past five years. Our failure to significantly improve
Deleted| | S8l€S can be explained by several challenges that are unigue to our region. However, I personally believe it is
time for each one of us to own up to our failure and move forward with a determined optimism. The challenges
Archive| | of the west region present us with opportunities to do things differently. Please review the attached document

P and prepare to discuss these ideas at tomorrow's sales meeting.
unx em

Outbox| | Thank you!
RSS Fee| | IMa
Search
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Items: 1 Unread: 1

All folders are up to date.  Connected to: Microsoft Exchange o @ - + 100%




o]

(]
=
|
]
-~
0



REPLY T0O A MESSAGE

Purpose

The purpose of this lab
1s to get you familiar
with replying to a
message, adding in
hyperlinks, and
signatures to a message.

/

We will go through the
lab here.

\_




REPLY T0O A MESSAGE

Lab 8.2.11

Where do you think you would reply to Alberto’s Federal Regulations message?

Calendar - iperson@miksupplies.com - Outlock P Search (Alt+Q) m = — a X
File Home Send / Receive Folder View Help
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Deleted Items Anna Lopez Hello Team,
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: Would you all like to discuss the proposal over lunch or would a more formal meeting this afternoon be better? Let me know which you would
v iperson@rmksupplies.com Gloria Vivaldi [7) prefer.
~ Inbox 7 Sales Analysis 5/10
Thanks!
Sales
Ichabed Crane
HR Great Book 5/10 Gladys
Orafts Laticia Washington 7] RMK Sup p] 1es
Sent ltems Important HR Info 5/9 P
N Gladys L(,mm‘ | Sales Associate
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~ Groups Alberto Williams
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REPLY T0O A MESSAGE

Lab 8.2.11

Where do you think you would reply to Alberto’s Federal Regulations message?

Search Folders
v Groups
You have not joined any groups yet

=M RQ s

Items: 9 Unread: 6

Calendar - iperson@rmksupplies.com - Qutiook P Search (Alt+Q) 3] = a X
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Deleted Items Anna Lopez regulations.docx s
RMK is hiring! 5/10 == sz
v iperson@rmksupplies.com Gloria Vivaldi
v Inbox 6 Sales Analysis 5/10 Hello team,
Sales Ichabod Crane I found an older document that lists the federal regulations affecting the sales of office supplies. I heard something about a regulations website
HR Great Book 5/10 that might be helpful in updating this list. Do any of you know the URL?
Deaffs Laticia Washington 0} Thanks!
Sent ltems Important HR Info 5/9
Deleted Items Alberto Williams 9 Albert
et e Federal Regulations 5/9 RMK S 1.
Junk Email Clint Yates - ulzp i
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Outbox Shirt Size G Alberts Williams | Sales Associate
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G www.rmksupplies.com

All folders are up to date.  Connected to: Microsoft Exchange Im}




REPLY T0O A MESSAGE

Lab 8.2.11

Where do you think you would save the attachment to your computer?

You have not joined any groups yet

= RQ “es

ltems: 9 Unread: 6

o) 6] ~ a

Search (Alt+Q)

Calendar - iperson@rmksupplies.com - Outlook

All folders are up to date.  Connected to: Microsoft Exchange Im]
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v Inbox 6 Sales Analysis 5/10 & Open
Sales Ichabod Crane D QuickPrint int that lists the federal regulations affecting the sales of office supplies. I heard something about a regulations website
HR Great Book 5/10 B saveas updating this list. Do any of you know the URL?
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Sent ltems Important HR Info 5/9 @& Upload >
Deleted items Alberto Williams ) X Remove Attachment
Archive Federal Regulations 5/9 @ Copy
Junk Email Clint Yates ER Select Al 5
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Outbox ShirtSkie 59 Alberto Williams | Sales Associate
RSS Feeds Juan Carlos AWilliams@rmksupplies.com
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Vv Groups Alberto Williams www.rmksupplies.com
Email Hacked 5/9

100%




REPLY T0O A MESSAGE

Lab 8.2.11

Where do you think you would reply all to Alberto’s Federal Regulations message?

