o0 O workd.go.th

sjﬁams‘lﬁmu

workDMail

3snisdadoua:zaaunistsoius:=uu workD Mail

drsuitduulazIquas:=uu



Microsoft Outlook Guide book

OUtIOOk . sszé'Ladauazﬂf]ﬁuﬁfmﬂmﬂﬁ‘h’i’mmm‘iwmﬂﬁqmm‘fan

a A A oA a . 4 ' a o & v @ a =2 o % a
aliane Lﬂiaduaﬂ’liﬂﬂﬂaﬁamiaEl’]\‘lLﬂqu’Nﬂ’li"ﬂad‘QSﬂﬁ] [NREY2Y ﬂ’liL"Il’]l’]Jd’luaLuaﬁlﬂﬂﬁiﬂﬂvlﬂﬁlﬁﬂnﬂﬂuunﬂ

& A o<

4 { U ] s =Y A a 4 L4
qﬂﬂini LﬁamauiwUﬁiﬂaﬁmaaﬂ']iﬂ'z'\uﬂaaamga Microsoft 365 413N Outlook F9LTuuIN1IALTITUN

q
£

lan Hrolmunsaldnudiua Ufin uazmodedaadeld liiglfzazainldnuuugdniailadaiy nads

v

N30 wnulysunsy Office ﬁnﬂﬂuﬁumﬂvlﬁtﬂuazhdﬁ’é'nmﬂ luuwﬁLiﬁa:wuﬂﬁqSadﬁ’a@iavlﬂﬁ

e muiawzdoudwa lassjaiulundeaninwgige
o damylfiuvesnms LNBMRUANINNIUTETILAZ ARG
o A & & & A va &
® wuanmaTesrwazadlnd lansussiWgnnasad nalifinestusgaaua

® nsandanI® Microsoft Outlook Application

PNUINTNUA

Dk Veronica, Wik wENea1e

A
bRILIBN

. o ' . 4 0% Aa a o v =
qm Veronica Lﬂ%W%ﬂG’W%N’]ﬂ‘U’]Uﬂ%I%N ‘ﬁd“(lﬂiﬂ:l’“f]&lﬂﬂil’ﬂd']u Outlook 1%ﬂ13@lﬂ@lﬂ§iﬂ%ﬂﬂ§ﬂﬂ1 1%1&%@

Tufiduadwinann uazdasvhujiuianunogne ao Veronica $uiludaaiouaoinimailunisldnu

Page 2 of 56



Microsoft Outlook Guide book

luunileznuziiunaiiadane 1

1Y, = T PO 5
1. FANINIIN MICTOSORt OUHOOK ... 5
I T oL e o P Tl T 131 a2 OO 6
3. MIABUNAL (Reply/Reply all) WRSHEIAD (FOMWAT)......v.veeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeseeeeeseeeeeeseesee e eeeeeeeneeeeae 8
4. msﬁeamﬁﬂme‘%'uﬁumaoﬁma ................................................................................................................ 9
5. MTAWATDLURBEITTIONNTY oot e e e e e e e e e et e s eeeeee e e eeeeeees 12
6. 17 @ T a819BIRIUAARIUBLAR oo 14
7. WILRIR WTINTTIIL IR oo s ee s ee e ees e ses e eenee s 15
8. R N AT LT It Za T D 17
9. MSUUUB AT NAT LRI B URTTBINITEIOIN oo 19
TR e AT N T YL L e 1L o L2 PO 20
11 T TTALIBUUR ettt ee e e e e e e e ee e e ee e e e ee et ee e e ee et ee e e et ee e ee e teee e e 22
12. mi@ﬁi@hmmauné’ué’quu"‘ﬁLfiavlajagluaaWWﬂ (Out-0f-Office AUtO REPIY).......erveeeeerererreeeane. 23
13, MailTip T8 DUBLUARDUTADZEITN oo 25
14.  mydasruswaldlwaslusslnaimes Junk Email uazUSanBtuaf liqaamT e 26
15, AN IANAOIDARIIY oo 28
(0221170 Vo =T OSSRt 30
16, ldwanannmaiananedunTBUSN (Calendar). ... 30
17, ABMITEINT WIEY BUIEATANVE oo ee e ee e ee e esee e eeeee 32
18, ATADUTUTAMUTELIBLUR ooveoeeeeeeeeeeeee et ee e ees s ee s s eeeeeeeseeeseeeeeeseneee 35
19. msﬁf@%mﬂmiﬂizquﬁlﬁ@%mﬂuﬂi:ﬁw .......................................................................................... 37
20.  MALABNYUNBINIQUTIUNTD CaleNdar VIEW ...........coorrreeooocesiieccoeeeeeeeeeeeeeeee e 38
21, MIAUUFAUIIN CaIENDEr BWoo oo 38
22, mMAAMAUAN TN AIRTUTDUAUL CaIENdar. ..o 42
23, TVTUTT CAIBNGAT ........ocveeeeeeeee e ee e ee e e e ee e e 44
(7] 01 ¢=Tox USSR OO PRURRRRRUPNt 47
24. 1 fusoTolu People WULTISATA (UNTMIE). .ooooooeoeeeeeeoeeoeeeeeeeeeeeeeeeeeee e 47
25, @Tadﬂﬁa%ﬁﬁw%iamjmm TALRONLT CONACE LISt ........veooeeeeeeeeeeeeeeeeee e 48

