Outlook 2007 Getting Started—Top Ten Items

1) Log in to the Johns Hopkins network to check your Outlook/Exchange email.

e Inorder to access your Outlook/Exchange email Please enter your JHED ID and Password
through the web, go to http://webmail.jhmi.edu First Time JHED Users Click Here
and click “Outlook/Exchange Web Access
(Exchange Customers Click Here To Login). JHED ID:| |

e Login by entering your JHED ID and password,

) . Paaswnrd:| |
then click Login.

Forgot Password?

e After you log in, you will be able to view your email and use you Outlook/Exchange ac-
count on the web.
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2) Addresses and Contacts
About Auto-Complete Addresses

e When typing a name in the “To” line, the name doesn’t automatically complete like it did
in GroupWise.
e Once you send an email message to a person, their name will be stored (remembered) in
your Outlook Auto-Complete Address List.
e Once the address is stored, you’ll have the option to select the name from a drop
down menu below the address line. An example is below.

F
_.-"'-_- Tl | . = f .
[ E% =l - Untitled
Message Insert Options Format Text
J:JJ 1
= =
A W=
— B il | |2 e || S S || R 2|
; 5
Clipboard M Basic Text

| Ta... | Exchange U|

= Exchange User <exchangeuser@jhu.edu>

Send

Subject:

To send an email to a name that is NOT in the Auto-Complete list (not in memory):

e Click the button to see the names in the Global Address List (GAL).
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Type a first name (or first and last name combination) to search for the person you want to

email, and click the button.

e Repeat for all persons you want to send the message, then click OK.
e That name and address is now stored in the Auto-Complete list (in memory).

If you only know the last name of the person you want to search for, you must click the
button next to “More Columns” in order for your search to work.
o After you click “More Columns,” type the last name and click Go to search the GAL.
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You can also search different criteria by clicking on the Advanced Find button: | Advanced Find
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Hint: Your GroupWise contacts moved to Contacts folders—go to http://it.jhu.edu/
exchange/tipsheets/contacts.html to see the tip sheet “All About Contacts.”
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3) Recreate Your Rules

e Click the Tools menu, select Rules and Alerts, and click New Rule.
e Follow the easy-to-use wizard to select the options desired for your new rule.

Hint: Your “Out of Office” rule is set up from Tools / Out of Office Assistant.
e Set upis easy and flexible. You can set the rule to:
e Run only during specific days and times.
o Create a separate reply to be sent to external contacts (people outside of
the Johns Hopkins Exchange system).

For more information on how to use the Out of Office Assistant, go to http://it.jhu.edu/
exchange/tipsheets/outofoffice.html.

4) Create Your Signature

e From the main Outlook screen, go to the Tools menu, select Options, click on the Mail For-
mat tab, then click on the Signatures button:
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e On the E-mail Signature tab, click New.
e Type a name for the signature (i.e., Signature or External or Internal), then click OK.

¢ Inthe Edit Signature box, type the text that you want to include in the signature.
¢ Toformat the text, select the text, then use the style and formatting buttons to select the
options that you want. Click OK when done.

Hint: You can choose to set a default signature that is automatically added to all messages, or

you can add a signature to your message when composing it by clicking the Signature icon on

the Message tab.

5) Sharing Your Calendar/Opening A Shared Calendar

Sharing Your Calendar

e From the main Outlook window, click Calendar in the lower left part of the screen.

To let someone else view what is on your calendar

(share view rights):

e Click Share My Calendar on the Navigation Pane.

e Click the To: button and select each person to whom
you want to grant rights to your calendar. Double-click
each name so that it appears in the To: line. Click OK.

e Click Send. Each person will get an email message let-
ting them know they have rights to your calendar.