Calendar - iperson@rmksupplies.com - Qutiook P Search (Alt+Q) 3] = a X
File Home Send / Receive Folder View Help
=) @] gl 4 Move to: 2 [ Move ~ B8 Categorize v || search People ) N + 5
_v ] i] <\_/_ _Vl ove to: ? 8 B=
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HR Great Book 5/10 that might be helpful in updating this list. Do any of you know the URL?
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Sent ltems Important HR Info 5/9
Deleted Items Alberto Williams 9 Albert
et e Federal Regulations 5/9 RMK S 1.
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You have not joined any groups yet
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REPLY T0O A MESSAGE

Lab 8.2.11

e How would you make ‘Website’ hyperlinked in the message below?
e Where would you insert your signature?

Calendar - iperson@mksupplies.com - Qutiook Search (Alt+Q)

File Home Send / Receive Folder View Message Help

BAc [ chewxsEa| 8 B0 B|Lem|RER(A B D

L Low importance

Paste &F Pail B I U &2~ A= £ 3= | Address Check | Attach Signature Becc  From | Read Check View
- CUmat S et Book Mames | File ~ = Aloud | Accessibility | Templates
Clipboard [ Basic Text [ Names Include Tags il Show Fields Speech | Accessibility | My Templates
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v Favorites Search Curre P | cumemfoder = ] Discard [} Pop O
Inbox 5 All Unread ByDate ™ Newest 4
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Search Fold
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Email Hacked 5/9

You have not joined any groups yet RMK Sllpp]ies

Alberto Williams | Sales Associate

AWilliams@rmksupplies.com
1-212-555-0109 | Direct
212-555-0122 | Direct Fax
www.rmksupplies.com
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WORK WITH THE CALENDAR

= 8.4.6 Lab




WORK WITH THE CALENDAR

Purpose

This lab will ensure that you have achieved a basic level of competency in
working with the Outlook calendar. You will practice scheduling meetings
and personal appointments, creating and forwarding calendars,
responding to meeting invitations, and modifying existing calendar items.

We will go through the lab here.




WORK WITH THE CALENDAR

8.4.6 Lab

What two areas could you go to create and save a personal appointment?

Calendar - iperson@rmksupplies.com - Outiook P Search (Alt+Q) 53}
File Home Send / Receive Folder View Help
MG 00 R |[Eveee: [ O Bt o J M| O (B G
= £z~ E S8 3PS ToManager | ~| | [ Rules~ fa Follow Up v Address Book A o T
New  New Delete Archive Reply Reply Forwardql v | |21 Team Email = Unread/ g ; Read  Send/Receive  Get Report
Email tems ~ | * Al S Se e S S Fter Email~ | 0 | A Folders | Addhins | Message ~
New Deiete Respond Quick Steps ™ Move Tags Find Speech | Send/Receive | Add-ins | Protection
o < Search Current Mailbox (Cirl< B Current Folder .
v Favorites Search Current Mailbox (-8 P | Current Folde € Reply | O Reply All | =D F
Inbox 9 All  Unread ByDate ™ Newest ¢
et Mers Gladys Grant 0 Gladys Grant iperson@rmksupplies.com; Anna Lopez; Gloria Vivaldi; James Jordan 5/1
j Project Proposal N
Drafts Project Proposal 5/10 ) P
Deleted Items Anna Lopez Hello Team,
RMK is hiring! 5/10
. " Would you all like to discuss the proposal over lunch or would a more formal meeting this afternoon be better? Let me know which you would
v iperson@rmksupplies.com Gloria Vivaldi prefer.
~ Inbox 9 Sales Analysis 5/10
Thanks!
Sales
Ichabod Crane
HR Great Book 5/10 Gladys
Orafs Laticia Washington 9 RMK Supplies
Sent ltems Important HR Info 5/9 Y .
S Gladys Grant | Sales Associate
et tems o -
_ f‘;ﬂ:’;g:per Sgﬁ GGrant@rmksupplies.com
Archive e 1-212-555-0191 | Direct
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RSS Feeds Clint Yates
hirt Siz /!
Sebreh Folders Shirt Size 5/9
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(7 Meeti 5/9
You have not joined any groups yet T " 4
Alberto Williams
Email Hacked 5/9
Gloria Vivaldi QAR
Sales Meeting 5/8
= RQ “en
Bl ied A LA TNV S P P ST 1 B rs ‘N e




WORK WITH THE CALENDAR

8.4.6 Lab

Where can you change the date and time of the appointment?

