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First Time Logging into Office365 Webmail
1) Login at rockets.utoledo.edu with your UTAD credentials

THE UNIVERSITY OF

TOLEDO

1872

fs.utoledo.edu

Type your user name and password.

Sign In

2) Choose the language
3) Choose the Time Zone (UT is Eastern Time) and click save

Outlook'Web App

English (United States)

(UTC-05:00) Eastern Time (US & Canada)

3 save
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Change Outlook Web App Theme 3) Select the theme and click OK

Rockets, Rocky ~
v OK > CANCEL

change theme

1) Click the Settings icon
2) Select Change theme

Rockets, Rocky ~ | $¥

Refresh
Set automatic replies
Display settings

Manage apps

Offline settings
Change theme

Options

|  Office 365 settings
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Add/Change your account Picture in Office 365 | Rockets, Rocky ~ & 2
Note-By choosing to upload your photo to Office 365, you are agreeing to the terms
and conditions set forth by the University of Toledo’s acceptable computer usage
policy found by logging into myutaccount.utoledo.edu and selecting “View
Computer Usage Policy”. Individuals with offensive and distasteful images will be
referred to the dean of students for disciplinarian action.

EH savE 0 DELETE > CAMNCEL

Browse Button

1) When logged into Office 365 (Rockets Mail) click on your name in
the upper right hand corner of the screen.

2) Click on the Change link.

Outlook Calendar People === H Rockets, Rocky ¥ &2 ?

Rockets, Rocky
Rocky.Rockets@rockets.utoledo.edu
change 4) One the photo is selected, it will appear. Click on the save button.
W Available EH SavE [0 DELETE X CAMCEL

# Busy

= Do not disturb
Be right back
Appear away

Sign out of [M

Open another mailbox...

Sign out

3) Click on browse button and browse for the photo you wish to
upload.
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Use Outlook Web App Offline Mode

In Offline Mode, the user can do most of the tasks they can while in online
mode only with a few limitations. You must set Offline Mode with an active
internet connection. Please be advised of the limitations in Offline mode:

> All folders may not appear in Offline Mode

Calendar reminders will only go up to 2 months

Can only view the previous month and future year in Calendar mode
Messages sent, changes made in the calendar, edit to contacts list

Y V V

and other changes will not be saved to the Exchange Server till
Online mode is restored

Information Technology always recommends using Online Mode for full
feature support but in the event that the user will not have an internet
connection, Offline Mode may be handy.

1) Click on the Settings icon and select Offline Settings
Rockets, Rocky = | ¥

Refresh
Set automatic replies
Display settings

Manage apps

Offline settings
Change theme

Options

Office 365 settings
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2) Once in Offline Settings, select Turn on offline access and click OK

V' 0K 2 CANCEL

offline settings

After you turn on offline access, you can use this computer when it's not connected to a network,

) Turn on offline access

@ Turn off offline access

3) Follow the informational steps 1-4. Step 3 will ask the user to add a
bookmark. This can be done by pressing Ctrl + D
4) Once at step 4, click OK

v OK

offline settings

That's it! You can now use Qutlock Web App on this computer, with or without a network connection,

Need Help? Call the IT Help Desk at 419-530-2400



Configuring Student Email - Outlook 2007/2010/2013 3. If there is not a default mail profile, the window to create a profile
will appear. Type Office 365 then click OK. If you already have a mail

1) If already in outlook, please exit. profile, please skip to step 6.
2) Click Start>Control Panel & Mad X]
General |
Computer & new Profile 3 x|
{,) Create New Profile
——
Profile Name: Cancel ‘
Devices and Printers fOffice 365
|
Dt Froorans 4. Click E-Mail Accounts.
]
Heb and E E-mail Accounts
& = Setup e-mail accounts and directories.
20

_@J Shutdown | » I e |
: 4 Change settings for the files Outiook uses to Data Files...

,y;g store e-mail messages and documents.