Page 3 of 56



Microsoft Outlook Guide book

v A va '
NIANAEIIN EJ“KE]E@]@W]E]

27. M TeaNsanuuINNT Linkedin

............................................................................................................ 52

LI T S USRS 53
28, MIFABLNAUAZI T IALTUTZULIAVE TASK covereeeeeeee oo 53
29, MNTRTIIN TASK NI TO-DO IStererveeoeeeeeeeeeeee oo eeee e ee e 53
UG ..ottt e e ee et e e e e et e e et et e e e et e e ee e e e et e e en et ee e e e ee e e et en e e et en e e e e e e e enna et enane et en e enneeeennaneanenen 56

Page 4 of 56



Microsoft Outlook Guide boo

Mail

1. vihaa3an Microsoft Outlook

ANBUSRUIANLINGUBI Microsoft Outlook on PC

wauAsavilac Y
Tiddaiquiuganlsing
aguaua

@23 Ribbon

@dati Outlook ¥i1'é Tanadnuiu Ribbon wazdhsiatasas

dani

Aunmadviiaadasnis

Anuthamaaniadumanaiy

o Bl ey ol &l il s 3 Rl 3
(= & o X R KRG amme T V atis &l
S Ton LT e T T o D e ng OneMo M e ww
i e B S [ Smustin  shimi B bt o e Y reune
T o mesauni Aurmuam n Fu wil Lo
< swn il PRI 5 o] | et By wundobses ) 5m
naoswush i il Sl d
£ Yo . HIAN AN
[ ——"— - st e FreSME SRR
P - T

b meiaussnrann

Witrlawasamananasqon =

AanTamadiiauaeian
diadasmsulawiadauiu
wileail Afn yuuaa > 11U
wilinalawmas

Sinamnz

nepend s
o ]
[Fesmp. i ———

of fmannns
o v o
sl e

wifa i
i An———

anywn luoaTiid

ainrau

i

Tdenadgmsaraiiadumidida Outlook 5u

fnuansudaona Ribbon
dani1 Outlook mrsdaushda Ribbon wda
ManAuliniali

udmouzazau Ribbon
aanlarauinmyauialn Rib-

bon uassagsaliwsadaulian
afFanIsAAngnAs

adwaladiu
vimiSaumnnuningamsai

ra— ko 5 T ]
w55 mamansly Tusnaiirudaans
+SvawmainTRmn amawnn Fudana —
i
i A i
1 ontes
Smame
dunreaana @ amsnaulu Outlook udaadviinmudainms
e e dassmiuuazuysnISENmMN Adouad Ribbon azmhaalan admuznsidausa
waleranEnaLL LTS diamu U§iu wammvgaisal Aaluddnusiunas Outlook VigaL Outlook udaadaUEASTEIA
mdgag Trawasuazdouznsiiausa
visHnasadadatiadl
== s B - @ l