Where can you change the subject of the appointment?

Where can you change the location of the appointment?

Where can you change the reminder to be 30 minutes before the appointment.?

ile . Format -
1] El = lﬂ 9+ OB . § 0

zzzzzzz OneNote | Attendees
Act OneNote | Attend

r @ ¢




WORK WITH THE CALENDAR

8.4.6 Lab

Where can you create a recurrence?

Untitled - Appointment

Insert Options Format Text Review Help
~

File Appointment Scheduling Assistant
)

m @ l’ /Qi E.Dﬁusy u‘{}muﬂeme ?
.L Immersive

Invite | A |15 minutes v
h Reader
rSiv

Delete CopytoMy —3 . | Sendto
Calendar OneNote | Attendees
Actions OneNote | Attendees Options Tags | Immersive
5] | subject
=]
Save & Location
Close ;
Starttime | wed 5/10 E $:00 AW i All day event
Endtime | wed 5/10 B [1o00am |

n Snared Foider [ Calendar
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8.4.6 Lab

Where can you add an invitee?

Untitied - Appointment

Format Text Review Help

File Appointment Scheduling Assistant Insert Options

e @ QeE I, 80

Delete CopytoMy — . | Sendto | Invite o [15 minutes v 5 Immersive
Calendar OneNote | Attendees Reader
Actions OneNote | Attendees Options Tags | Immersive A
5] | Subject
=]
Save & | Location ~
Close N 1
Starttime | wed 5/10 B [s00am  ~ All day event
Endtime | wea 5/10 B [ 1o00am * |

In Shared Foider [ Calendar
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8.4.6 Lab

e \Where canyou add an invitee?
e \Where can you add resources (rooms)?

CE| G

File Home Send / Receive Folder View Help

New N¢ g Meeting Scheduling Assistant Insert Options Format Text Review Help. Bil ~ Read | Send/Receive |  Get Report
Email Iter| — Aloud | All Folders | Add-ins  Message ~
MNew — Speech | Send/Receive | Add-ins | Protection e
I He @ 55 8@ - 80
vE | foo: O Recurrence | |
VO Delete CopytoMy — ~ | Sendto  Cancel 3] 0 15 minutes v 6 Immersive
Inbox 9 Calendar OneNote | Invitation <= Reader
o Actions OneNote Attendees Options Tags | Immersive ~ RAnna Lopez; Gloria Vivaldi; James lordan 5/10
ent Ite
hd
Drafts =] Te
Deleted| Save & | Subect
Close N
Location = Rooms.. lunch or would a more formal meeting this afternoon be better? Let me know which you would
v iperso| -
~ Inbox ¢ sarttime | wed 5,10 B | so0am v All day event
Seles Endtime | wad 5/10 B3] [ 1o00am v
HR
Drafts
Sent Ite
Deleted
Archive
Junk Em
Qutbex
RSS Fee|
Search
~ Groups
You hal In Shared Foider [} Calendar

Email Hacked 5/9
Gloria Vivaldi Il
Sales Meeting 5/8

E B R B e

Items: 11 Unread: 9 Al folders are up to date.  Connected to: Microsoft Exchange O @ - + + 100%
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8.4.6 Lab

e How do you navigate to the calendar feature?
e \Where canyou add a calendar?

= son@rmbksupplies.com P Search (AltrQ) /| - a b4
File Home Send / Receive Folder View Help
0 & & b Egee |+ B T
New New New | Today Next7 D2y ES" . Add  Calendar | E-mail Share Publish Calendar
Rppointment Meeting Items ~ Days R¥EEX ECUENIENT Calendar ~ Groups ~ | Calendar Calendar Online ~ Permissions
New GoTo [ Armrange Ml  Manage Calendars Share Find =
<
< May 2024 3 — _ . . Today Tomorrow Wednesday .
i Teday [ <12 May7-14 Washingon, D.C. 640 F 1490 F TSOF 148°F GaoFs o [ Week
SU MO TU WE TH FR SA
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
31 2 3 4 5 6
7 8 9 n 12 13