1. If in Category mode, please select Large Icons or Small Icons (upper =
3 . a Profiles
right portion of the window). Smmi it R |

data files. Typically, you only need one.
View by: Category ¥ I

® Category 5. If other accounts are already configured with Outlook, click New
Large icons

‘fou can add or remove an account. You can select an account and change its settings.

Small icons E-mail Accounts

2. Click on the Mail Icon.
E-mail |Dat3 Files | SharePoint Lists | Internet Calendars I Published Calendars I Address Books

.H New... % Repair... 5 Change... @@ SetasDefaut W Remove # &

Name Type
€ Kristopher Ramsdell @rockets. utoledo, edu Microsoft Exchange (send from this account by default)
kramsde2 Microsoft Exchange
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6. Ensure the E-mail Account radio button is selected. Enter the
following information in:
Your Name: Your First & Last Name
E-mail Address: UTADUserName@rockets.utoledo.edu
Password & Re-Type Password: UTAD Password

i, Add New Account

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

* E-mail Account

Your Name: IRockeiE, Rocky
Example: Ellen Adams

E-mail Address: Irrodcet@-‘rodtets.utoledo.edu

Example: ellen@contoso.com

Password: I ========

Retype Password: I ““““ =
Type the password your Internet service provider has given you.

7. When the “Allow this Website configure...” appears, check Don’t ask

me about this website again then click Allow.

x|

). Allow this website to configure
\ J Rocky.Rockets@rockets.utoledo.edu server settings?
https: ffautodiscover-s. outlook. com/autodiscover fautodiscover. xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

[V Don't ask me about this website again

Allow Cancel

8

If prompted at the Windows Security login box, please ensure the
username is set to UTADUserName@rockets.utoledo.edu and the
password is your UTAD password. This box may appear more than

once. Click OK when finished.

Mail Application
Connecting to Rocky.Rockets@rockets.utoledo.edu

rrocket@rockets.utoledo.edu

[ Remember my credentials

Foc o= |

Once the account has been successfully configured, the windows
below should be displayed. Please click Finished. Start Outlook and
your email should begin to sync from the Office 365 server.

Need Help? Call the IT Help Desk at 419-530-2400
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Configuring Student Email - Mac OSX Mail, Calendar, & Address

Book

1)

If already in Mail, Calendar & Address book, please exit.

2) Click the Apple Menu>System Preferences.

I3 Finder File Edit View (

About This Mac
Software Update...
App Store...

System Preferences...
Dock >

Recent Items >
Force Quit Finder N{8D

Sleep
Restart...
Shut Down...

Log Out Kris Ramsdell... {2Q

3) Click Internet Accounts.

@

Internet
Accounts

4)

In Internet Accounts window, select Exchange.

®e0

|« » || Showal |

Internet Accounts

Messages, and other apps.

,n, Internet Accounts sets up your accounts to use with Mail, Contacts, Calendar,

m iCloud

A iCloud
@8 Exchange
Go »gle‘
Twitter W
facebook
Linked (]
YAHOO!

5) In enter the following information:
Name: YOUR First & Last Name
Email Address: UTADUserName@rockets.utoledo.edu
Password: UTAD Password
Once information is inputted, click Continue.

@8 Exchange

Name: Rocky Rockets

Email Address: rrocket@rockets.utoledo.edu

\

;
Password: |sesesssssss

| Cancel | Go Back| | [ Continue

6) Once the account finishes auto configuring, click Continue.
@& Exchange

Account Summary

Internet Accounts found a server account for the email
address you provided. The following account will be set
up on your computer:

Account type: Exchange
Full name: Rockets, Rocky
Email address: rrocket@rockets.utoledo.edu

Server address: outlook.office365.com

Cancel | | Go Back \\_Cnntinue

Need Help? Call the IT Help Desk at 419-530-2400
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7) Select the applications (Mail, Contacts, Calendars, Notes, &
Reminders) that are to be utilitized then click Done.