Hint: To let someone have more than just view rights to
your calendar: Go to http://it.jhu.edu/exchange/
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tipsheets/howtoshareacalendar.html to see the tip sheet ﬁ

“How to Share a Calendar.”
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Opening (Viewing) a Calendar that has been Shared with You:

e Open the email message and click “Open This Calendar.”
e The shared calendar will show up in the left Navigation Pane below your own calendar in a
section called “People’s Calendars.”
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Exchange User (ExchangeUser@ad,jhu.edu) has invited you to view his or her
Calendar. Click the Cpen button above.

From: Exchange User Sent:  Fri 5/16/2005 11:23 AM
To: Exchange User
Subject:  Sharing invitation: Exchange User - Calendar

- Exchange User - Calendar
“'ﬂ Microsoft Exchange Calendar

e
I've just shared my calendar with you... Please click "Open
This Calendar"” in the upper left corner of this email =
message. )

-

6) Other Sharing: Folder Rights and Delegate Access
Sharing a Folder

e Right-click the folder you want to share, and select Sharing Permissions. You’ll need to add
the person(s) you want to have access.

e Select each person’s name and select the pre-defined role you want them to have or check
the boxes beside the specific rights you want them to have.

e Once a folder is shared, it will have a hand underneath it like this: &=

Warning: You must also grant “Folder Visible” rights to your Mailbox for the person to be able
to get to the folder to which you’ve given them rights. For complete details, go to http://
it.jhu.edu/exchange/tipsheets/sharingfolders.html to see the tip sheet “Sharing Folders.”

Delegate Access:

Delegate access gives someone the ability to create email messages or respond to meeting
requests on your behalf. For more information, visit http://it.jhu.edu/exchange/tipsheets/
delegateaccess.html to see the tip sheet “Delegate Access.”
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7) Accessing Old GroupWise Email

e Inorderto access your old GroupWise email, click on the Cabinet folder in the Navigation
Pane on the left side of the main Outlook window.
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8) Turn on the Tracking Feature as a Default to Always get a Delivery Receipt
and/or Read Receipt

e From the main Outlook screen, select Tools, Options, then the Preferences tab.
e Click the “Email Options” button, then click the “Tracking Options” button.
e Click the box beside “Delivery Receipt” to receive a message when your message
has been delivered.
e Click the box beside “Read Receipt” to request the recipient let you know when
they’ve read your message.
e Click OK when done.

Hint: Additional information on tracking messages can be found at http://it.jhu.edu/exchange/
tipsheets/trackingandrecall.html on the tip sheet “Tracking and Recall.”
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9) Know the Rules for Deleting Messages

e Delete unwanted items:
e Use the delete key on the keyboard or right-click on the message while on the main
window viewing pane and select Delete.
e DO NOT empty your “Deleted Items” folder:
e Items can be retrieved from “Deleted Items” for up to 7 days.
e Outlook will automatically delete items after 7 days.
e To retrieve something, search in your archive.
e Items will no longer be available after 14 days.

10) Understanding Archiving

The Johns Hopkins Exchange 2007 environment has a 500MB size limit. You shouldn’t have to
worry about that size limit though, because messages are managed behind the scenes through
an archiving solution to prevent your account from ever getting to that size limit! The archiv-
ing solution is called the CommVault archiving solution.

Archiving Policies

When a message is archived, it becomes a stub message. A stub message is a smaller version
of the original message. A stub is really a shortcut that points to the full version of the original
message in the CommVault Archives. You can identify a stub message by the shortcut icon:.x]

Policy based on GroupWise archived messages:
e All migrated GroupWise Archive messages under “GroupWise Archive” folder will
be stubbed and never expire.

Policy based on age of message (90 days / 30 days >1MB):

e After 30 days: Messages over 1MB in size are stubbed.

e After 90 days: Messages are stubbed.

e After 3 years: Messages and stubs are expired.

e CommVault will not stub or remove: Calendar, Tasks, Contacts, Notes.
e There is no size limit (quota) on CommVault Archives.

Hint: Additional information on archiving messages can be found at http://it.jhu.edu/
exchange/tipsheets/allaboutarchives.html on the tip sheet “All About Archives.”
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