78 offfn 2n

14 15 16 17 18 19 20

21 22 23 24 35 26 27
28 29 30 31 TAM
June 2024 8 AM ® Dentist Professional Development Ti
SU MO TU WE TH FR SA
M
1 2 3 oA
4 5 6 7 & 9 10
10am | Product Innovation; My Office >
11 12 13 14 15 16 17
g
1 4 § =
8 19 20 21 22 23 2 11 AM E E
25 26 27 28 29 30 1 -g E
23 45 67 8 - Gym Workout Gym Workout Lunch Meeting  Gym Workout g
B o o [s) 3
v My Calendars 3 =
Calendar iem | =
Development Update; Room.(
2PM
3PM Marketing Interlock; Room.Ce Sales & Marketing Meeting
Room.ConferenceSales
4PM
5PM
g Q& B sss
= A 6PM

ltems: 16 All folders are up to date. _Connected to: Microsoft Exchange m | - + 100%
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8.4.6 Lab

Where would you determine the sharing details?

File Home Send / Receive Folder View
New Sharing invitation: Ima Person - Calendar - Share (HTML) £ m - o0 X
|Appaintment M
MNey File Share Insert Options Format Text Review Help
X ) o o o= Attach File | B Follow Up ~ Tod b Wednesd:
< fﬁ Arial AN =~ A a8 O\ Washingon, D.C. ~ 2y omorrow ednesday Week «
a m - 4 22 (3 Signature~ | | Fighimportance ngoR. B4°F /49°F T5OF /48° F saoF/asF B
Paste . . 5= | Add Check Z n
D - 1 BIUZ ﬁ. E‘: = ress Lhed L Lowimportance sem day Thursday Friday Saturday
0 1 4 Book Names
Clipboard Basic Text [ Names Include Tags &l Zoom ~ 1 12 13
7 8 9
415 1| To
=3
222 3| | swiet | sharing invitation: Ima Person - Calendar
28 29 3 Request parmission to view recipient’s Calendar
8 Allow recipient to view your Calendar
Details | Avallabiftyony v Dentist Professional Development Ti
SU MO TY
Time will be shown as “Free,” “Busy,” “Tentative,” “Worl Elsewhere,” or "Out of Office’
4 5 4
Product Innovation; My Office
m 121
18 19 2 =
E
% %2 | £
=
2 3 4 . a
rkout Lunch Meeting  Gym Warkout E:
e = 1
v My Calend z
(Calenda
bmemUpdau:Room.-:
Interlock;Room.Cc Sales & Marketing Meeting
Room.Conference Sales
4PM
5PM
[ QB ees
2 B A o
ltems: 16 All folders are up to date.  Connected to: Microsoft Exchange Im] g - 1 + 100%
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8.4.6 Lab

Where would you update your RSVP status to Thursday’s Sales meeting?

Calendar - iperson@rmksupplies.com - Outlook P Search (Alt+Q) 3] - a X
File Home Send / Receive Folder View Help
ﬁ Week Search Pecple
0 R EE 0 8E + B 2SI
& T @ wontn [B] Address 8ook
New MNew New | Today Next7 Day X Ecﬂ‘c . Add  Calendar | E-mail Share Publish Calendar
\ppointment Meeting ltems ~ Days e REECLEE Calendar ~ Groups ~ | Calendar Calendar Online ~ Permissions
New GoTo @& Arrange | Manage Calendars Share Find .
<
¢ May 2024 3 I _ . . Today Tornomow Wednesday .
Yy oday | <[> May 7 - 14 Washingon, D.C. GO F /490 F 750F /489 F 649 F / 60 F 5] week
SU MO TU WE TH FR SA
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
S I 8 9 1" 12 13
78 offn 2z
14 15 16 17 18 19 20
21 22 23 24 35 26 27
28 29 30 N AM
June 2024 8 AM Py Dentist Professional Development Ti
SU MO TU WE TH FR SA
M
12 3 on
4 5 6 7 &8 9 10
10AM | . Product Innovation; My Offict
11 12 13 14 15 16 17
18 19 20 21 22 23 24 H E
1AM | E H
25 26 27 28 29 30 1 £ =
2 3 45 6 T 8 g H
12eM | 2 Gym Workout Gym Workout Lunch Meeting  Gym Workout z
2 < T < 5
v My Calendars 5 =
Calendar 1M | =
Development Update; Room.(
2PM
3IPM Marketing Interlock;Room.Ce Sales & Marketing Meeting
Room.Conference.Sales
4 PM
5PM
| B B ees
= < .
Items: 16 All folders are up to date.  Connected to: Microcoft Exchanoe m_ e - i + 100%




