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This manual, as well as the data and software implementation described in it, is furnished under
license and may be used or copied only in accordance with the terms of such license. The content of
this manual is furnished for informational use only, is subject to change without notice, and should
not be construed as a commitment on the part of the University of Southern California.

Except as permitted by such license, no part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means, electronic, mechanical, recording, or
otherwise, without the prior written permission of the University of Southern California.

The data and software implementation, as with all technical and computer-aided design software, is
a tool intended to be used by trained professionals only. The data and the software implementation
is not a substitute for the professional judgment of trained professionals. The software
implementation is intended to assist with product design and is not a substitute for independent
testing of product stress, safety and utility. The University of Southern California assumes no liability
for any error or inaccuracies that may appear in this manual. The University of Southern California
makes no warranties with respect to this manual and disclaims any implied warranties of
merchantability and fitness for a particular purpose.

Android™ is a trademark of the Google Inc.

Apple®, Mac®, iPad®, iPod®, and iPod Touch® are registered trademarks of the Apple Corporation.
BlackBerry® is a registered trademark of the BlackBerry Corporation.

IronPort® is a registered trademark of the Cisco® Corporation.

Microsoft®, Microsoft Outlook®, and Windows® are registered trademarks of the Microsoft
Corporation.

U.S. Government Customers:

The Products are provided to the Federal government and its agency with RESTRICTED RIGHTS. USE,
DUPLICATION OR DISCLOSURE BY THE GOVERNMENT IS SUBJECT TO RESTRICTIONS SET FORTH IN
SUB-PARAGRAPH (c)(1)(ii) OF THE RIGHTS IN TECHNICAL DATA AND COMPUTER SOFTWARE CLAUSE
AT DFARS 252.227-7013 OR SUB-PARAGRAPHS (c)(1) O R (2) OF THE COMMERCIAL COMPUTER
SOFTWARE-RESTRICTED RIGHTS AT 48 CFR 52.227-19, AS APPLICABLE.
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This document details the system requirements to run Microsoft’ Outlook’. Review the
document's contents by:

e Microsoft Windows® Operating System

e The University of Southern California System Requirements

Your computer system must meet the following requirements to successfully run Microsoft
Outlook 2010 for Windows operating system.

Component Requirement
Computer and Processor 500-megahertz (MHz) processor or higher

512 megabytes (MB) OF RAM recommended for accessing Microsoft Outlook data files

Memory larger than 1GB*
Hard Disk 2 gigabytes (GB) available disk space
Display 1024 x 576 or higher resolution monitor

Supports only the 32-bit edition of Office 2010:
e Windows XP with Service Pack 3 (SP3)
e  Windows Server 2003 Service Pack 2 (SP2), MSXML 6.0
e  Windows Server 2003 R2

Supports both 32-bit or 64-bit editions of Office 2010:

e  Windows Vista with Service Pack 1 (SP1)

e  Windows 7

e  Windows 8

e  Windows Server 2008

e  Windows Server 2008 Service Pack 2 (SP2)

e  Windows Server 2008 R2

e  Windows Server 2008 R2 Service Pack 1 (SP1)

e  Windows Server 2012

e Terminal Server

e  Windows on Windows (WOW), which allows installation of 32-bit versions of
Office 2010 on 64-bit operating systems, excluding Windows Server 2003, 64-
bit and Windows XP, 64-bit.

Operating System

Doesn't support any edition of Office 2010:
e Windows Server 2003, 64-bit
e Windows XP, 64-bit
Internet Explorer 6, Internet Explorer 7, or Internet Explorer 8, 32-bit browser only.

Other " . . .
Additional services may require an Internet connection.

©2013 University of Southern California. All rights reserved.



s
Grammar correction and contextual spelling in Microsoft Outlook is not turned on
NOTE: unless the computer has 1 GB memory.

Certain standards and conventions have been employed in this user guide to communicate in
the most effective manner possible. These standards have been used whenever possible.

Bold Text

Normally, bold text is used:
e to emphasize an important concept
or

e to denote a clickable item on the user interface (for example, the directions may state:
“Click the Button Name button...”)

or

e to specify a menu item (for example, “...from the File > Print menu item...”)

Italicized Text

Generally, italics are used to denote:
o field names on the user interface (e.g., “Type your USC ID in the Field_Name field”)

e an “either-or” situation (denoted: or)
e window, dialog box, or page name (e.g., the System Requirements page)

Examples, Scenarios, Screen Captures

All examples shown or described in this guide are for training and illustration purposes only.

Implementation Requirements

The data and software implementation described in this manual are furnished under license
and may be used only in accordance with the terms of such license. See your license for all
terms and conditions that apply.

©2013 University of Southern California. All rights reserved.



Getting started with Microsoft Outlook is quite simple! Microsoft Outlook contains an easy-to-
use interface that assists you in accomplishing all your e-mail, calendar, and contact-related
tasks.

If you are using Microsoft Outlook for the first time and need in depth instructions on how to
use Outlook, navigate to Lynda.com. Lynda.com is a cloud-based online training service with
over 2,000 training modules for software packages, programming languages and general
technology topics. Below are recommended training modules for the Outlook client. After you
select the link, you will be prompted to enter your University of Southern California (USC)
username and password. By logging in with your USC username and password, there is no
charge to review the training modules.

e Outlook 2010 for Windows Essential Training
e Outlook 2010 for Windows Power Shortcuts

The following is a listing of size limits for e-mail message attachments, personal archive, etc.
This information is provided for your reference.

Item Size Limit
Mailbox 25GB
Personal Archive 100 GB
Attachment Size 25 MB
Maximum E-mail Recipients Per E-mail 500

©2013 University of Southern California. All rights reserved.


http://www.lynda.com/tutorial/63143?org=usc.edu
http://www.lynda.com/tutorial/74461?org=usc.edu

The purpose of this guide is to explain how to download, install, and configure Microsoft
Outlook 2010. Follow the steps as detailed in this document. If you encounter any issues,
contact the College and Libraries Help Desk at 213-740-2775 or clhd@usc.edu.

This guide details the installation process for Windows® 7. However, the process for Windows
XP" or Vista® will be extremely similar.

If you already have Novell” ZENworks installed on your system, DO
NOT RE-INSTALL ZENworks. Go directly to the Installing Microsoft
Outlook 2010 section of this document.

X
If you see the following image in your task bar, ZENworks is already

NOTE: installed.

©2013 University of Southern California. All rights reserved.
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1. Select the Start icon, located on the lower left side of the screen. The Start menu
displays.

Documents
Microsoft Excel 2010

ZEMworks Application Window

w Pictures

Music

t" Getting Started
- Computer

% Remote Desktop Connection

Control Panel
Sticky Motes
Devices and Printers

% Snippi
Select Control Panel. Run...

,afjﬁj Paint
. Spotify

P All Programs

| |555'r':h programs and files 2 |

©2013 University of Southern California. All rights reserved.



2. Select Control Panel from the right side of the menu. The Control Panel displays.

P Action Center Administrative Tools
%@l BitLocker Drive Encryption r:_! Coler Management
@ Default Programs B Desktop Gadgets
!J Display @' Ease of Access Center
4 Fonts =1 Getting Started
[£] Java (32-bit) £ Keyboard
F Mouse == Metwork and Sharing Center

B Performance Information and Tools 'E: Pers
Select System.

Programs and Features G Qui
9 Region and Language % Remotefpp ind Desktop Connections
@ Sync Center b Systermn

Windgws CardSpace

3. Select the System option. The System window displays.

Computer nare, domain, and workgroup settings
Computer name: @'Change settings

Full cornputer name:

Computer description: Select Change settings.
Workgroup: WORKGROI

©2013 University of Southern California. All rights reserved.



4. Llocate the Computer name, domain and workgroup settings section and select Change
settings. The System Properties window displays.

-

System Properties @

Computer Name | Hardware | Advanced | System Protection | Remote |

i L Windows uses the following information to identify your computer
=  onthe network.

Computer description:
For example: "Kitchen Computer” or "Many's
Computer”.
Full computer name: achbd 1Heely
Workgroup: WORKGROUFP
To use a wizard to join 2 domain or workgroup, click
Network (D, Metworle [D...
To rename this computer or change its domain or

workigroup, click Change.

Select Change...

[ OK ] [ Cancel Apply

©2013 University of Southern California. All rights reserved.



5. On the Computer Name tab of the System Properties window, select the Change...
button. The Computer Name/Domain Changes window displays.

i o)

Computer Name/Domain Changes @

You can chanc )
computer. Char  ENter the designated hostname

More informatio  for your computer.

Computer name:

Full computer name:

Mare...
Member of
Dlomain:
=elect the OK button.
@ Workgroup:
WORKGROUP

QK ' Cancel

6. Enter the designated hostname for your computer in the Computer name:
field. Desktop computers at USC have a designated hostname that should be used. If
you do not know the designated hostname of your computer, you can locate the name
by visiting http://www.displaymyhostname.com/.

If your desktop/laptop computer already has a name listed in the Computer name: field
that is not the designated hostname, remove the existing name from the Computer
name: field and replace it with the designated hostname.

If you are using a laptop computer or a desktop computer that does not have a static
designated hostname, enter a unique, identifying name in the Computer name: field.
The name you choose must be 15 characters or less. For example, you might name your
laptop JohnDoelaptop or JaneDoeEALCPC. If a name already exists in the Computer
name: field, remove the existing name and replace it with a name of your choosing.

You will provide the name of your computer to the College and Libraries Help Desk later
in this process.

©2013 University of Southern California. All rights reserved.
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7. Select the OK button to save your changes. You may be prompted to restart your
computer. Select the option to Restart Later.

I =

Microsoft Windows @

You must restart your computer to apply these
changes

Before restarting, save any open files and close all programs,

[ Restart Mow i Restart Later | i

8. Launch your web browser and navigate to https://mydornsife.usc.edu/. Log into the
MyDornsife Portal, if necessary, and then select the Download Software hyperlink,
located on the Personal Tools tab.

Dornsife Applications

Personal Tools DTS

Iy Personal Information

Iy Dornzife & Library Help Desk Service Requests
My Event Request

Dornsifg Me-==tmmmts Romtonbisfommation
Domsife - Select Download Software.
Dornsife

Dornzife Technology Sen’ <=

Download Software

Kuoal

Create My Site

Manage My Site

Sign-up for Dornsife ebirectory account

Proxy Account é

My Aszets, Access and Telecommunication

USC Dornsife Graphic entity Downloads

f"‘.\"\_’—f

The Download Software page displays.

©2013 University of Southern California. All rights reserved.
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9. Locate ZENworks" Agent for Windows and select the corresponding Download

hyperlink.