@8 Exchange
Select the apps to use with “rrocket@rockets.utoledo.edu”
™ & Mail

—

@ L Contacts

lg 17\ Calendar

(2) | Cancel I[ Done J

10
Need Help? Call the IT Help Desk at 419-530-2400



Configuring Student Email - Outlook for Mac 2011 2) Click Accounts

. [-NsNs] Outlook Preferences
1) Open Microsoft Outlook for Mac 2011. If presented at the T
“Welcome to Outlook:mac” screen, click Add Account. If not, Personal Settings
proceed to step 1.A. i Ea ) s A B ]
General Accounts Notifications Categories Fonts AutoCorrect
Welcome to Outiook for Mac & Sounds
E-mail
- om
Reading Compesing Signatures Rules Schedules
Other
Calendar Contacts Sync Services Feedback

Outlook:mac

3) Atthe lower left hand corner of the Accounts window, click the
plus upside-down triangle>Exchange.

+ v - LHr
Exchange...

E-mail...
Directory Service. ..

1.A) In Outlook for Mac, click the Outlook

menu>Preferences 4) Enter the following information:
& T8 file Edit Vi M E-mail address: UTADUserName@rockets.utoledo.edu

ool ile i iew

About Outlook Method: User Name and Password
User name: UTADUserName@rockets.utoledo.edu
Work Offline | Password: UTAD Password
Turn Off Office Reminders Ensure Configure automatically is checked
Services > Enter your Exchange account information.
E-mail address: | rrocket@rockets.utoledo.edu
Hide Outlook #H )
Hide Others \ %8H Authenticas
Show A Method: | User Name and Password =
Q Outlook 3€Q User name: |rrocket@rockets.utoledo.edu
uit Outloo!

Password: ssesssssses |

EI Configure automatically

| Cancel I[ Add Account |
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5) When at “Outlook was redirected to the server....” Ensure “Always
use my response for this server” is checked then click Allow.

Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account

— rrocket@rockets.utoledo.edu. Do you want to
allow this server to configure your settings?

https:/ /autodiscover-s.outlook.com/autodiscover/
autodiscover.xm|

Click Allow anly if you fully trust the source, or if your
Exchange administrator instructs you to.

# Always use my response for this server

Deny | [ Allow

6) The account should then successfully configure. Once the account
has configured successfully, an account summary page will appear.
Go ahead and close the Account summary window. All Email will
download from the Office 365 Server into Outlook for Mac. The

process could several minutes.

Utoledo

==l Exchange Account

Account description: Utoledo

Personal information

Full name: |Rockets, Rocky

E-mail address: |rrocket@rockets.utoledo.edu

Authentication

Method: | User Name and Password

User mame: rrocket@rockets.utoledo.edu

Password: sssesssssas
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Compose a new
message

Microsoft Outlook Web App E-Mail Quick Reference Guide

Outlook  Calendar People "- Rockets, Rocky ~ i

@ new mail search Mail and People pel Mew Outlook Web App % 3
IMBOX COMNVERSATIONS BY DATE ~ | 4= REPLY €6 REPLY ALL -=> FOR‘.*-’ARDI wes
« all unrégd tome flagged _ ark 45 read
- ITHelpDesk <|THelpDesk@UToledo.Edu> mark {5 read
4 Favarites Sun 12/15/2013 6:35 P
nbox 4 + ITHelpDesk
nhex Mew Outlopk Web App 6:35p
Sent ltems HiRocky, WUsing the new Outlook Web App has never b...
To: Rockets, Rocky: P
Drafts JEeERDAT Reply, Reply All, & Forward Commands
Ramsdell, Kris Hi Racky,
4 Rockets, Rocky Will you be there? Sat12/14
Inbox 4 Hi Rocky, Will you be at the game this Saturday? Hgpe ...
Draft: .
s |the|p@ utoledo.edu Using the new Outlock Web App has never been more intuitive! The new Cutlook \ieb App has several new
Sent ltems [iSupport] Ticket Submitted by Rocky Rocketsis Sat12/14 features!
Deleted fterms The Medium priority incident ticket submitted bf Rocky... Settings
Junk Email ithelp@utoledo.edu
Motes liSupport] New Ticket Submitted by Rocky Rpcket sat12/14 + Microsoft has added several apps for Outlook: Bing Maps, Suggested Appointments, and Action
This Medium priarity incident ticket was subfnitted by R... Items. These apps are integrated with Outlook and Qutlook App and extend the information and

functionality of messages and calendar iterns.
« Connected accounts have been extended to include the ability to cognect to a user’s LinkedIn account.
After the link is established, Outlook \Web App automatically adds the\yser's LinkedIn contacts to the
Contacts folder,
In all calendar views, users can click an itern to view a pop-up of the ite
details, controls are now available to accep: or decline the item if it's a me
an appointrment, or, if 3 meeting iterm, to join the meeting if an online meetin