WORK WITH THE CALENDAR

8.4.6 Lab

Where would you update your RSVP status to Thursday’s Sales meeting to be tentative?

F]@ v Calendar - iperson@rmksupplies.com - Outlook P Search (Alt+Q) Sign in m - (=] X
File Home Send / Receive Folder View Meeting Help
_C V_ . e vy EE & erivte
= @I A Ml ? X O B Sson @es 7 | Bl e
Dpen Delete Forward | Sendto | Accept Tentative Decline Propose New Respond | L\ Reminder: |4 hours v | Recurrence | Categorize J,
~ OneNote ~ = = Time v ~ g2 oW iporance
Actions OneNote Respond Options Tags A
<
< May 2024 > o | = Today Tomorrow Wednesday ko
2 odyy || <[[>] May 7 - 14 Washingon, D.C. 64°F /49°F 75°F /48°F GaoF/dpoF [ Week

SU MO TU WE TH FR SA
30 1 2 3 4 5 6
o ) 7 8 9 11 12 13
14 15 16 17 18 19 20

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

21 22 23 24 25 26 27
28 29 30 31 AN
June 2024 8 AM ® Dentist Professional Development Ti
SU MO TU WE TH FR SA
9 AM
12 3
4 5 6 7 8 9 10
10 AM Product Innovation; My Office
11 12 13 14 15 16 17
18 19 20 21 22 23 24 g r
NAM | E >
25 26 27 28 29 30 1 = £
a =
&
2347 5. %6 T 8 — oo Gym Workout &2 Quick Print Jg| Gym Workout 3
2 < < < 5
I My Calendars 3 v Accept > L
&
Calendar 1PM 7 Tentative >
Development Update; Room.( X Decline >
MM (© Propose New Time >
— " & Reply
3PM Marketing Interlock;Room.Ce Sales & Marketing ! B Reol Al
Room.ConferenceSal ¢ aeds
* £ Forward
4PM
B Private
SPM 2B Show As >
SE Categorize >
2 8 228 &M [B Meeting Notes ]
tems: 16 Allfoldersareuptodate @ X Delete ioe . m - 1 + 100%




WORK WITH THE CALENDAR

8.4.6 Lab

e Where would you click to open a calendar invite called Benefits Meeting?
e Where would you accept the meeting without any changes?

Calendar
File Home Send / Receive Folder View Help
() [@ LY Move to:? -| | £ Move ~ B8 Categorize v || ) I/ + 3
= & S8 = =t A m
ok (=38 =, - & =0 15, Manager ||| 2y Rules ~ P8 Follow Up - | [B] Address Book ~ .
New New Delete Archive| Reply Reply Foverd () « | | Team Email = Unread/ Read | Send/Receive| Get | Report
- - > t Nots v
Email ems~ | O Al [l Send o Onetlote® [y S FiterEmad~ | ol | all Folders. | Adding | Message ~
New Deiete Respond Quick Steps & Move Tags Find Send/Receive | Add-ins | Protection ~
. <
v Favorites Search C " £ | ew - 5
Inbax 8 Al Unread ByDaste™ Newest .
1 RMKSupplies Everyone: Room Auditol 50
Skt Gladys Grant F Juan Carlos KSupplies.Everyone; Room.Auditorium
Project Proposal 5/10 ’ Benefits Meeting v
Drafts
Deleted Items. Anna Lopez When Thursday, May 18 3:00 PM-4:00 PM Location Room Auditorium v
RMK is hiring! 5/10
v iperson@rmksupplies.com Gloria Vivaldi ) Hello everyone,
~ Inbox 8 Sales Analysis 5/10
ol Please join us for an informative meeting to discuss some exciting new benefits.
" Ichabod Crane :
HR Great Book 5/10 Thanks!
Drafts Laticia Washington 1]
Sent ltems Important HR Info 5/9
Deleted Items Angela Draper QR ~ 7 N _
Archive I Lunch Meeting /9 C Juan Carlos | Administrative Assistant
L — e .
Junk Email | Juan Carlos QR
Otbor { Benefits Meeting 5/9 |
RSS Feeds Clint Yates
hirt Siz %
Search Folders Shirt Sz i
v Groups | Juan Carlos
Company Meetin, 5/9
You have not joined any groups yet pany Weeting
Alberto Williams
Email Hacked 5/9
Gloria Vivaldi QR
Sales Meeting 5/8
8
Items: 11 Unread: 8 All folders are up to date.  Connected to: Microsoft Exchange im} - 1 + 100%
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8.4.6 Lab