FENworks Agent for Windows

The Movell ZEMworks Agent enables access to USC Dornsife
licensed software and joins workstations to the USC Dornsife
management zone.

Download Inztallation Instruction

Select Download.

The File Download - Security Warning window displays.

10. Select the Run button to begin the download.

File Download - Security Warning

Do you want to run or save this file?

Mame: PreAgentPlkg_Agent.exe

Type: Application, 1.64ME
From: zenllpri.usc.edu

Run ] [ Save ] [ Cancel

e Uy

/hile files from the Intemet can be useful, this file type can

= run or save this software. What's the sk ?

¥
I-‘ ‘jl patentialy ham your computer. i you do not trust the source, do not

©2013 University of Southern California. All rights reserved.
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11. Some versions of Windows® display a User Account Control window before installing
new software. If the User Account Control window displays, select the Yes button to
authorize the installation. You may have to enter your login credentials, as well.

@' User Account Control @

@ Do you want to allow the following program from an
/" unknown publisher to make changes to this computer?

Program name:  PrefgentPlg_Agent[1].exe

Publisher: Unknown
File crigin: Downloaded from the Internet
(%) Show details ves || No

Change when these notifications appear

12. The ZENworks Agent application begins to install and the installation's progress is
displayed in the Windows task bar.

@ ZENworks PreAgent Progress: ™ X

Current Package:
novell-zenworks-primary-agent-11.2.3.22253,msi
12 of 52 (23%

2:26 PM
5/13/2013

<O i

13. When the installation is complete, the Reboot Required window displays. Select the Yes
button and restart your computer at this time.

Reboot Required E

I.-f"_"\-. The ZEMwerks Adaptive Agent is successfully installed. Click OK to
L o 4 immediately reboot the device or Cancel to reboot the device later.

QK Cancel

©2013 University of Southern California. All rights reserved.
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14. After restarting your computer, select the ZENworks icon from the task bar. The
ZENworks icon should appear similar to the following image.

15. The ZENworks Configuration Management window may display. Select the Cancel
button. It is not necessary to enter your login credentials, at this time.

ZEMwaorks Configuration Management
Novelle ZENworkss

ZENworks Configuration

Management

Lsemame:

Password:

Bealm Mame: | dots.usc.edu e

A password is required for this realm.

16. Right-click on the ZENworks icon in the task bar. Select Show Properties.

Refresh

Show Progress

Shon Froperes )

Logout

Help

©2013 University of Southern California. All rights reserved.
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17. The ZENworks Adaptive Agent window displays. Verify the Device Name. The Device
Name should match the name you entered in the System Properties menu.

@ ZENworks Adaptive Agent

Logged In .

Novell. ZENworks

Status ZENworks Adaptive Agent Properties
Agent Device Address: 128.125.231.52
Servers 192.168.56.1
Device Name: dts-kh
Policies Configuration Location: ~unknown~

1. E-mail the Device Name (see Step 6 in the previous section) of your computer to
clhd@usc.edu and request that it be assigned an Microsoft Office 2010 license. You will
receive an e-mail confirmation once the license has been assigned.

2. After the license has been assigned, right-click on the ZENworks icon in the task bar and
select Refresh.

i Refresh

Show Progress

Show Properties

Legout

Help

©2013 University of Southern California. All rights reserved.


mailto:clhd@usc.edu

3. Microsoft Office 2010 will begin to download and install. When the installation is
complete, the Microsoft Outlook 2010 icon will appear on your desktop. Alternately,
you may access Microsoft Outlook 2010 from the Start menu.

|. Windows Media Center
@ Windows Media Player
E'_|' Windows Update
<4 XP5 Viewer
L 7-dip Documents
. Accessories
| Adobe RoboHelp 10 Pictures
@ Applications
@ Adobe Captivate 6.1
ﬂ Adobe Reader X1
[ Adobe RoboHelp 10
ﬁ Cisco AnyConnect Secure Mobility ¢ i
ﬁ' Firefox Control Panel
77 Microsoft Outlook 2010 |
= Movell GroupWise
ﬁ) WEBBA Run...
, Codecs for Windows 7 Pack
, Dropbox

Music

Computer

Devices and Printers

| Games
| Logitech

All Programs

| |555'r':h programs and files

Close any open Microsoft programs, at this time, to prevent installation conflicts.

©2013 University of Southern California. All rights reserved.



4. The account configuration process begins. Select the Next button to continue.

[Microsoft Outlook 2010 Startup

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Cutlook 2010,

%

| i

Select the Next button.

< Back Jl Mext = )I Cancel
i

The Account Configuration window displays.

©2013 University of Southern California. All rights reserved.
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Select the Yes radio button to indicate that you want to continue with the new account
setup process. Then, select the Next button to continue.

Account Configuration X

E-mail Accounts

You can configure Cutlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

@ Yes

"I Mo

Select the Yes radio button.

Select the Next button.

= Back |[ Mext = ][ Cancel

The Add New Account window displays.

©2013 University of Southern California. All rights reserved.
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6. Complete the following fields to setup your USC e-mail account.
A. Your Name: Enter your first and last names in this field.
B. E-mail Address: Enter your USC e-mail address in this field. You must enter the
entire e-mail address, e.g., firstnamelastname@usc.edu.
C. Password: Enter your USC password.
D. Retype Password: Retype your USC password.

Add Mew Account S|

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

@ E-mail Account

Your Name: John Doe Q
4

Example: Ellen Adams

E-mail Address: jdoe @usc.edu @_J

Example: ellen@contoso.com

Passward: s @_J

Retype Password: | ===y @

Type the password your Internet service provider has given you.

Text Messaging (SM5)

Select the Next button.

Manually configure server settings or additional server types

< Back .[ MNext = Cancel

Select the Next button to continue.

©2013 University of Southern California. All rights reserved.

19



7. Outlook will attempt to verify the server settings for the account information you
entered.

Add Mew Account @

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
Ep  Search forusc.edu server settings

Log on to server

©2013 University of Southern California. All rights reserved.
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8. Green checkmarks appear next to each account verification process, if the process
completed successfully. Select the Finish button when your e-mail account has been
successfully verified.

Add Mew Account |£_H

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
"  Establish network connection
"  Search for wsc.edu server settings
+  Logon to server

Your e-mail account is successfully configured.

Select the Finish button.
[F1Manually configure server settings I Add another account.., J

m
it

ack | Finish ]I Cancel J

©2013 University of Southern California. All rights reserved.



9. You may be prompted for your username and password by Windows Security. Re-enter
your USC e-mail address in the Username field and your USC password in the Password
field and then select the OK button.

Windows Security @

Microsoft Qutlook

| Paszword |

[C] Rernember my credentials

[ O ] Cancel

Account setup is now complete. Outlook will begin to synchronize your account. Depending on
the size of your account, the synchronization process might take several hours to complete.

©2013 University of Southern California. All rights reserved.



You have the ability to access your e-mailaccount in a variety of ways. This topic contains
information on accessing your e-mail through Microsoft Outlook from a desktop or laptop
computer, Outlook Web Application (OWA), and on mobile devices.

Accessing your University of Southern California (USC) e-mail account through the Microsoft
Outlook desktop program is simple. For a majority of users, an icon for Microsoft Outlook will
appear on your desktop. An example of how the icon will appear is displayed below.

n

Windows lcon

Launch the application by clicking on the icon. Microsoft Outlook will go through an initial
download and configuration process. When the process is complete, the application is ready to
use.

You will be prompted to enter your USC e-mail address and password when the initial
download and configuration process is complete.

£
You must use your full USC e-mail address to login.
NOTE: Example: johndoe@usc.edu

After logging into Outlook with your USC e-mail address and USC password, you can begin
working with your e-mails, calendar, and archive items. No further setup is required before
using the program.

I i !
o
If you do not see an icon for Microsoft Outlook on your desktop (Windows) or in your
NOTE: Applications folder (Mac), you will need to install the application.

If you experience any difficulties with logging into Outlook or if all or some of your files were
not transferred to Outlook from GroupWise, contact the College and Libraries Help Desk at
clhd@usc.edu or (213) 740- 2775.

©2013 University of Southern California. All rights reserved.
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If you are away from the computer on which you normally access Outlook, or you want to
utilize the Internet-based option exclusively, the Outlook Web Application is a fast and easy
way to access your e-mail via a web browser.

ey

Vs

NOTE:

browsers.

To ensure that the browser through which you are accessing OWA is supported by the
application, visit the Outlook Web Application support page for a listing of compatible

To begin using OWA, navigate to http://dornsife.usc.edu/365 in a supported web browser. A
username and password prompt box displays.

Authentication Required =

(2

User MName:

Password:

"

Enter usernarne and password for https://adfs.usc.edu

[ Ok ]| Cancel |

Enter your USC ID in the User Name: field and your USC password in the Password: field. An
example is shown below, though the box may be different in appearance depending upon

which web browser you utilize.

Authentication Required =

(2

User MName:

Password:

"

Enter usernarne and password for https://adfs.usc.edu

Jjohndoe@usc.edu

Ok ]| Cancel |

©2013 University of Southern California. All rights reserved.
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http://help.outlook.com/140/bb899685.aspx
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Select the OK button. The Outlook Web Application displays similarly to the following example.

4 0Office 365 Home  Outlook

Inbax

A Unread Ma
3 Sent ltemns

Deleted Fems

&)

4 Greetings from the Customer Support Center
ComnsultE usc.edu

& (O i

FVvdaia

i Mail

!

You can access your e-mails, personal folders, and calendar from the Outlook Web Application.
OWA and your desktop Outlook are identical, kept that way through cloud-based syncing.

[ 2]

If you experience any difficulties with OWA, contact the College and Libraries Help Desk at
clhd@usc.edu or (213) 740- 2775.

You can access your USC e-mail on the following mobile devices:

e Android’
e BlackBerry’

e BlackBerry 10
e iPhone’/iPod Touch’/iPad’

e Windows
¢ Any mobile device that supports ActiveSync'.

Mobile devices that use POP or IMAP e-mail settings are not supported. If your mobile device
does not support ActiveSync, you can still access your USC e-mail through a supported mobile
browser.

©2013 University of Southern California. All rights reserved.
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Configuring Your E-mail For Use On An Android Device
Follow the steps below to configure the e-mail client on your Android mobile device for use
with your USC e-mail account.

7
WL

NOTE:

The exact steps required to setup your Exchange account on an Android
device can vary greatly between devices. The process described below
provides an example and alternatives to help guide you. If you cannot
configure your Android device based on the instructions provided,
please contact Dornsife Technology Services.

1. Tap the Menu button, located on the left side of the Home button.

The Menu displays.

2. Tap Settings.

M Create folder

E“ Set wallpaper

& Edit page Tap Settings.