\& details, In addition o the
ing, to edit or delete if it's
link is included.

Happy Emailing,

Infarmation Technology

Search Box

Message Pane

N

Delete Individual Email Switch between Email, Calendar, and Contacts mode Reading Pane

Folder Pane

TASKS

Tasks List
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Create/Send a New Message

1) At the Office 365 inbox screen, click new mail 2) On the right side of the screen, the reading pane will turn into the
compose pane.

3) When finished composing the email, click on the send button.

@ new mail search Mail and People jo
INBOX CONVERSATIONS BY DATE +
3= SEND DISCARD INSERT LG 0
& all unread tome flagged X @ &
4 Favorites
v >
B ITHelpDesk x| Tét %
New Outlook Web App 6:35p
Sent ltems Hi Rocky, Using the new Outlook Web App has never b...
Ce:
Drafts YESTERDAY
. Subject:
4 Rockets, Rocky Radee"’ Kris L
- Will you be there? Sat 12/14
Inbox 4 Hi Rocky, Will you be at the game this Saturday? Hope ...
ibri ] o= = Ay A v
Draft ; ‘ Calibri "FIZ B I U = i= W
e ithelp@utoledo.edu M -
Sent ltems [iSupport] Ticket Submitted by Rocky Rocketsis C Sat 12/14
The Medium priority incident ticket submitted by Rocky...
Deleted ltems
Junk Email ithelp@utoledo.edu X >
[iSupport] New Ticket Submitted by Rocky Rocket Sat12/14
Notes R 5
This Medium priority incident ticket was submitted by R...
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Save a Composed Message as a Draft
1) Click on the more options menu
2) Click save
=] SEND X DISCARD @J INSERT

save

To: M Rockets, Rocky; show bcc

Co: show from

check names
Subject:

set importance L

switch to plain text

[ calibri |[12 7] 1

Hi Dr. Jones,

show message options.., ™=

Attached you will find my essay project.
See you in class on Monday!

Best,

Rocky

3) The draft email will save to the draft folder
I=] SEND X DISCARD [ INSERT

® [Draft] Saved to your Drafts folder at 11:12 AM

15
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Reply, Reply All, & Forward a Message

1) Highlight the message to reply
2) Click either Reply, Reply All, or Forward

arch Mail and People P Will you be thére?

INBOX

NVERSATIONS BY DATE v

al unread tome flagged ;
Ramsdell, Kris
ﬁ Sat 12/14/2013 402 PM
[THelpDesk

New Outlook Web App 6:35p

HiR ing the new Outlook Web App has never b.
To: B Rockets, Rocky;
YESTERDAY
v Rarnsdell, Kris X BingMaps  Action ltems
Will you be there? Sat12/14

HiRocky, Will you be at the game this Saturday? Hope

| seeaiionon Hi ROCkV,

Highlighted Message

€REPY €€ REPIVALL =) FORWARD

mark as unread

+ Get more apps

16
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3)

= SEND | X DISCARD [ INSERT

To: Ramsdell, Kris;
Ce:

Subject: RE: Will you be there?

Tahoma |18 B I U = = % A vy

Compose your message here (if applicable)
From: Ramsdell, Kris
Sent: Saturday, December 14, 2013 4:02 PM

To: Rockets, Rocky
Subject: Will you be there?

Hi Rocky,
Will you be at the game this Sunday?

Hope to see you there!