Wnmiadimady dosclibe Microsat Exchange LI B - 1 +

Outlook

[l Delete = Archive Q Junk ~ < Sweep 51 Moveto ¥ <@ Categorize ~ 2 Undo
p g

@D The new Outlook

+ New message

~  Folders Focused  Other @ e Filter v Needs Review: Final Presentation
> Inbox o 26 Other: New conversations @ This message was sent with High importance. e
Microsoft Planner: no-reply@sharepointonlin...
©  Junk Email e Julian Isla
«
@ Marketing Team Fri 3/22/2019 630 AM G0 9 =
£ Drafts =" Add upcoming group events 1... sat3/23 Karen Berg
Don't miss upcoming events You're new to the...
A -, ManufacturingConferenceDe...
1568
0 Sales Operations
i Deleted ltems Add upcoming group events t... Fi3/2
Don't miss upcoming events You're new to the.. Karen,
& Archive
Julian Isla 10 Can you review the final draft of the PowerPoint presentation we worked on for the keynote speech and let me know if you have any
Clutter Needs Review: Final Presentat... Fri /22 final edits?
Karen, Can you review the final draft of the Po...
Conversation Hist... ) Manutacturinge.. The global manufacturing conference is coming up and the slide deck is due the conference organizers this morning.
New folder Thanks,
% Eric Gruber: Kelly Krout: Amy Alberts: Rene [ Julian
> Contoso's 4th Annual H... (6) Fri3/22
> In-Place Archive -... Hello everyone, It's that time of year again and...

g_Trip.pdf

Page 5 of 56



Microsoft Outlook Guide book

@
[

i 2 Inbox NEBIFARVIDNIRNA NIBLUAT AU DiNanasaantl wIadwanavlluad antUiain
finmssunuwfiiivaglulwaiaad Conversation History wazniniinavi Archive (1fiu8iuanias) ez llag)

Tu&71289 In-Place Archive

' H & Y { o R & o X

q3UN 3 : Mail List u@@ 93180138 W ansnne avdudiuangslalasin sonsnnasidudidudn
X o o a o P ' . o o o 2 A '

wannhasmunTanwdiualdauidonladns g 1w arunan awrdaiua uds Taufeiinisutisuen

winanyatan iu All (13naa), Unread (8313i1d814), To Me (f984) uaz Flagged (aadnamnus)
@i 4 Setting Bar unun9aalumMud1fafliaeiangg miasd aagmeluiwdoadsn

1 A . . ' a ' 0 @ ' % A o oA [

di 5 Reading View f1ulaainadiuandazius walisinadn diwadivadaifeanuazuaasnaiin
\ A v o xY o & A @ v o A @ a a

wadas 9 Whatnligldnulddeadawanais g wa wisansmanindsdualdnovlanuilumindradudn

@e

[+ a [ ]
2. Fauazann1saLa alﬁ’a #9918

v =
n1IdINdaLNA

a { . £ a o 4 1Y Y & va { oo Ao '
A8NT New Mail %30l TuiluRuWaa Ctri+N 1Wa lRLIAINaRINBLua LTI 1ﬁwuﬁ%a;puﬁmaamiaaﬁmavlﬂ

Twasluzes To: ﬁﬁ;ﬂ"ﬁdﬂuﬁaanmﬂuﬁu

Q’l‘*ﬁmummsnﬁuﬁ%al,ﬁmﬁum"lﬂﬁ"ﬁaa To: 'lé w3aazAuWaslustas CC: ﬁ"l@Tmﬂﬁmm{lﬁpﬁuﬁfmﬁm{uj

& a A
Lua%qlua LURLNIULL

Qs 4 IQ v { U 1 v v o v J 4 v
Bagana: winFefivuwasllidugiudiwangliiaodsualylwud outiook azdnlduaziusennlwidanlas

DAl UAIA AININ

Microsoft Outlook

Untitled - Message (HTML)

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

By X Cut . - = 5 2zl =% ] "

o0 1 A A== < el e [ﬂj >

L B2 Copy @ . :
Paste I u A ===g == Address Check  Attach Attach Signature Share Assi