Q, search ‘

E o 2 Settings

The Settings screen displays.

©2013 University of Southern California. All rights reserved.
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3. Swipe down the screen to the Accounts section. Tap Add Account. On some devices this
option may be labeled Accounts & Sync.

. Motion
! S Pen

@ Date and time
¥ A bility

De '.'[-"|:'||'I er options

The Add account screen displays.

©2013 University of Southern California. All rights reserved.



4. From the Add account screen, tap Email or Mail, depending upon your Android
configuration.
i |

< @ Add account

9 Samsung account

R Amazon

The Set up email screen displays.

©2013 University of Southern California. All rights reserved.
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5. Tap Corporate. Depending upon your Android configuration, this option may appear as
Microsoft Exchange, Exchange Account, or Exchange ActiveSync.

@ Set up email

Choose an account to sel up

CJ o/ m

f-.‘.\f;:n:l-'atl! Yahoo! Madil ADIL

=4 Tap Corporate. 2

Windaws Dthars

Live 1 i
M1

For Gmail account, use Gmail app

The Add an Exchange account screen displays.

©2013 University of Southern California. All rights reserved.



6. Onthe Add an Exchange account screen, enter your USC e-mail address and password.

@ Add an Exchange account

Configure exchange account in a few steps

jdoe@usc.edu

Show password

Manual setup Mext

ey
< . _
You must use your full USC e-mail address to login.
NOTE: Example: johndoe@usc.edu
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7. Tap Next. The information you entered is verified. Once the verification process is
completed, the Exchange server settings screen displays.

< @ Exchange server settings

Domaintusermame

\jdoe@usc.edu

Password

Exchange server

pod51018.cutlook.com|

| Use secure connection {S5L)

Use client certificate

Mobile device ID Tap Next
SEC309E53E9D194AE

Next
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8. Tap Next on the Exchange server settings screen. The Account options screen displays.

< © Accountoptions

Peak schedule
Push

Off-peak schedule
Push

Penod to sync Email

Automatic

Emails retrieval size
50 KB

Period to sync Calendar

2 weeks

" Motify me when email arrives

| Sync Email

s Cupe Caoiasts

The Account options screen controls the type of notifications (if any) you will receive
when new e-mail is downloaded, how much of your e-mail to sync, the calendar period
to sync, and the items you want to sync, such as e-mail and contacts. This screen will
appear differently depending upon your Android configuration. The settings on this
screen are entirely based upon your preference, except for the Sync Email option. Sync
Email must be selected in order for your USC e-mail account to function on your
Android device.

0,
The Sync Email option must be selected in order to access and sync your USC e-mail
NOTE: account.
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After configuring the account options, swipe down the screen and tap Next.

< @ Accountoptions

Period to sync Calendar
2 weeks 4

| Notify me when email arrives
| Sync Email

| Sync Contacts

+ Sync Calendar

| Sync Task

“| Sync SMS

Automatically downlt Tap Next
| attachments when cc

Fi

Next

The Set up email screen displays.
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9. On the Set up email screen, enter an account name for this e-mail account. This step is
optional.

@ Setup email
Your account is set up, and email iIs on its
way!

& s acoount a nanme ohiona

usc

Tap Next

Next

This completes the setup process for Android devices. Your USC e-mail account is now available
for use on your device.

ey
s The configuration process for Android devices may vary greatly from device-to-device.
NoTE: For additional assistance, visit the Microsoft Mobile Device Configuration Wizard topic

or contact the College and Libraries Help Desk at clhd@usc.edu or (213) 740- 2775.
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Configuring Your E-mail For Use On A Classic BIackBerry® Device
Follow the steps below to configure the e-mail client on your BlackBerry OS 7.1 mobile device
for use with your USC e-mail account. If an older version of the BlackBerry operating system is

being used, the process is similar.

1. From the device's desktop, select the Options (wrench) icon.

Sat, Jan 12

The Options screen displays.

49?13

252588 2® A)

Select the Options
{wrench} icon.

2. Use the trackball or trackpad to scroll down the Options screen and select Device.

Options

(( T )
=)

<

MNetworks and Connections
Bluetooth connections, Wi-Fi, mode

Date, time, themaeas, screen Select Davice.
Typing and Language

Text input, keyboard, languages

= Device
—  PIN, auto on/off, battery, storage

Call Management
Call behavior, voice mail, speed dial

O Corurity

The Device screen displays.
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3. Onthe Device screen, select Advanced System Settings.

(= of PTG O pa L) L 8 L = £

Smart Accessories
Set up NFC or USB ID smart docks

Software Updates

Check for and load software updates

Storage
Change media card settings

Applic ]
“heck ¢ Select Advanced System Settings.

‘) 0 0D m

About vevice versic
View software and bowdware versions

Advanced System Settings

| =

Enterprise activation, service book

The Advanced System Settings screen displays.

4. On the Advanced System Settings screen, select Enterprise Activation.

Advanced System Settings

Enterprise Activation
Complete activation, view details

Service Book
View and delete serv books

SIM Card Select Enterprise Activation.
View and char.,

-

Browser Push
Change browser push settings

Default Services
Set default email address, contact list

Host Routing Table

Register device on wireless network

The Enterprise Activation screen displays.
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5. On the Enterprise Activation screen, you must populate the Email: and Activation
Password: fields. Enter your correctly formatted e-mail address (see NoTe below) and
your activation password. If you do not have an activation password, contact the College
and Libraries Help Desk at clhd@usc.edu or (213) 740- 2775 to obtain an activation
password. After entering the appropriate information, select the Activate button.

Your e-mail address must contain the word "exchange" after the @ symbol in order for
o your e-mail account to correctly sync with your BlackBerry.

L
S
Example: jdoe@exchange.usc.edu
NOTE: ple: jdoe®@ &

The use of the word "exchange" does not change your e-mail address. Your e-mail
address will continue to be yourUSCID@dornsife.usc.edu.

Enterprise Activation

Account Activation

To activate your enterprise account, enter
details provided by your system
administrator in the fields below.
username@exchange.

Email:
usc.edu

Activation Password: ##ekikis

. /Show Password

Select the Activate button.

©2013 University of Southern California. All rights reserved.
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6. After selecting the Activate button, you may receive a message prompting you to erase
all the data from your BlackBerry device. Erasing your device data is not required or
recommended in this scenario. Select the No button on the message prompt.

Enterprise Activation

- A new email address has been
|m specified. Wipe handheld data
: before activating this new user?

Yes

Cancel Activation

Select the No button.

Activate

The Activation - Complete screen displays.

7. The activation process is complete. Click the OK button on the Activation Complete
message prompt.

Activation - Complete

slynchronizing service Desktop...
Activation complete.

i Activation complete.

oK |

AlitoText Complete
£ Selectthe OK button sjon Complete
Blackserry Messenaer Completel

This completes the setup process for BlackBerry OS 7.1 devices. Your USC e-mail account is now
available for use on your device.
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Configuring Your E-mail For Use on a BlackBerry 10 Device

Follow the steps below to configure the e-mail client on your BlackBerry OS 10 mobile device
for use with your USC e-mail account.

1. From the device's desktop, locate and tap the Settings icon.
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2. The System Settings screen displays. Tap the Accounts option.

System Settings

==, About
&% 05, device name, hardware

{T} Metwork Connections
Mobile network, Wi-Fi, Bluetooth

Motifications
Ringtones, sounds, vibrate, LED

Main Volume
Veolume for media and apps

Accounts
Setup email, contacts, calendar

Display
Screen lock, brightness, wallpaper

|omsmmns pmmm mime? Ak

<

(@]

(@

G}‘E Tap Accounts. rediction

[ ] Voice Control

¥  Language, dictation

BlackBerry Link

=
. |

Connect computers and share files

BlackBerry ID
Setup username, password, name

BlackBerry Protect
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3. The Add Account screen displays. Tap Email, Calendar and Contacts.
Add Account
lﬁ,a'i Email, Calendar and Contacts

E ATaT Address Book

l Tap Email, Calendar and
Contacts.

L ERE R

[fl] Linkedin

bl Evernote
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4. The Add Account screen displays. Enter your USC e-mail address and then tap Advanced.

Add Account

Enter the email address for your existing
account.

* Required Fields

Email Address *

Enter your USC e-mail
address.

Tap Advanced.

5. The Advanced Setup screen displays. Tap the Microsoft Exchange ActiveSync option.
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Advanced Setup

[EL Work Account

s Microsoft®
= Exchange ActiveSync

Gmail

Tap Microsoft
Exchange ActiveSync.

Yahoo!
IMAP

= POP

©2013 University of Southern California. All rights reserved.
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6. The Add Account screen displays. On this screen, enter the appropriate information in
the following fields:

e Username: Your username is your USC e-mail address. You must enter your full
e-mail address in this field.

o Email Address: Enter your USC e-mail address. You must enter your full e-mail
address in this field.

e Password: Enter your USC password in this field.

e Server Address: Enter the server address in this field. The server address is
m.outlook.com.

Dismiss Add Account Meat

Microsaft© Exchange ActiveSyne

* Reguired Fields

Description
UsC

Domain

Username *

user@usc.edu

Email Address *
user@usc.edu

Password *

Server Address *

m.outlook com
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7. Next, swipe down the screen to display more settings. Configure the following settings:

Port: Enter 443 in the Port field.

Use SSL: This setting should be set to On.
Use VPN: This setting should be set to Off.
Push: This setting should be set to On.

Dismiss Add Account Mext
Password *

Server Address *

m.outlook.com

Port*

443
Use SSL on .
Use VPN Off

Push On .

Syne Interval
Manual
Sync Timeframe

30 Days

The Sync Interval and Sync Timeframe settings are based on personal preference. Select
the settings that best fit your needs.
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8. Tap Next. The settings you entered are verified by the device.

Checking for supported services and

policy information
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9. The Add Account screen reloads and displays additional account configuration options.

Previous Add Account

Microsoft® Exchange ActiveSync

Sync Email on .
sync Contacts on .
Sync Calendar on .
Syrc Tasks On .
Sync Memaos On .

It is recommended that all settings on this screen be set to On. However, the only
setting that is required to be set to On is Sync Email.

10. Tap Done to complete the e-mail setup process.

This completes the setup process for BlackBerry 10 devices. Your USC e-mail account is now
available for use on your device.

©2013 University of Southern California. All rights reserved.



Configuring Your E-mail For Use On An iPhone/iPod Touch/iPad Device
Follow the steps below to configure the e-mail client on your Apple” mobile device for use with
your USC e-mail account.

1. From the device's desktop, locate and tap the Settings icon.

Tap the Settings icon.