Compose your message (if applicable) then click Send

Reply- Replies to just the sender

Reply All- Replies to everyone listed on
the message

Forward- Forward to existing message to

another person




Insert An Attachment

1) Click the INSERT button in the message that the attachment is to go

2)

into

“E1 SEND X DISCARD | [ INSERT fim]
To: M Rockets, Rocky: +
Ce:

Subject: Project

Calibr: “|12¥] B I U = = ¥ A

Hi Dr. Jones,
Attached you will find my essay project.
See you in class on Monday!

Best,
Rocky

Click either attachment or picture (depending on the document)
) INSERT

attachment

picture

signature

Browse for the attachment
Once the attachment is uploaded, the attachment will
appear below the Subject line.

17

To: M Rockets, Rocky;
Cc:
ubject figiet

@S Why | Love UT.docx (12KB) Preview X

Need Help? Call the IT Help Desk at 419-530-2400



Request a Delivery and/or Read Receipt

=] SEND X DISCARD [ INSERE

save
. . . To: M Rockets, Rocky;
1) Display the more options dialogue menu R Rty 1 Shelbs
. show f
2) Select Show Message Options... Ce: | | i |
. — ., check names
3) Checkmark the boxes that are applicable then click OK and Subject: Houwdy Rocky

—  setimportance ¥
seid the message when ready. e
switch to plain text

|y A v

show message options... = ™=

r

— ¥
| calibri 1A
| J 1

Hi Rocky,
Haven't seen you in a few days. Hope your doing alright.

Email me back soon!

I -Rocks

message options Y
Sensitivity:
‘ Normal |
] Request a delivery receipt
ﬁ Request a read receipt

[ ok || conca |

18
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Send Automatic Replies 4) Type in the automatic reply message that is to be sent to the
1) Click the Settings button senders of the user’s account. Click save when done
2) Click Set automatic replies

Rockets, Rocksy ¥ %% 2

Send a reply once to each sender inside my organization with the following message:
Refresh — - ————————
" Calibr 2 B I U & = = = = :i=
I se T ranlis . | sincerely apologize for the inconvenience however | will
[FlE= be out of the county recruiting new University of Toledo students.
= = 1 will promptly return to your email once | return.
L' Display settings -
Manage apps ad

Offline settings

Send automatic reply messages te senders outside my erganization

Cha r'IEIE th EMe (@) Send replies only to senders in my Contacts list
Ooti @ Send replies to all external senders
prions
Send a reply once to each sender outside my organization with the following message:
. - . Calibri 12 B I U & = = = =
Office 365 settings

3) Select the radio button Send automatic replies

i Don't send automatic replies
@ 5Send automatic replies

[C] Send replies only during this time period:

Tip: You may have automatic replies turned on and off automatically.
Check the box Send replies only during this time period: and
customize the time.

19
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Create a Signature
1) Click on the Settings icon & select Options.

Refresh
A

Set automatic replies

€ REPLY €& REPL  Display settings

Manage apps ad
o.Edu> F*

Offline settings
Change theme

Options
Office 365 settings

2) Click Settings

3) Edit Signature and click Save

options mail calendar

email signature

Comic Sans #MS
S 3= W A e =

- Ed Signature Pane
Rock

settings

w
N
=
¥
]
1]
il
LLL

®”
x
x
FIH

Check “Automatically include my signature on messages |
| T send” if signatures should be applied to all outgoing
messages.

message format

[E] Always show Bcc
[E] Always show From

Compose messages in this format: | HTML [ 7]

Message font

r T T
Calibri 2 | B U A
Sample Text
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Create a Inbox Rule 3) Ensure inbox rules in selected and click the plus symbol

Rules are high customizable. An inbox rule can be created to automatically

e Move the message to a folder - : ) ;
. mbo}{ I'U]ES gutomatic replies  aeslivery reports
e Mark the message with a category 4
* Redirect the message to a different email address Choose how mail will be handled. Rules will be applied in the order sh
e Delete the message

Teo learn how to forward your email to another mailbox using Inbox rul
e Send a text message to

1) Click the Settings icon and select options +~ N 5

Rockets, Ro CkS}’ - # ? Create a new rule for arriving messages...