’ :
- ¥ Format Painter Book Mames File~ Item~ - Protected - Polic

Clipboard ] Basic Text Mames Include RMS

To.. | [ Dan Jump; karl
Karen Berg <karenb@CIECOMT33757.onmicrosoft.com> 2
—~—

Subject | \

% = a 6 1 ¥ ﬂ%’
UsnpraniaanannannIh

'—r

Outlook Online

Page 6 of 56



Microsoft Outlook Guide book

B Send [m Attach @ Encrypt ]E[ Discard

To ODanJump A karen

Cc

Karen Berg
karenb@CIE9927170.0nMicrosoft.cor

/O Search Directory
Add a subject

A o Q- 1 ) v v QI o § v Y Yo 4 1 Y
Snniaflneidmiunmdaaa da Fas Bec: ALlMHlARNTLAlIdaIn3lAlTLaw 9 nwdgldd Suam

g v 4 v v v 1 ] 1) J o v a
yanatuee Wadasnslinthdadwalna G BCC: Unnpiu sansnvildzesithe

Microsoft Outlook

1. ﬂﬁn‘ﬁ'ﬂu cC: 3zUmngnind1d Select Names: Global Address List %oﬁ]:ﬁﬂu BCC-> atjdu

8989 3NN

Dan Jump; ¥ Karen Berg;
L \% Select Names; Global Address List x
I: Search: (® Name only (J) More columns  Address Book

| 6o [Global Agdress List - karenb@CIECOMT337 |  Advanced Find

.
\ [ Name Title Business Phone Location
B > Corp darketing

& Alicia Thomber
&% All Employees
& Allie Bellew Marketing Manager
; Amy Alberts VP Human Resources
& Anne Weiler Manufacturing Lead
2% Bl Strategy
& Carlos Grilo
& Christa Geller

& CIE Administrator B006427676

&% Corporate Affairs v

>

Subject

Chief Financial Officer

Customer Call Center Man...
Recruiting Coordinator

<
To-> |DanJumg- Karen Berg

Ce->

Page 7 of 56



Microsoft Outlook Guide book

o 9

2. Mynan 1%lUflufiu Options adnilu BCC Lﬁaiﬁﬂu BCC... Midariutlu CC... luntheng

BualndizNe a9nNw

ssssss

mion | Use¥oting (| Roquesta Read Reccipt | SveSent Delay Direct
5 Butions - Fem To~ Defivery Replis To.
5 MoreOptions 5

Outlook Online

ﬂﬁnﬁﬂu Bcc

To e DanJump X Bee

: \

Add a subject

Add a message or drag a file here

3. msmaunau (Reply/Reply all) uazasaa (Forward)

o a v o R £ ° v Ao a @
alafiglddasnisneunduniassdadiua dlinumansnrilavufidaanisadniu Reply nindasnisnau
nauIawIzaIiIu afnly Reply all windasninaunaunnauifinedeagludinanldiu niaadnyy

Forward mndasmiasdadiuanullbiyanadus

Page 8 of 56



Microsoft Outlook Guide book

Microsoft Outlook

52 Reply @2‘_ Reply &l 24 Faraard

Eric Gruber amy Alberts; All Employees -
RE: Contoso's 4th Annual Hiking Trip

Thanks Amy.

Outlook Online

Needs Review: Final Presentation

® This message was sent with High importance.

* Julian Isla
&
@ Fri 3/22/2019 6:30 AM 9 © =2

Karen Berg %

E ManufacturingConferenceDe...
P

815 KB

4. msasanzluuuiaauzaddiug

A o & o a a a a o Yy ad o &
L&la@]adﬂ’li@]\‘lﬂ’llﬁgﬂtmuaL&lﬂ&lﬂ’l’]&llﬂ%&l’]@]ij’mlunﬂG] aL&Ia“nmaaﬂvL‘lJ ﬁ"lll"liﬂ"n’]vlﬂﬂ’aF.I’J‘ﬁﬂ’]i@ld@]i)vlﬂu

Page 9 of 56



Microsoft Outlook Guide book

Microsoft Outlook

A’N File > Options > Mail > Message Format

Outlook Options ? X
= ¥ F FF = T
General L@ e-mail servers and applications support sending receipts. [+]
For all messages sent, request:
Mail
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Groups message received that includes a read receipt request:
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Tasks ® Ask each time whether to send a read receipt
Search Autornatically process meeting requests and responses to meeting requests and polls
Language Automatically update original sent item with receipt information
Advanced [] Update tracking information, and then delete responses that don't contain comments
[] After updating tracking information, move receipt = - -

Customize Ribbon tor [l Deleted ltems Browse...
Quick Access Toolbar M format
Add-ins .