e Where would you click to modify the Gym Workout meeting?
e Where would you chage the entire series?

Calendar - iperson@rmksupplies.com - Outlook P Search (Alt+Q) 3] = () X
File Home Send / Receive Folder View Appointment Series  Help
= X 2| fll| Q| Svons @on G |0 e
e 2t b | High importance
Open Delete Forward | Sendto | Invite | L\ Reminder |3 hours + | Recurrence T
Y X Y| Open Recurring item % Mpooc
Actions jptions Tags ~
This is one appointment in a series.
< May2 . !\_ Wi ? ~ % < Today Tomorrow Wednesday .
B fakee Yot hent to b y7-14 Washingon, D.C 64°F /49°F 750F /48°F oaoF/apor b Week
SU MC TU WE
O fecns Monday Tuesday Wednesday Thursday Friday Saturday
30 1 2 3 () The entire series = S = :
1" 1 1
T
14 15 16 17 18 19 20
21 22 23 24 25 26 27 1
N
28 29 30 3 Tam
June 2024 8.AM ® Dentist Professional Development Ti
SU MO TU WE TH FR SA
9 AM
1 ‘2: 3
4 5 6 7 8 9 10
10 AM Product Innovation; My Office
11 12 13 14 15 16 17
18 19 20 21 22 23 24 § -
1AM | E £
25 26 27 28 29 30 1 H =
g 2
2R S 12pM | & Gym Workout Gym Workout Lunch Meeting  Gym Workout 2
3 < < (3 §
v My Calendars s =
Calendar 1pM | =
Development Update; Room.(
2PM
3PM Marketing Interlock;Room.Cc | Sales & Marketing Meeting
Room.Conference.Sales
4PM
SPM
& Q .ee
= 8L B T |
Itame: 1A All inlderc ars iin tndate  Cannartad tn: Micrnenét Fvchanne 1 S - I ] + 0w
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= 8.4.9 Lab




SCHEDULE CALENDAR ITEMS

Purpose

The purpose of

We will go this lab is to get
through the lab you familiar with:
here. * Scheduling Assistant

« Updating Reminders

o 4




SCHEDULE CALENDAR ITEMS

8.4.9 Lab

Where is the scheduling assistant?

S N
-+ File Meeting Scheduling Assistant Insert Options Format Text Review facs Book R/ —4
New ; Read | Send/Receive| Get Report
Email m | = m ] 8 B Mo ~ & | TR | o || s || o] e
N X R > Recurrence | | <) na Speech | Send/Receive | Agdd-ins | Protection |
Delete CopytoMy —5 . | Sendto | Cancel ﬂ Q 15 minutes v \I/ Immersive
~ Fa Calendar OneNote  Invitation <=~ Reader ahy | G e A Forw
o Actions OneNote Attendees Options Tags | Immersive ~ 6) Reply t_D Reply All | —> Forward
Fom; Anna Lopez; Gloria Vivaldi; James Jordan 5/10
Sen To Gloria Vivalgi: Wayne Williamg: $tephanie Kennard: Randy Wong; Room.Conference Sales:
= . v
Dr: . [
Save & | Subject
Delf | Close
: Location Rocm.Conference Sales = Roams...
. aatpin | ] yver lunch or would a more formal meeting this afternoon be better? Let me know which you would
 ipe starttime | wed 5/10 ﬁ 9o0aM Y| () Allday event
. Ingy Entime [ wed 5/10 B [1000am ]
S
H
Dral
Sen|
Del|
Are
Jun|
Ou
RSY
Sea
v Grg |n Shared Foider [ Calendar
You Rave ot jomed any groupz yet T T
Alberto Williams
Email Hacked 5/9
Gloria Vivaldi .[:]. @
Sales Meeting 5/8
= a8 aes
ltems: 11 Unread: 9 All folders are up to date. Connected to: Microsoft Exchange Im] m - + 100%
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8.4.9 Lab