Move messages from someone to a folder...

Refresh
res P Move messages with specific words in the subject to a folder...
Set automatic replies Move message sent to a group to a folder...
A Displa:,r s.ettings e Delete messages with specific words in the subject...
Manage apps ad
Offline settings 4) Select the option that best fits the task that needs completed
Change theme
Options
Office 365 settings

2) Select organize email (left hand side)
options
account
organize email

groups
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5) Name the rule 9) The name and the rule(s) details will appear on the inbox rules

6) Select the next option that is applicable dialogue area
“When the message arrives, and:
It was sent to.. - *Select people
Select one
On | Rule
It was received fram...
*Select one...
ft was sent to... Receved fram Racky Rackets@Rockets UTaleda.du ) ) )
It includes these words in the subject... Received from ‘Rocky.Rockets@Rockets.UToledo.edu
It includes these words in the subject or body...
It includes these words in the sender's address... A&erthemessageamvesand”.
My name is in the To or Cc box
[Apply to all messages] the messagewas received from ‘Rockets, Rocky’
Dothe following.
apply the following category: "Red category”
7) Enter the email address/or specific words then click OK andstop proceing mor ks on s mesge

8) Inthe Do the following, choose the applicable option then click
save

Do the following:

Move the message to folder.. -

Select one

Mowve the message to folder...
Mark the message with a category...
Redirect the message to..

Delete the message

Send a text message to..,

22
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Create a new
calendar event

Microsoft Outlook Web App Calendar Quick Reference

(@ new event

«

P search calendar

A JULY 2014 4
S M T WT F 5§

12 3 4!
6 7 8 95 10 11 12
13 14 15 16 17 18 19
0 02 2 23 M4 5 %

27 22 19 20 31

4 MY CALENDARS

v Calendar

4 OTHER CALENDARS

ﬁ Rockets, Rocksy

Current month displayed Quick month access

Switch between e-mail, Calendar, and Contacts
A (Peonle) Mode

4

toolbar

iuly 2014|

Outlook Calendar People Newsfeed OneDrive Sites ...

Rockets, Rodky » g 9

day work week week month

lljan feb mar apr may jun jul aug sep oct nov  dec » |gototoday Highlighted Box indicates day 5] SHARE
selected
SATURDAY

SUNDAY MONDAY TUESDAY WEDNESDAY mm $
3 4 5
Search calendaring events
. Print
. Calendar
> Full month mini calendar
i ' Share calendar to another UT
Student
b 7 3 9 10 1 12

Other calendars that is OWNED by the

Switch calendar mode by day, work week, full week or

month

-
user
& U 17 18 19
-~ Other calendars that the user has
access to
20 21 22 23 24 25 26
27 28 29 30 31

23
Need Help? Call the IT Help Desk at 419-530-2400



Create an Appointment
1) Click on Calendar (top left)

Outlook People == Rockets, Rocky =

2) Click on the day of the future appointment then click new event
(® new event

3) Fill in the required information for your appointment then click

B SAVE | X DISCARD B SCHEDULING ASSISTANT  one o X
Event: |

Location: add room

Attendees: +
Star: Duration:

[Wetwo ] [ewoam ~]  [3mintes -]

Show as: Reminder:

‘ Busy V‘ ‘ 15 minutes "

Calendar:

Calendar v

Repeat:

[] Mtk as prvate & Online meeting

24
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Create a Meeting

1)

2)

3)
4)

Click on Calendar (top left)

Outlook People ===

Click/highlight on the day of the future appointment then click new
event

Rockets, Rocky =

(® new event

Fill in the required information for your appointment
Insert the email address of the person you wish to invite to the
meeting (must be with another student or staff member with an
@rockets.utoledo.edu or @UToledo.edu email address). The user
may choose to invite others directly from your private address book
or from the University of Toledo Global Address Book.
A) If the individual user is in the in the private contacts list,
locate the user then click the plus symbol.
B) If the individual user can be found in the Global Address
Book, click the chevron to display this various groups
then select Directory. Preform the search by Last, First
name. Once the person is located and highlighted, click
the plus symbol
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5) Click OK in the address book then click SEND on the next previous
screen to deliver the meeting request to the individuals

v 0K )X CANCEL

Rerjlired attendees: B Rockets, Rocky;