Safari Messages

The Settings screen appears.
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2. Tap Mail, Contacts, Calendars.
ATET LTE 3:02 PM

ki Brightness & Wallpaper >

rTap Mail, Contacts, Calendars.

,:"_*_'_3;5 iCloud >

|ﬁ Mail, Contacts, Calendars >

= Notes >

- | Reminders >

The Mail, Contacts, Calendars screen displays.
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CHAPTER 2: USING MICROSOFT OUTLOOK

3. Tap Add Account...

Mail, Contacts, Calen...

iCloud
Contacts, Calendars and & more. .,

Yahoo!
Mail, Calendars, Reminders, Notes

Gmail
Mail, Calendars, Notes

Show 50 Recent Messages »

The Add Account... screen displays.
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4. Tap Microsoft Exchange.
o ATET LTE 3:02 PM 1 60% W

< Cloud

mMicrosoft:

| Exchange

Tap Microsoft Exchange.

B B T e T

Aol.

. Microsoft:

=< Hotmail

Other

The Exchange screen displays.

5. In the Email field, enter your USC e-mail address. You must enter the full e-mail address.

=™
L
You must use your full USC e-mail address to login.
NOTE: Example: johndoe@usc.edu

6. Inthe Password field, enter your USC password.

7. Inthe Description field, enter an account description, such as USC. Entering a
description in this field is optional.
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8. After populating the Email, Password, and Description (optional) fields, tap Next.

Email jdoe@usc.edu |

Tap Next.
Password eesessee

Description USC

©2013 University of Southern California. All rights reserved.
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CHAPTER 2: USING MICROSOFT OUTLOOK

9. The information entered in the Email, Password, and Description (optional) fields is
verified by the Exchange server.

Verifying

Email jdoe@usc.edu

Password esesesse

Description USC
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CHAPTER 2: USING MICROSOFT OUTLOOK

10. After the information has been verified, check marks appear at the end of the Email,
Password, and Description (optional) fields indicating that the information entered is
correct.

Exchange

Email jdoe@usc.edu

Password eesecesse

Description USC
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11. After a 3-5 second delay, the screen reloads and displays the available options for the
account. From this screen, you have the ability to enable or disable the features that will
sync with your USC account. The available options are Mail, Contacts, Calendars, and
Reminders. By default, all options are set to ON. Tap the item(s) that you want to

disable.
oy
P - . .
The Mail option must be set to ON in order to access and sync your USC e-mail
NOTE: account.

Calendars

L on_ @
| Reminders mﬁ*
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CHAPTER 2: USING MICROSOFT OUTLOOK

12. After selecting the options you want to enable for this account, tap Save. The Adding
Account screen displays.

“ Adding Account
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CHAPTER 2: USING MICROSOFT OUTLOOK

13. When the account has been successfully added to your iPhone/iPod Touch/iPad, the
screen title changes to Account Added.

Account Added
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14. After a 3-5 second delay, the Mail, Contacts, and Calendars screen displays. The
Exchange account that you just created now appears in the listing of e-mail accounts, as
shown below.

Accounis
iCloud 3
Contacts, Calendars and & more...
usc n

Mail, Contacts, Calendars, Reminders rr'
Yahoo! >
Mail, Calendars, Reminders, Motes
Gmail >
Mall, Calendars, Notes

>

>
Qutlook 3
Mail, Calendars, Reminders
Subscribed Calendars 3
My Mestups
Add Account... >

This completes the setup process for iPhone/iPod Touch/iPad devices. Your USC e-mail account
is now available for use on your device.
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Configuring Your E-mail For Use on a Windows Mobile Device

Follow the steps below to configure the e-mail client on your Windows mobile device for use
with your USC e-mail account.

1. From the device desktop, tap the Envelope icon.

Tap the Envelope.

Mo 5IM

QO

MNokia Music Vioicemail

The ADD AN ACCOUNT screen displays.
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2. The ADD AN ACCOUNT screen displays several mail configuration options. Tap Outlook
to configure your USC e-mail account.

ADD AN ACCOUNT

Tap Outlook.

=m Microso
1A .I kA

ﬂﬁ Qutloo k

&! Yahoo! Malil

M Google

B4 other account
POP andl IMa

£ advanced setup

The OUTLOOK screen displays.
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3. Inthe appropriate fields on the OUTLOOK screen, enter your USC e-mail address and
password.

OUTLOOK

jdoe@usc.edu

[:] Show password

Your sign-in information will be saved and

: Exchange

nistrator will

WL
You must use your full USC e-mail address to login.
NOTE: Example: johndoe@usc.edu
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4. Tap signin, located at the bottom of the OUTLOOK screen. The e-mail account settings
are verified. When the verification process is complete, the ACCOUNT ADDED screen
displays.

ACCOUNT ADDED

Outlook

Lync
"

Download Lync from the Store

Tap done.

If you want to download Microsoft Lync’, leave the checkbox selected. If you do not
want to download Lync, de-select the checkbox. Downloading Lync is optional.

5. Tap done.

This completes the setup process for Windows devices. Your USC e-mail account is now
available for use on your device.
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Occasionally, the need to re-send an e-mail message may arise. Re-sending an e-mail is a time
saver, as you do not have to re-type the information in the e-mail, or even copy and paste the
contents. Microsoft” Outlook” contains a built-in feature that provides the ability to re-send a

message that has previously been sent.

1. To re-send a message, select the Sent Items folder and locate the e-mail that you want

to re-send.
=G
Vil 4 il | =
] Home Send / Receive Folder View
=1 ane a Y Y r -
-] ﬁ 4 lgnore x 1 Y ;‘5 i Meeting | |1d Trash = To Manager %
i %5 Clean Up ~ y " = (&1 Team E-mail & Done sl
MNew  MNew Delete Reply Reply Forward B pore - -, N . Move
E.mail Ttems~ | & Junk - Al o More ~& Reply & Delete 7 Create New .
Mew Respond Quick Steps
Select Sent ltems.
4 Favorites
-] Inbox —
) 1w O @) To Subject
=4 Sent Items -
fa] Deleted Items [15) —
= |
~ Then, select the e-mail you want to re-send.
=
= |
. -_——e—e—e—Y—Y—Y——Y——
= RE: IMPORTANT CHAMGES - Mew Employee Orientation
=
=

2. Open the e-mail you want to re-send. Then, select Actions from the Move menu in the
tool bar. A drop-down menu displays.

== « v Q&= RE: IMPORTAMT CHANGES - New Employee Orientation - Message
[ | Message
g
. a Y To Manag 3 Rules - e
- Tgnore x ) 3 _$ il‘deeting (23 Trash & To Manager L [ Rules ‘J . ] I_-ID
¢ ¢ & Team E-mail « Done - )ﬂ OneMote - -
~ Delete Reply Reply Forward 5 pore = y N Mave Assign  Mark Categorize
& Junk Pl A_le @ More “4& Reply & Delete 7 Create New 55 2] Actions = P-:Iigy" Unread %

Delete Respond Quick Steps Edit Message
From: & Recall This Message...
Ta: = Resend This Message...
Cc
—
Subject: RE: IMPORTANT CHANGES - New Emplayee Orientation Yiewin Browser
. l2: Actic
Select Resend This Message. (1 | Other Adions
Thank you!

3. From the drop-down menu, select Resend This Message. A new e-mail message,
containing all the text and message history of the original message, is created and
addressed to the original recipient. You can now send this message just as it is, add
additional recipients, or edit it the message content.

Repeat these steps for each e-mail you want to re-send.
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In an effort to link stored messages that are related, Microsoft’ Outlook” can display the e-mails
as conversations. You can enable this setting for all folders in your mailbox or for a single folder.

1. From the Outlook main tool bar, select the View tab. Next, select the folder to which
you want to apply the setting from the folder list on the left side of the screen. For this
example, the folder Training Sessions is selected. Select the Show as Conversations
checkbox.

Change View Reset Conversatiten Settings A d Flag: Start Date A d Flag: Due Date [H size I% Subject
View = Settings View

Current View Conversatioi Arrangement

= —
0] &9 &~
File Home Send / Receive Folder View
- - N = *
\ a5 ﬁ | Show as Conversations || |58 Date "% Erom 5% To EE Categories
O % O o : ! :
e
4 Favorites (

After selecting a folder, select the

13 Inbox L
— Show as Conversations checkbox.

O Unread Mail

= sent Items
4  Date: Two Weeks Ago

&) Deleted Items (15 ¢
i S

. o

= Ll

Lf] Inbox '_2. 5

L Drafts (=

[ SentItems [E

fa] Deleted Items (15 EYE

3 365 - Outlook =4 S

£3 CmsInfo DS

i@ Junk E-Mail

3 Misc

(= Outbox

LE) Rss Feeds
> @ search Folders Select a folder.
[ Sent
[ Software
|| Training Sessions
4 Trash

USC Employee Info
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2. After selecting the Show as Conversations checkbox, a window displays that provides
the ability to apply this feature to all folders or only a specific folder in your mailbox. For
this example, This Folder is selected.

Microsoft Qutlook @
Show messages arranged by conversations
b in:
| Aifolders | [ Thisfoder | | cancel

3. After making the appropriate selection, the Reading Pane (the area that displays your e-
mail messages) displays the messages in a collapsed view. Expand the conversation to
view all the messages nested within the conversation.

Ui [ il From Subject

4 Date: Two Weeks Ago

Repeat these steps for other folders, as is appropriate.
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Microsoft” Outlook” utilizes IronPort®, the junk mail/SPAM filter that is provided by the
University of Southern California (USC). Outlook contains its own SPAM filtering capabilities.
However, IronPort and Outlook's SPAM filtering capabilities running simultaneously can result
in e-mails that are not SPAM being incorrectly identified as SPAM. To avoid this issue, the SPAM
filtering capabilities in Outlook must be disabled.

1. To begin, open Outlook and click Junk, located on the tool bar. A drop-down menu
displays.

ol v &=

Home Send / Receive Folder View
= Ignore x .
"l o il | = %I‘-Aeetm
Jj 2 - e = ’

4 Clean Up -
=
Mew  Mew Delete | Reply Reply Forward B pore -
1)

E-mail Ttems ~ | | & Junk ~ Al

Mew & Block Sender —
4 Favorites Mever Block Sender

L] Inbox Mever Block &

R Select Junk E-mail Options...

Mever Block t
U= Sent Item

fal Deleted ]
______________________ & Junk E-mail Options...
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2. Select Junk E-mail Options... The Junk E-mail Options screen displays.

=

Junk E-mail Options @

Options |Safe Senders | Safe Recipients | Blocked Senders | International |

E‘_il Outook can r ’ o 3 spedal

@ lunkE-mailfc Select No Automatic Filtering.