e Whatis a free time slot for everyone?
e |sthere a conflict someone would have with your appointment?

Untitled - Meeting

E+ File Meeting Scheduling Assistant Insert Options Format Text Review Help
New
emal| £ 3 0O p E {é}
M~ > +
Refresh  AutoPick Add Add | Options
v Fay Availability ~ | Attendees Rooms =
Scheduling Altendees Options
Inbq
Sen| | Send 3 (100 -
) 800 9:00 10:00 1100 12:00 PM  1:00 2:00
Dra (B, ANl Attendees
oell | ©Q Im3 Parson
A @ Glors Vivaldi
| |¥ @ Wayne Wiliams
¥ IP€ [/| @ Stephanie Kennard
~ Inb| |[+] @ Randy Wong
o [“1 @ Room.ConferenceSales
H
Draj
Sen|
Del
Arcl
Jun|
Ou 1
RSY | Add Attendees.. || Options ~ | Starttime | yyeq /10 1 | 200am -
Ses|  Add Rooms. Endtime | weas/0 [
v Grd WBusy % Tentative [l Out of Office [ Working Elsewhere [ No Infarmation Quitside of working hours

En =

4:00

=R OB G

fess Book

Eenail Read = Send/Receive Get Report
MY Moud | All Folders | Add-ins | Message -
pa Speech | Send/Receive | Add-ins | Protection ~

& Reply All | =

fom; Anna Lopez; Gloria Vi

Idi; James Jordan 510

yver lunch or would a more formal meeting this afternoon be better? Let me know which you would

Voo TV OT JORES SP) GTOURS JoF

Il

ltems: 11 Unread-9

T
Alberto Williams

Email Hacked 5/9
Gloria Vivaldi AR
Sales Meeting 5/8

All folders are up to date.  Connected to: Microsoft Exchange hn =m - + 100%
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WORK WITH CALENDAR ITEMS

Purpose

The purpose of this
lab is to get you
familiar with:

- Accepting invites We will go through
« Declining invites the lab here.

« Editing messages
prior to declining
messages

* Forward a meeting




WORK WITH CALENDAR ITEMS

8.4.10 Lab

Note: the following video covers Outlook.com, but the same functionality exists within Outlook

Desktop application.

We watch the following video:

https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F %2Fwww.linkedin.com%2Flearning%2Foutlook-on-

the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareld%3DzwDR6CNBSEGeqS703MwxT1w%253D%253D

B @ O B Colendsr-GinivonCouner-O. X

555555555

vvvvvvv

- & X
M G 0O = & % o O



https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Foutlook-on-the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareId%3DzwDR6CNBSEGeqS703Mwx1w%253D%253D
https://www.linkedin.com/learning-login/share?account=2045532&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Foutlook-on-the-web-essential-training-23727889%2Frespond-to-a-meeting-invitation%3Ftrk%3Dshare_video_url%26shareId%3DzwDR6CNBSEGeqS703Mwx1w%253D%253D

LOOKING AHEAD

For next seminar



LOOKING AHEAD

Seminar 4

We will review Microsoft Word! Feel free to watch this video to get ahead:

https://www.linkedin.com/learning/word-essential-training-microsoft-365-17/548621/create-
brilliant-documents-with-microsoft-word?u=2045532



https://www.linkedin.com/learning/word-essential-training-microsoft-365-17548621/create-brilliant-documents-with-microsoft-word?u=2045532
https://www.linkedin.com/learning/word-essential-training-microsoft-365-17548621/create-brilliant-documents-with-microsoft-word?u=2045532

THANK YOU

= Questions? Please contact me:
= betsy.mccall@purdueglobal.edu
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