Add Symbol

OK Command | Rackets, Rocky 0 x|

all people groups rooms

Rockets, Rocky
4 Ny Contacts

Available
| Rockets, Rocky " ¢
Contacts Available i

4 Directory

| contact notes organization

All Rooms 4

All Contacts email
Rocky.Rockets@rockets.utoledo edu

All Groups

M

sipsrracket @rackets.utoledo.edu

Chevron
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Share Your Calendar with another University of Toledo Student 4) Select the permissions then click SEND
1) Click on the Calendar button (top right)

Outlook People == Rockets, Rocky ~
. . £  Rockets, Rocksy :
2) Click the SHARE button (top right) :l/m Rocksy Rockets@rockets utoledo.ecl Full details
Availability only
- Rockets, Rocky = e ? . .
Limited details
Subject:
+ Full details
I'd like to share my calendar with you .
day work week week month - Editor
SHARE Ei! PRINT Calendar. Delegate

3 Inthe Share with field, type the full email address of the student
the user wishes the share their calendar with

Permissions Definitions
= ¥ DISCARD ‘
Availability only-Only shows the times of your availability.

Location, event name, attendees are NOT shared.
Share with:
= Limited details-Only provides the subject and the location.
Rocksy.Rockets@rockets.utoledo.edu
Full details-Provides all information on your calendar

including the location, event name, attendees, and the time.

Editor- Can create, read, and modify meetings on your
behalf.

Delegate-Can create, read, and modify meetings on your
behalf. Can also respond to meeting requests on your behalf.
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Remove/Change a user’s access to YOUR Calendar 4) Click SAVE when done editing or removing permissions

1) Click Calendar (top right)
Outlook People == Rockets, Rocky ~

2) On the left hand side, right click Calendar (under MY CALENDARS)
then select permissions

8
4 MY CALENDARS
Permissions Definitions
+  Calendar
share calendar Availability only-Only shows the times of your availability.
OTHER = permissions... . Location, event name, attendees are NOT shared.

color b . Limited details-Only provides the subject and the location.

15 Full details-Provides all information on your calendar including the

location, event name, attendees, and the time.

3) On permissions, either edit the user’s permission or click the X to Editor- Can create, read, and modify meetings on your behalf.

remove access altogether. Delegate-Can create, read, and modify meetings on your behalf.

Can also respond to meeting requests on your behalf.

1 save X DISCARD [ .
Calendar

INSIDE ORGAMIZATION

q # Rockets, Rocky :
Rocky.Rockets@rockets.utoledo.edu Full details '| E]

Availability enly

/?"" Rockets, Rocksy Limited details .
= Rocksy.Rockets@rockets.utoledo.edu  Full details
Editar
Delegate
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Create a new contact or
contract group.

Outlook Web App Contacts (People) Quick Reference Guide

Outlook Calendar People Mewsfeed OneDrive Sites . Rockets, Rocky » g 7
\ Search for contacts
@ new P search People
all pE‘Dp|E‘ groups Search between individual & group contacts \ Switch between e-mail,
Calendar, and Contacts
« MY CONTACTS BY FIRST NAME . Rocksy Rockets (People) Mode
J Offline
4 My Contacts 'x '. .. ' :
Contacts : ‘f"“ ¢ @ @ Fat fee
£ Rocksy Rockets AN
4 Directory contact notes/ organization /
All Rooms Rocky Rockets .
send email Edit Contact Details
Al Users Rocksy.Rockets@rockets.utoledo.edu
Rocky's Friends .
e Delete Contact
oo — M 1]
Al Distribution Li ,
sipirrocket? @rockets.utoledo.edu
LTI Send E-mail to Schedule appointment with Send Instant Message to
contact contact contact
Connect to social ndworks v https://rocketsutoledo-my.sharepoint.com/pers...
Individual Contact Group Sort contacts by
Contact criteria
med contacts
Outlook - (Contacts)
Directory
Manage...
Vv
University of Toledo Global Address User’s private
Book contacts
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Add a New Contact

1) Click on People (top right)

Outlook  Calendar - Rockets, Rocky =

2) Click on new (top left)
[ J Office 365

(® new

o

4 My Contacts

Contacts

3) Select create contact

what would you like to do?