Choose the level of junk e-mail protection y.11 want:

@) No Automatic Filtering. Mail from blodked senders is still moved to the
Junk E-mail folder.

) Low: Move the most obvious junk e-mail to the Junk E-mail folder.

1 High: Most junk e-mail is caught, but some regular mail may be caught
as well. Chedk your Junk E-mail folder often.

1 Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Recdpients List will be delivered to your Inbox.

[ Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

Disable links and other functionality in phishing messages.
(recommended)

Warn me about suspidous domain names in e-mail addresses.
(recommended)

[ K ][ Cancel ][ Apply ]

3. Select the No Automatic Filter radio button. Then, click the OK button to apply the
setting change.

Additionally, the same change must be made in the web-based version of Outlook.

1. Navigate to http://dornsife.usc.edu/365 and login to the Outlook Web Application (OWA)
with your USC e-mail address and password.

L
You must use your full USC e-mail address to login.
NOTE: Example: johndoe@usc.edu
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2. After logging into OWA, select Options, located on the right side of the screen. A drop-
down menu displays.

sign out |:| -

& rind Someone Options = @
Options tions -
Set Automatic Replies...
Create an Inbox Rule...
See All Options...
Select ¢ Theme ' PR

Select See All Options...
AM

Wierd 2737

3. Select See All Options... The My Account page displays.

It

Outlook'Web App

Aa Options

Account @-

[=1-T]

Organize E-Mail My Account  Connected Accounts

Groups
settings  Select Block or Allow. ‘ount Information -
Phone General

Block or Allow Display name:
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4. Select Block or Allow. The Block or Allow page displays.

Outlook'Web App

Aa Options
Account E_ﬁ
Organize E-Mail Block or Allow Select Don't move e-mail
B to my Junk E-Mail folder.
Groups
Settings Junk E-Mail Settings
Phane @ Don't move e-mail to my Junk E-Mail folder
Block or Allow ) Automatically filter junk e-mail

5. Select the Don't move e-mail to my Junk E-Mail folder radio button. Then, select Save,
located on the bottom, right side of the page.

J Save

The desktop and Internet-based Outlook junk mail/SPAM options are now properly configured.
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Some meetings are a one-time occurrence. Other meetings, such as staff or departmental
meetings may recur at specific intervals throughout the year. Microsoft” Outlook” provides the
ability to create recurring appointments in the Calendar.

Complete the following steps to create a recurring appointment.

1. Launch Outlook and open the Calendar. Select the New Appointment icon.

DEREIE <

ile. Hame Send / Receive Folder
=—1 I:‘
e e W ="

Mew Mew MNew Today Mext7

Appointment Meeting Items - Days
Menr GoTo

Aprue M3

The Untitled - Appointment window displays.

2. Enter the meeting information, such as the location, date, time, and the subject of the
meeting. If you are inviting other people to your meeting, select the Invite Attendees
icon and add the appropriate individual(s) to your meeting.

3. After entering the appropriate information for the meeting, select the Recurrence icon,
located at the top of the screen.

- B =
el . ¥ |5 Untitled - Appointment o =
File. Appointment Insert Format Text Select the Recurrence icon. [
| Calendar =5 [ Private [ 3]
W X3 = R e wesew (O)Q B 1
q% Forward ~ ‘i High Importance
Save & Delete Appointment| Scheduling Invite Q- Reminder: 15 minutes - Recurrence Time Categorize Zoom
Clos Bl onenote Assistant dees Zones M ¥ LowImportance

The Appointment Recurrence window displays.
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4. The Appointment Recurrence window provides the ability to define the meeting's
recurrence pattern. The recurrence must have a pattern. There is no ability to create a
recurring meeting that does not repeat in a patterned manner.

K

Appointment Recurrence @
Appointment time
Start: 10:30 AM
End: 11:00 AM

Duration: | 30 minutes

[l [+]

Recurrence pattern

(Z) Daily Recur every | 1 week(s) on:

@ Weekly [ sunday [T Monday [ Tuesday [ wednesday
() Monthly [C] Thursday Friday [[] saturday

() Yearly

Range of recurrence

Start: |Fri 4/19/2013 [+| @ MNoenddate
(71 End after: 10 OCCUITENCES
(7 End by: Fri 6/21/2013 [~
[- Ok ] [ Cancel Remove Recurrence

Configure the appropriate recurrence options for your meeting. When you have
finished, select the OK button.

5. After completing adding information to your meeting, select the Save & Close icon at
the top of the window.

=
~ile Appointment Series Insert Format Text
[  — -
" i) L\
ﬂ ﬁ. x ] Calendar rﬂfl =5
f-gp Forward = ==
Save & Delete Appointment| Scheduling
Close @ CneMote

The recurring appointment now appears on your calendar.

Repeat these steps for each additional recurring meeting you want to create.
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Microsoft” Outlook” supports the use of rules and e-mail signatures. This document outlines
how to create a rule and an e-mail signature.

Complete the following steps to create a rule.

1. Launch Outlook and select the File tab. Next, select the Manage Rules & Alerts button.

ol

' ﬁ‘:}"‘ Home Send / Receive Folder View

lﬂ_ Save As i

Account Information
Info ' = Microsoft Exchange

s Add Account
Open
ML = Account Settings

;‘-p! Modify settings for this account, and configure |
Help L additional connections.
Account Access this account on the web.

] Options Settings ~
3 Exit

Automatic Replies (Out of Office)

_] Use automatic replies to notify others that you are out of office, on
- vacation, or not available to respond to e-mail messages.

Automatic
Feplies
| Mailbox Cleanup
} Manage the size of your mailbox by emptying Deleted tems and
archivina.
Cleai

Too! Select Manage Rules & Alerts.

Rules and Alerts

{ j. Use Rules and Alerts to help organize your incoming e-mail
= messages, and receive updates when items are added, changed, or
Manage Rules rermoved.
8 Alerts

The Rules and Alerts window displays.
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2. On the Rules and Alerts window, select New Rule...

Rules and Alerts

E-mail Rules | Manage Alerts |

" [Rule {aﬁp‘ied in the order shown) Actions
Select the ™Mew Rule™ button to make a rule,

Select New Rule...

Rule description (dick an underlined value to edit):

["] Enable rules on all messages downloaded from RSS Feeds

Ok ] [ Cancel Apply

The Rules Wizard window displays.
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3. Select the New Rule... icon. The Rules Wizard window displays.

=

Rules Wizard @

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
i % Move messages from someone to a folder
_j Move messages with spedfic words in the subject to a folder

_j Move messages sent to a public group to a folder

? Flag messages from someone for follow-up

{5 Move R5S items from a specific RSS Feed to a folder
Stay Up to Date

= Display mail from someone in the New Ttem Alert Window

ifl Play a sound when I get messages from someone

.'Q Send an alert to my mobile device when I get messages from someone
Start from a blank rule

1 Apply rule on messages I receive

‘=1 Apply rule on messages I send

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back [ Mext = ] | Finish |

4. Use the Rules Wizard window to create and configure any rules you want to apply to
your mailbox.

5. After creating the necessary rules, select the Finish button, located at the bottom of the
screen.

Repeat these steps to create additional rules.
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Creating an e-mail signature provides a quick way to include your contact information in e-mails
that you send. Complete the following steps to create an e-mail signature.

1. Launch Outlook and select the File tab. Then, select Options on the left side of the
screen.

File Home S5end

['ﬂ, Save As

Info

Open

Select Options.

Help y

:] Options

k9 Exit

The Outlook Options window displays.
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2. Select Mail on the left side of the Outlook Options window. Then, select the
Signatures... button.

Outlook Options [l

General .
[ Change the settings for messages you create and receive,
| Mail
Calendar Compose messages
Contacts j'.j Change the editing settings for messages. | Editor Options... =
Tasks Compose messages in this format: | HTML Z|
Notes and Jaurnal
. [] anarays eheck spelling before sending Select the Slgnalums,.. button. h
Search
[¥] Ignore original message text in reply or forward \_‘:—\
Muaohbile
Y
Language ﬁ’ Create or modify signatures for messages. Signatures...
Advanced

Customize Ribbon A% Use stationery to change default fonts and styles, colors, and backgrounds. . Stationery and Fonts...

Quick Access Toolbar

Outlook panes
Add-Ins
—| Customize how items are marked as read when using the Reading Pane, f
Trust Center = Reading Fane...
Message arrival

P, When new messages arrive:
IJ [¥] 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

K Cleaned -up items will go to this folder Browse... -

oK [ cancel

The Signatures and Stationary window displays.
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3. Use the Signatures and Stationary window to create an e-mail signature and set the
automatic application rules (optional).

Signatures and Stationery @
E-mail Signature | Personal Stationery

Select signature to edit

Choose default signature

I | sl account eusc.odu

||
Mew messages: EI
[]

Replies/forwards: | foney

-

Delete l [ Mew l [ Save ] [ Rename ]

Edit signature

Cabri(Body)  [+]/1t[7]| B £ © sutomatic [ ]| (=]

= |s_£|§usiness Card ||§ %

You can create multiple e-mail signatures within Outlook. Repeat these steps as necessary.
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Creating a personal archive of your e-mail messages is a great way to keep a record of
communications that you may need to reference in the future. You can designate the frequency
at which messages are archived, and access them as needed.

re=sh

NOTE:

The personal archive feature is not available in Microsoft” Outlook” 2011 for Mac .

1. Launch Microsoft Outlook and right-click on the Inbox folder, located on the left side of
the window.

Y [
1 ju|
Mew Mew

E-mail Items~
Mew

il Home Send / Receive Fald

-

% Ignore x
—4

g Clean Up ~
Delete Repl

&Junkv

Delete

» Favarites

L7 Inhox
[ or| B3
= se
&) De
Ca 36|
ey A
g Juy 3
£ Mi 3
Léj O =

L

4

L 2F| )
50 G
LA Trg

.__jTrE-éf‘

Select Properties...

L UsC Enployeelnfo
[l Wish List

Open in Mew Window -

Mew Folder...

Copy Folder

kdark A1l az Baad

oL A
Reniave from Favorites

Properties...

A pop-up menu displays.
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2. From the pop-up menu, select Properties... The Inbox Properties window displays.

i =

Inbox Properties @

General | Home Pag:> | Policy I Jermissions Syn::hrunizaﬁnn|

Inbox

Type: Folder containing Ma  ~d Post Items
Location: Select the Policy tab.
Description:

i@ Show number of unread items
(7 Show total number of items

When posting to this folder, use: |IPM.Post E

Folder Size... ] [ Clear Offline Items

QK. ] [ Cancel Apply
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3. Select the Policy tab. At the bottom of the Policy tab is the Online Archive section.

=

Inbox Properties @

| General | Harme Page | Palicy |Permissians Syndﬁranizaﬁan|

oy Itemns in this folder use the policy that is defined here
_% unless the item is assigned to a different policy.

Folder Policy: |Use Parent Folder Policy

Add or Remove Retention Policies

Online Archive

i I_-I.J Items in this folder will be moved to the Online Archive
__IIJ after the time specified here unless a different period is
spedfied on the item itself,

Move Items to the Archive when older than:

|Ise Parent Folder Paolicy E

Ilse Parent Folder Policy
1 year

2 years

5 years i
Mewver L

4. Select the Move Items to the Archive when older than: drop-down menu to select the
frequency with which items are to be archived. After selecting a frequency, select the
OK button to save your selection.

rey

X The Parent Folder Policy is an option that can be selected in the Move Items to the
Archive when older than: drop-down menu. The Parent Folder Policy in this scenario is

NOTE: o
to never archive items.

Creating a personal archive is now complete.
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After creating your personal archive, you will want to access the information in the archive.

1. Launch Outlook. Select the Home tab if it is not already selected.

~ile Home S5end / Receive

5@ e X

S Clean Up ~
Mew MNew Delete
E-mail Items~ %-"—'”k'

Mew Delete

> Favorites

4 @dornsife.usc.edu

L ] Inbox

L:# Drafts

L= Sent Items

fa) Deleted Hems (16)

[ 365 - Qutlook
[d CMS Info

L@ Junk E-Mail

LA Misc

U= Outbox

LES) RSS Feeds

> L& Search Folders
LA Sent

A Software

A Training Sessions
A Trash

4 UsC Employee Info
A Wish List

> Archive - @dornsife.usc.edu

2. Located in the menu on the left side of the screen is an option that appears similarly to
the following: Archive - yourUSCID@dornsife.usc.edu. Expand this option to view and
access your personal archive.

The process of creating and accessing a personal archive is complete.
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The Post in This Folder feature provides the ability to post a note, generally to oneself, in any
folder in your Microsoft” Outlook” mailbox. In order to post a message in any folder of your
choosing, you will need to add the option to your Outlook tool bar.

To add the Post in this Folder icon to your tool bar, complete the following steps.

1. Open Outlook and verify that the Home tab is selected. Then, right-click with your
mouse anywhere in the tool bar. A pop-up menu displays.

Select Customize the Ribbon

= - -
4 | . = ! [ Acic
; e | VF

ress Boe
e E-mail *

........

2. Select Customize the Ribbon... The term ribbon and tool bar are synonyms and may be
used interchangeably throughout this topic. The Outlook Options window displays.

Qutlock Options

General

klail

Calendar
Contacts

Tasks

Hotes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

SLEFTCLE FEEE ERED

=B
¥ Customize the Ribbon.

Choaote commands from:
Popular Commands

Account Settings...
Address Baok...
Automatic Replies...
Close All ltems

Manage Rules & Alerts...
Meeting

MNew Appointment

Mew Contact

MNew E-mail

Mew Task

Dptions

Print

Save All Attachments...
Save s

send/Receive All Folders
Unda

& Work Offline

(7Sl

Customize the Ribbon:

.Mdi" Tabs
- [ Home [Mall)
# New
Delete
Respond
Quick Steps
Mave
R33
Tags
Chinese Conversion
Find
Send/Receive [IMARPPOR
Home [Calendar Table View)
Home (Calendar]
Home [Contacts)
Home asks) T
Home (Mates)
Home (Journals)
Send / Receive
Falder
V| View
Developer
¥ | Add-Ins

4 [ [# [#] & B [ [+ [

S S S S

A RHAEHEEMBEEBERE

; Hew Tab ] _ﬂewGroup| | Rename...

Customizations: Reset = i

[1mpor/Export = |

QK

Cancel
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3. Inthe center of the Outlook Options window are two columns. In the Choose
commands from: drop-down menu above the left column, select Al Commands.

Outlook Options ==
Select All Commands from the drop-down menu
Genersl o
e 4| Customize the Ribbon.
Mail —
Choote commands fram: i Customize the Ribbon:
Calendar All Commands |E| Main Tabs E
Contacts
=4 Outlook Data File... - Main Tabs
Tasks #3 Outlook Taday =[] Home pMail)
Hotes and Journal _ﬁ l?:w;it &) New
ol Pene selp Select Post in This Folder.
Search 2 Paste
People Pame 3 # Quick Steps
Mobile Plain Text & Move
B palicy # RSS
L
Anguage | # Post in This Folder [ & Tags
Advanced %) Post Reply (5| Chinese Conversion
“‘? Prepare for Offline Use [# Find
Customize Ribbon £, Preview this calendar [ send/Receive [IMAF/POR
. f:L Preview this contact list [*] & Home [Calendar Table View)
Quick Access Toolbar SI:L Preview this discussion list Add > > [# [#] Home (Calendar -
s «, Preview this document list [# [#] Home [Contacts)
e gl Preview this Internet Calendar c E Home [Tasks) i
Trust Center ), Preview this task list @[] Home (Notes)
1€ Previous Appointment [# | Home (Journals)
E__h Print [# [ Send / Receive
i3 Print Options [# [ Falder
_l Print Preview @[] view
Privacy Options... =_ [# || Developer
i Private [ [¥] Add-Ins
+  Process Marked Headers
« Process Marked Headers »
L Process Marked Headers in All ...
ﬂ: Promote Form Properties... Hew Tab | | Hew Group J I Rename...
% Propose Mew Time ¥ )
Publish Internet Free/Busy Customizations: Reset ¥ |
R Poosinonine ' e F——t
QK Cancel
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4. New options are now displayed in the left column. Scroll through the options and
highlight Post in This Folder. Next, select the New Group button, located under the

right column.

P

Outlook Opticns [9 (el
= )
Genersl tﬁ Customize the Ribbon,
Mail o
Choose commands fram: Customize the Ribbon:
Calendar All Commands Iz‘ Main Tabs B
Contacts
=4 Outlook Data File... Main Tabs
Tasks :E& COutlook Today (= [ Home [Mail}
Motes and Journal # Overiay & New
Al Page Setup... =] Delete
search 1Y Paste (%] Respond
Tl People Pane (¥ Quick Steps
Mobile Plain Test 3 Maove
Language E“J :’”'“_’ -
05t in This Folder MNew Group (Custom) displays
Advanced %) Post Reply SN aversion
"‘g Prepare for Offline Use [# Find
Customize Ribbon A, Preview this calendar ] Send/Recsive IMARPOR
) 1’_‘.‘ Preview this contact list New Group [Custom)
Quick Access Toolbar @, Preview this discussion list [T] [#] [ Home [Lalendar lable View] (=]
b 3% Preview this document list - [+ Z Home (Calendar)
), Preview this Internet Calendar << Remave [ ¥ Home [Contacts) =
Trust Center &, Freview this task list # [# Home [asks)
I Previous Appointment [ [ Home (Hotes)
é_b Print [# [¥] Home {Journals)
i Print Options [# [ Send / Receive
L, Print Preview # [&] Folder
Privacy Options... [® [ View
B Private & [ Developer Select the New Group button,
+  Process Marked Headers [# [ Ada-Ins
¥ Process Marked Headers
Lo Process Marked Headers in &l ...
‘-'_j,-.| Promote Form Properties... Hew Tab J | Hew Group I Rename...
Y% Propose Mew Time i
Publish Internet Frea/Busy Customizations: :
& Publish Online Imgor/Export = i
[ ok cancel
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5. Select the Add >> button, located in between the two columns. Post in This Folder is
displayed in the New Group you created.

-

Outlook Options =
General o
¥d| Customize the Ribbon,
Mail T
Choaose commands fram: Customize the Ribbon:
Calendar All Commands E‘ Main Tabs E
Contacts
=4 Outlook Data File... - Main Tabs
Tasks E..ﬁ Outlook Today [= [# Home (Main
Hotes and Journal & Overlay & New
Al Page Setup... =] Delete
Search JS. Paste (#] Respond
People Pame 3 [#] Quick Steps
Mobile Plain Text 7 Move
Anouage Policy [® RSS
Fngua Past in This Folder = Tags
Advanced Paost Reply (#] Chinese Conversion
Prepare for Offline Use Select the Add button #| Find
Customize Ribbon Preview this calendar = SendReceive [IMARPOR
Preview this contact list [ New Group [Custom)

Quick Access Toolbar

Preview this discussion list Add 5> ) = Postin This Folder "

(=7 o o o

Addns Preview this document list [+ [ Home [Lalendar lable View)
Preview this Internet Calendar << Remove [# [ Home (Calendar) -
Trust Cemter Preview this task list [#] ¥ Home [Contacts)
Previous Appointment [# || Home [Tasks)
Print [F e
Print Options ® Postin This Folder is now displayed
Prink Freview 3 F under New Group (Customn)
Privacy Options... . [3
&) Private [® | view
¥ Process Marked Headers [# [ Developer
" Process Marked Headers r @ [ Add-Ins
o Process Marked Headers in &Il ...
ﬂj Promote Form Properties... Mew Tab | | New Group | I Rename... |
% Propose New Time 3 I 1
Publish Internet Eree/Busy Customizations: | Reset ¥ |
W Publish Online . v W ;

[ ok ][ canca

6. Select the OK button at the bottom of the window. A Post in This Folder icon is now
displayed in the Outlook tool bar.

o)l 9 g&is Tnbex
G| Home | send/Receive  Foider  view
N o, | Bgignore \ N B Meeting | |2 Trash % To Manager ﬂl v (INY b W Y Find a Conta % ]
sH B | x eanp - o S SN (33 Team E-mail o+ Done et . il ) Address B
New  New g Delete | Reply Reply Forward B more + ) FET Move Rules QneNote Assign Untead/ Categorize Follow Post in
E-mail ltems~ &y Junk = All - =4 Reply & Delete ¥ Create Mew = - - Policy~  Read - up~ | W Filtet E-mail = | mhis Folder
New Delete Respond Quick Steps Move Tags Find New Group

You now have the ability to post a message in any folder in your mailbox, quickly and easily,
using the newly added icon.
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E-mail messages often contain information that you will want to reference in the future.
However, the e-mail's original subject line may not contain text that will assist you in easily
identifying the e-mail in your e-mail filing system. Microsoft” Outlook” provides the ability to
change the subject line of an e-mail you have received.