‘ create contact |
| m——— ]

create group ‘

cancel ‘
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4) Fill out the contact information then click Save

H save | X piscarp

First name:

Last name:

@ email

Email:

@ work

Display as:

(® address

@ phone
® ™M
@ notes
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@ other



Add a New Contact Group

1) Click on People (top right)

Outlook  Calendar o

2) Click on New (top left)
[ ] Office 365

(® new

o

4 My Contacts

Contacts

3) Select create group

what would you like to do?

create contact

| create group

cancel

4) Type the name of the group that is to be created

H save X DISCARD

Group name:

Rockets, Rocky ~ [Rocly s Friends

Members: MNotes:

3 NEWLY ADDED MEMBERS

ITHelpDesk@UToledo.e *
ITHelpDesk@UToledo.edu

q B Rockets, Rocky *
BB Rocky.RocketsBrockets.utoled:

Kris.Ramsdell@UToledo *
Kris.Ramsdell@UToledo.edu

5) Add members by typing their email address in the members box
(Example@Domain.com) and then pushing the Enter button on the
keyboard to add them to the group. When finished adding members
to the group, click SAVE when finished.

To delete a contact, click ... and then click delete
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mailto:Example@Domain.com

Modify a Contact
1) Click on People (top right)
Cutlook  Calendar === Rockets, Rocky =

2) Select the contact that needs changed and click EDIT

Je)
v FIRST NAME ~ Rocky Rockets
~ JONG) :
nta e C zat
: : ... will allow the option to delete the contact or contact
3) Edit the contact as needed then click SAVE P
group.
H save ) X piscarp
First name: Middle name:
[Rockf | | |
¥ Last name:
\) 5 |Rockats |
@ email @ waork
Email:
|Dl'ﬂtﬂ{|ky.Rﬂ{kets@rn(ket5‘utnledﬂ‘adu | @ address
isplay as:
|Rﬂ{ky.Rﬂ{kets@rn(kets‘utnledﬂ‘adu |
Directory @ other
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Modify a Contact Group

1) Click on People (top right)
Outlook  Calendar e Rockets, Rocky =

2) Select on the Group that needs modified and click EDIT

Rocky's Friends

@ EDIT  se

3) Make the necessary changes and click SAVE
To remove a contact from a group, click the X next

Hswe| X pscwo to the member’s name.
Group name:
| Rocky's Friends

Members: Motes:

3 CURRENT MEMBERS

ITHelpDesk@UToledoer X
[THelpDesk@UToledo.edu

Kris.Ramsdell@UToledo
Kris.Ramsdel|@UToledo.edu

Rockets, Rocky X
kil Rocky.Rockets@rockets.utoledd
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Import Contacts 3) Click Choose File and browse for the specific .CSV file
Note-Before importuning contacts into the Outlook Web App, you must import contacts Help
already have your contacts exported from your current email program to
your local PCin a .CSV (comma separated value) format

Import your contacts from an existing email account

Step One: Export a CSV file from your existing email account. Learn more

1) Click on People (top right)

Step Two: Select a CSV file of contacts to import (Example: name.csv).

ﬁChuuse File | Mo file chosen
Outlook  Calendar |People| === Rockets, Rocky ~

When you finish, your contacts will appear in your Outlook Web App Contacts folder.

2) Click on the settings gear > Import Contacts

Rockets, Rocky = ¢ | 2

*

Refresh

Irmport contacts [ nea M ancl

fanage apps

Offline settings 4) Once the file has been located, click next. The contacts should be

Change themme imported into Office 365. Depending on the amount of contacts you

_ have, it may take several minutes.
Options

Office 365 settings
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