1. Open the received e-mail for which you want to edit the subject line. Highlight the
subject line of the e-mail.

& J
(. Mark Unread

‘J._ Categorize =

Assign
1] Adtions ~ | pgligy= W Foliow Up ~

Tags

Sent:

= =

Wed 4/17/2013 3:47 AM

» &

1 * ¥+ 4 ;:-'ﬁ = RE: Departmental Information - Message (HTML)
Message
v A% Trash 4% [ Rules -
4 Ignare x i - - R -
v v — % To Manager - “—— | OneMote
8 . ply Reply vard 1B, -
& Junk = Delete  Reply irill\, Forward B, 3 Team E-mail - r‘1_\e
Delete espond Quick Steps Move
0 You replied to this message on 4/17/2013 9:47 AM.
From: K
To: K
Ce
Subject RE: Departmental Information
s Lorem ipsum dolor sit amet, consectetur adipiscing elit.
+ Eriam vel felis in metus condimentum commodo ac sit amet odio.
+ Nullam sodales leo at risus venenatis id sodales neque rhoneus
¢+ Vivamus ac justo adipiscing arcu vulputate enismod
+ Morbi ac est non magna tincidunt enismod.
+  Vivamus cursus felis sed mauris facilisis nec aliquam enim feugiat.
«  Duis tincidunt purus vel tortor pretium volutpat.
s Cras pulvinar purus nec tellus tristique imperdiet tempor augue cursus
+ Nulla porta enim vitae augue rthoncus et molestie ipsum volutpat.
s Aenean luctus magna in risus tincidunt feugiat.
« Etiam luctus ante quis mi imperdiet ullameorper.
¢  Vestibulum nec justo sit amet orci varius lobortis
+ Donec vel odio vel leo bibendum auctor
» Integer pretium risus vel eros cursus non malesuada libero ultricies.
o Vestibulum interdum lacus justo, et egestas nisi.
¢ Sed posuere tellus nee nibh jaculis tempus eu sit amet libero,
From: K
Sent: Wednesday, April 17, 2013 9:41 AM
To: K
Subject: Departmental Information
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean feugiat sem ut eros congue semper. Aliquam malesuada magna
id nunc varius sit amet convallis nulla pulvinar. Nunc non neque omare augue condimentum venenatis quis sit amet metus. Dionec | ™
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2. Begin typing the new subject line of the received e-mail. When you are finished entering
the new text, select the Save icon at the top of the e-mail.

2| ® +«+ Q&= RE: Departmental Information - Message (HTML) e ® =
Ilq'ﬂ["ﬁ Y| Message a i@
e N y pm | Trash % [ Rules - s & % Mark Unread e A
F ¥ ) = 5 il w :
o Manager . . nehote B8 Categorize *
Select the Save icon % To M Al onetiot = Cat
e y Forward B, - I Maowve Assign
All = 2 Team E-mail v - 3] Adtions = | poficy- ¥ Follow Up - -
Delete | Reiwpond | Quich Steps - Meve ) Tags . Edding | Zoom

0 You replied to this message on 4/17/2013 9:42 AM,

From: s Sent: Wed 4/17/2013 942 AM
To o
Cc
Subject List of Departmental Goals
i : e 2 f2
Lorem ipsum dolor sit amet, consectetur adipiscing elit .

Etiam vel felis in metus condimentum commodo ac sit amet odio
Nullam sodales leo at risus venenatis id sodales neque rhoncus.
Vivamus ac justo adipiscing arcu vulputate euismod.

s Morbi ac est non magna tincidunt euismod.
»  Vivamus cursus felis sed maurnis faclisis nec aliquam enim feugiat
s  Duis tincidunt purus vel tortor pretium volutpat. =

s Cras pulvinar purus nec tellus tnstique imperdiet tempor augue cursus.
¢ Nulla porta enim vitae augue thoncus et molestie ipsum volutpat
s Aenean luctus magna in fisus tincidunt feugiat.

Etiam luctus ante quis mi imperdiet ullamcorper

Vestibulum nec justo sit amet orci varius lobortis

Donec vel odio vel leo bibendum auctor

Integer pretium risus vel eros cursus non malesuada libero ultricies

s Vestibulum interdum lacus justo, et egestas nisi
s Sed posuere tellus nec nibh iaculis tempus en sit amet libero.

From: K

Sent: Wednesday, April 17, 2013 9:41 AM
Ta: k

Subject: Departmental Information

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean feugiat sem ut eros congue semper. Aliquam malesuada magna
id nunc varius sit amet convallis nulla pulvinar. Nunc non neque omare augue condimentum venenatis quis sit amet metus, Donec |¥

The new subject line is now displayed. Repeat these steps for each e-mail subject line you want
to change.
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Often, e-mail discussions will lead to a face-to-face meeting, or you will want to retain a
message history with a particular contact in your address book. Microsoft” Outlook” provides
the ability to change an item type from one form to another. This allows you to keep all of your
relevant e-mail history, but transfer it to an appointment you need to create.

For this example, an e-mail message will be changed to an appointment. The steps are the
same to change any item type from one to another.

1. Open Outlook and select an e-mail message to change to an appointment type. Hold
your left mouse button down and drag the e-mail message to the Calendar icon, located
on the left side of the screen. The Calendar icon is now surrounded by a rectangle.

_-J Mail
o Calendar

M Contacts
Qﬂ Tasks

ol O3 [2] -
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2. Release the left mouse button. A new calendar appointment displays and contains all of
the message history from the e-mail. An example is below.

™ I L RE: Depantrrental Information - Appaintment o @ B
DG | sppeintment | Insert  Format Test Review = ig
f X Foweer E S = 88 @eesmes - O @ By @
i % Forward - = 1 ;—_J A ’ ; - l-li ¥ High lmportance
e el ppointment | Scheduling Inwile ] i = ReEQuirence lime Lategorize
Close (B onenote assistant | Attendees | HInAEE [15 Slmats Zones - B LowImportance
Actions Shaw Attendees Options - Tags Zoom
Subject: RE: Depatmarital Infarmation
Locatsor: =
Starttime: | Tue 4302013 - | (1000 A - [ &N day event
End tames Tuee 4,/30/2013 - 1100 A =
&
-
From: K
Sent: wednesday, April 17, 2013 5:42 AM
To: K
Subject: RE: Departmental Information

Donec non lectus lea, nec malesuada nibh. Vivamus imperdiet tellus vel orci ulfrices consectetur. Duis ut nisl quam. Nunc
in nibh mi, et gravida massa_Maunis vanus, nunc ac ultricies lacinia, sem ora aliquam odio, vivema euismod diam sem eu
quam. Integer augue massa, elementum vel gravida in, posuere at ante. Sed commodo auctor velit, et adipiscing mi
bibendum eget. Etiam egestas bibendum ulinces. Nunc gquam velit, congue vestibulum ultnces in, vanus sed elit. Aenean
vehicula magna vitae tortor mattis eget suscipit nulla lacreet. Vestibulum ullamcorper luctus tellus. Morbi dictum libero sed
justo ultrices vanus. Aliguam vel lorem enim, id gravida nisi. Praesent eget purus ipsum, scelensque tincidunt punus.
Integer ormare sodales incdunt.

Sed eleifend diam eu justo rhoncus interdum. Phasellus ut tellus non massa pellentesque lacinia. Cum sociis natogue
penatibus et magnis dis parturient montes, nascetur ndiculus mus. Vivamus at turpis sem. Etiam dignissim nulla eu nulla
facilisis loborlis. Sed mi leo, pellentesgue et facilisis non, faucibus vel eros. Mauns mattis fingilla lectus, ac aliguam purus
semper guis. Aliquam lacinia purus ut nsus instque hendrent. Suspendisse potenti

Aliquam in libero non erat tempor euismod. Ut incidunt rhoncus maollis. Ut molestie nunc nec tellus cursus pretium. Mam
posuere massa eu nulla rutrum eleifend . Praesent lectus enim, dictium guis semper sed, consequat in nunc. Maecenas
viverra augue ac lorem semper interdum. Praesent vitae lectus nisl. Vestibulum massa velit, suscipit eget aliquet vitae,
lacreet a quam. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed a quam in dui imperdiet consectetur. Sed
iaculis sagitiis est. Vivamus a neque nec justo aliguet malesuada. Maecenas tellus enim, pulvinar vitae porta vel, volutpat
non felis. Morbi augue lacus, aliguam vitae commaodo vel, fringilla a dui. Sed fermentum, velit quis egestas sodales, arcu
urma vulputate lorem, non rutrum augue nisl egel ante.

From: K

Sent: Wednesday, Apnl 17, 2013 9:42 AM
To: K

Subject: RE: Departmental information

+ Lorem ipsum dolor sit amet, consectetur adipiscing elit.
& Fham vel fehisin mehis cnndimentum commodn ac sit amet ndin =

Repeat these steps to change an item from one type to another.
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Delegate access is granted to individuals who will manage certain aspects of Microsoft”
Outlook’ for another person. For example, a delegatee may have permission to send e-mail
messages on behalf of the delegator, or to manage the delegator's calendar.

To grant an individual or individuals delegate access, follow the steps below.

1. Launch Outlook and select the File tab. Then, select Account Settings. A drop-down
menu displays.

D59 |

Home Send / Receive Folder View

Account Information
Select the File tab.

Inf Microsoft Exc

Select Account Settings.
5P Add Account

Cpen 7

Print — Account Settings
By

| Modify settings for this account, and configure
Help e additional connections.
Account Access this account on the web,
] Options s i https://by2prd0710.outlook.com/...sc.edu
E Exit .:H Account Settings...
_a} o Add and remove accounts or change | '||

“ existing connection settings.

Delegate Access
g% Give others permission to receive )
items and respand an your behalf, of Office)

— tify others that you are out of office, on

(E Add or Remove Retention Policies resnond to &-mail messages
% Apply policies to items and folders P ges

as specified by your company policy.

a= Download Address Book...
j Download a copy of the Glob Select Delegate Access.
Address Book,

T

Iy Manage Mobile Notifications I ]
|:_lﬂ Setup SMS and Mabile ilbox by emptying Deleted Items and

MNotifications.

¥
Tools ~
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2. Select Delegate Access from the drop-down menu. The Delegates window displays.

e

Delegates @

@ Delegates can send items on your behalf, induding creating and responding

& to meeting requests. If you want to grant folder permissions without giving
send-on-behalf-of permissions, dose this dialog box, right-didk the folder,
dick Change Sharing Permissions, and then change the options on the

Permissions tab.
/ —
Select the Add... button. Permissions. ..

@ My delegates only, but send a copy of meeting requests and responses
to me (recommended)
My delegates only

My delegates and me

K ] l Cancel

The Add Users window displays.
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In the Search field on the Add Users screen, enter the name of the person to whom you
want to grant delegate access. The center of the window will automatically scroll to the
entry closest to the text you entered. Highlight the name of the person to whom you
want to grant delegate access, and select the Add -> button.

o

Add Users ==

Search: @ Mame only () More columns  Address Book

| GO Offline Global Address List Advanced Find

e,
| Name \\"“\ Title Business Phone |

BEET| Enter the name of the person to | -

g i be granted delegate access.
L'.r.:a”'
-2
ga
L'.G:a”'
k@ ?
g a
L'.r.:a”'
ke A
g a
& » | Highlight the delegate's name
g and select the Add button.

A
/ Select the OK button. -
L 3

8
g
:\I.

The delegate's name appears in the field adjacent to the Add -> button. Select the OK
button to continue.

©2013 University of Southern California. All rights reserved.

92



4. The Delegate Permissions window displays. Set the appropriate permission level for this
delegate. Then, select the OK button.

i =

Delegate Permissions: @

This delegate has the following permissions

i

Calendar [Editor (can read, create, and modify items) v]

Delegate receives copies of meetingrelated messages sent to me

z Tasks  |Editor (canread, create, and modify items) v |
(] box  [pems -|
£=| contacts |None -|
;J Notes |MNone -|
H Journal | None -|

[] Automatically send a message to delegate summarizing these permissions
|:| Delegate can see my private items

é [ Ok ][ Cancel
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5. The delegate access is now granted and the delegate you designated is now listed in the
Delegates window.

Delegates

[E3a]

@ Delegates can send items on your behalf, induding creating and responding

& to meeting requests. If you want to grant folder permissions without giving

send-on-behalf-of permissions, dose this dialog box, right-didk the folder,

dick Change Sharing Permissions, and then change the options on the
Permissions tab.

]

My delegates only, but send a copy of meeting requests and responses
to me (recommended)
My delegates anly

My delegates and me

—> [

Cancel

Select the OK button to close the Delegates window.

Receiving delegate access is very simple. All you must do to access the items to which you have
been granted access, is open the item. See the Accessing an Organizational or Resource
Account in Outlook help topic for information on accessing your delegated items.
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If you have permissions to view or edit an organizational account (e.g., a department e-mail
address that is not associated with a particular person) or resource account (e.g., a conference
or meeting room calendar for scheduling), you will want to access that account via Microsoft’
Outlook’. Complete the following steps to access the organizational or resource account in

Outlook.

1. Launch Microsoft Outlook and then select the File tab. Next, select the Account Settings
button. A drop-down menu displays. Select Account Settings... from the drop-down

menu.

0] 5

Bl sa\Mas

Home

=| Select the File tab.

Info

y
b

Open
Print

Help

:] Options

[ et

Send / Receive Folder

View

Account Information

Ll MicrosofiEuk

&P Add Accou

Select the Account Settings button.

/

3
Account
Settings =

Account Settings

Meodify settings for this account, and configure
additional connections,

Access this account on the web.

https://by2prdd710.cutlock.com/...sc.edu

Account Settings...

ol r
Q}L Add and remove accounts or change |
" existing connection settings.

Delegate Access
Give others permission to receive .

items and respond on your be
Add or Remove Retention Pol] S€lect Account Settings...

as specified by your company policy.

Download Address Book...

Download a copy of the Global
Address Book.

G
_.# Apply policies to items and fol
o)

Iy Manage Mobile Notifications
]

J Setup 5M5 and Maobile
Motifications.

The Account Settings window displays.
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2. On the Account Settings window, select the Change... icon.

Account Settings

E-mail Accounts

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

E-miil | Data Files I RSS5 Feeds I SharePoint Lists I Internet Calendars I Published Calendars | Address Books

o Mew... 3 Repair.| 57 Change... |4 ¥ Remove
Name \ Type
@k @usc.edu Microsoft Fxchange (send from this account by default)

Select the Change... icon.

Change Folder

Selected account delivers new messages to the following location:

Close

The Change Account window displays.
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Select the More Settings... button, located on the bottom right of the Change Account
window.

Change Account @

Server Settings
Enter the information required to connect to Microsoft Exchanae or a compatible service.,

Type the server name for your account. If you don't know the server name, ask your
account provider,

Server: ||
| Use Cached Exchange Mode

Type the user name for your account.

Uszer Mame: || Edornsife.usc.edu chedc Name

Select the More Settings... bution.

More Settings ...

< Back ext = Cancel

The Microsoft Exchange window displays.
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4. Select the Advanced tab.

Microsoft Exchange

General ||Advanc\ed I Security | Cunner_ﬁnn|

Exchange Accnunk

L Select the Advanced tab.

E

When starting
@ Automatically detect connection state
(71 Manually control connection state

Default connection state
(@ Connect with the network

efer to
soft

Choose the connection type when starting

Wark offline and use dial-up netwarking

30 Seconds Until Server Connection Timeout

oK ] [ Cancel

Apply
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5. On the Advanced tab, select the Add button.
[ Microsoft Exchange @

General | Advanced |Sn.=-_|:|.|rit5-I | Cunner_ﬁun|

Mailboxes

Cpen these additional mailboxes:

T N [ Add..

Select the Add button.

Cached Exchange Mods

Use Cached Exchange Mode
Download shared folders

Mailbox Mode

CQutaok is running in Unicode mode against Microsoft
Exchange.

Outlook Data File Settings...

=

Ok ] [ Cancel Apply

The Add Mailbox window displays.

6. Enter the name of the organizational or resource account you want to view in Outlook in
the Add mailbox: field, and then select the OK button..

Add Mailbox / [5m]
Add mailbox:
jdoe|

é Ok Cancel

o
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7. The organizational or resource account now appears below the folders list, located on
the left side of the Outlook window.

e Home Send / Receive

Jj n'ﬂl i Ignore x
e

%= Clean Up ~

Mew Mew Delete
E-mail Items = %-"—'”k’-"
MNew Delete
4 Favorites <
[ Inbox

O Unread Mail
U= Sent Items
{a] Deleted Hems (15)

) Ddornsife.usc.edu

L] Inbox

LL#| Drafts

=3 Sent Items

fa] Deleted fems (15)

[ 365 - Dutlook
[d €MS Info

gy Junk E-Mail

LA Misc

U= Outbox

L] RS5 Feeds

L& Search Folders
LA Sent

[ Software

1 Training Sessions
[ Trash

[ UsSC Employee Info
[d Wish List

» Archive

) e

Repeat these steps for each organizational or resource account you want to view in Outlook.
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Microsoft” Outlook” provides the ability to share a personal address book across an
organization. However, once an address book has been shared, it does not appear in the
Address Book drop-down list when selecting an address book to utilize.

Address Book
Offline Global Address List - usc.edu L:]
- Busc.edu
W Offine Global AddressList |

Global Address List
All Address Lists
All Contacts
All Groups
All Rooms
All Users
Offline Global Address List
Contacts
Suggested Contacts

To utilize the shared contacts, you must complete the following steps.

1. Open the shared contacts by navigating to File > Open > Other User's Folder or select
Open This Contacts folder from the top left side of the sharing invitation e-mail you may
have received.

2. Select all of the contacts in the shared address book and copy them to your own
personal address book. You can highlight all the contacts and then copy and paste them
into your personal address book, or, you can highlight all of the contacts and then drag
them to your personal address book using the left mouse button. Use the Ctrl key and
the left mouse button at the same time to highlight multiple contacts at one time.
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3. After copying the contacts to your own address book, highlight the contacts to which
you want to send an e-mail. Use the Ctrl key and the left mouse button at the same time
to highlight multiple contacts at one time.

09 &=

Homie Send / Receive
& 8 B X
New New Contact New Delete
Contact Group Hems =

Mew Dielete

4 My Contact
i conte Select E-mail.

o Sugge

4 Shared Contacts

Folder

- 83l LE3
v ;;‘ﬂ

E-mail / Meeting More

View

Communicate

Doe, Jane

Jane Doe

Highlight the desired contacts.

=

Busimess C...

. B | |l=

Phiane List

@»=

Card Move

John Smith
Uniwversity of Southern California

(333} 555-1111 Work

et

Mail OneMote
(X g

wctions

4. From the Communicate section of the tool bar, select the E-mail icon. A new e-mail
window displays. The e-mail is automatically addressed to the contacts you highlighted

previously.
2| (= =
- Message Insert Options Format Text Review
B - AN |E-E=- % |28 §
Paste B 7 U |%® = = = | iE iE | Address Ch
- J - o Book Ma
Clipboard Basic Text Mames
From -
_I
- -d To.. Jane Doe (jdoe@usc.edu); John Smith (jsmith@usc.edu)
2n
Cc...
Subject: |

5. If you need to include an additional contact to this e-mail, manually enter their e-mail
address or copy and paste their e-mail address from their contact information.

Repeat this process as necessary.
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Microsoft Outlook provides a variety of search options to assist you in locating the specific item
you seek.

Each folder within your mailbox contains a contextual search bar. An example of how to access
the contextual search bar is below.

Select the Trash folder located in the menu on the left side of the screen. A contextual search
field (i.e., a field that will search the specific folder you selected) displays.

=E ko —
L M= i | T
| Haome Send / Receive Folder View
u J\.1 :
Jj ﬂ al u
L ean Up = . )
Mew  Mew : Flace the cursor inside the Search Trash field. ~
E-mail Items~ &; Junk = T
Mew Delete Respond ek Steps
4 Favorites e
) Search Trash (Ctrl+E) ¥
=] Inbox
& Unread Mail Arrange By: Date Mewest on top
[ sent Items There are no items to show in this view,
{a] Deleted Items (1}

Place your cursor inside the contextual search field. After placing your cursor in the contextual
search field, a new tool bar menu, Search Tools, displays.

=L O [ —
AN =] ol |~
| Home Send / Receive Folder View Search
[ Current Folder 3_‘] j @ N &= This Week = ¥ Flagged O o
P All Subfolders “ i &, 5entTo - ¥ Important N e
All Mail From Subject Has Categorized Recent Search Close
tems 1 All Outlook Items Attachments - ,— Unread g More ~ Searches > Tools~ | Search
Scope Refine Options Close

The Search Tools menu provides a variety of additional search options and methods. You can
use the contextual search field to search the folder you selected for a specific item. You can also
use one of the more advanced search options available from the Search Tools menu. For
example, if the e-mail message for which you are searching has an attachment, you can select
the Has Attachments option to filter your search results by e-mail messages containing
attachments.

Explore all of the options available on the Search Tools menu to assist you in locating the
message you seek.

Selecting an e-mail or folder de-activates the contextual search field and the Search Tools
menu. Place the cursor back in the contextual search field to re-display the Search Tools menu.
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CONTACT US

CONTACT DORNSIFE TECHNOLOGY SERVICES

Campus Office:
825 Bloom Walk, ACB 530
Los Angeles, CA 90089-1486

Technical Support: 213-740-2775

E-mail: clhd@usc.edu
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