Use Cascading Style Sheets (CSS) for appearance of messages
Trust Center

Reduce message size by removing format information not necessary to display the message
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Autornatically wrap text at character: | 76

Remove extra line breaks in plain text messages

When sending messages in Rich Text format to Internet
recipients:

Convert to HTML format A

Outlook Online

£

ABNLATEIRNNY ™ LAan View all Outlook Settings
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@8N File > Options > Mail > Signatures

Qutlook Dptions

*

General =

ail

Calendar Compose messages

Groups @ Change the editing settings for messages, Editar Options,
People Lompose messages in this format | HTML -

Tasks

— AV%: [ Always check spelling before sending Spelling 3nd Autocarrect

Ignore original message text in reply or faruard

Language
Ease of Access

?‘ Create or modify signatures for messages,
Ddvanced
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Signatures and Stationery K x

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

E-mail account: |\terunicaq@CIE1 01463, Oniicrosoft.com
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Replies/forwards: |[nune]

v

| peete || mew | swe | Rename |
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Calibri (Bodh) 1 1 ou [ awemate [V][= = = | Epumescan |3 &
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Sales Representatwe|
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ladniaIaanang L&2LRaN View all Outlook Settings
I
Settings

‘ /O Search QOutlook settings
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O off

Reading pane
@ Show on the right

O Show on the bottom
() Hide

Focused Inbox @
Sender image

Group messages by date

Attachment preview

Message preview text

View all Qutlook settings &2
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]
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nidLaaITEMIBNaNING 1AAanNBluaNdadn1s ua2 Drag & Drop (1NL&2319) Blafidasnsilng

[
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Microsoft Outlook

¢ e 3 (@ - 8T Manager .
Reply Reply Forward . Track
To.. | E@ + | |E2 Team Email
=1 All Usage

|
- | | Respond Quick Steps o RMS
Send

|

<
Subject | [ search Current Mailbox (.. 0 | Current Mailbox _+ |
3 ; All  Unread ByDate *  MNewest &
Attached RE: Contgsosdth Ann..
Outlook item 4 Three Weeks Ago

Contoso Demo on Ya..
Updates from Contoso Me... 5/23/2016

7.00.. Contoso Demo

Julian Isla (U
Needs Review: Final Presen... 5/22/2016
Karen, Canyou review the

Eric Gruber
RE: Contoso’s 4th Annual ... 5/22/2016
Thanks Amy.

Outlook Online

- O R =] Hiking Trip - Internet Explorer - [InPrivate] - oEd
1
Y
<« @m@ hitps//outiooke. O « & & | @ Carlos Grilo - Outlook W... % . L] o tel @ bt ' iowa/#viewmodel=IMailComposeVi actory@wid=368ispc @
a 2 alon ople  Vami s
TSDO X DS @ mSERT
@ new mail search mail and pecple o Contoso's 3rd Annual Hiki
Te: Dan Jur
all unread tome flagged P — o Sen e
- INBOX CONVERSATIONS BY DATE + L ] e
jou ve 10ggen i 1o rammer aranrausa Amy Alberts
Favorites Itlooks ke you recently logged in to Yammer from. N \ e At S5
Yammer Y Subject: Hiking Trip.
 Carlos Grko Please log in to Yammer 600
e ciethS.onmicrosoft.com <hitp:/www yammer.comjci Toi | Al Emplayees <all@cisth.on [} Contoso's 3rd Annual Hiking Trip (11KB) x [ Contoso's 3rd Annual Hiking Trip (13 KB) x -]
i [ Contoss's 31 Annual Hiking Trip (11 KB} % [ Contoss's 3rd Annual Hiking Trip (10 KB) x
Drafts [2] neths.unmlmsuf_t.cum on Yamme — ing 9 Trip -
I Karen Berg i now following you on Vammer  9/242013 LD [} Contoss's 3rd Annusl Hiking Trip (11KE} x [ Contoss's 3rd nnusi Hiking Trp (10KE) x
Deleted ltems 2 —
~ Amy Alberts; Alan Steiner; a x> rag&Dro calibri le-] B T U = = W A
Comersaon itory || Conprers et Aneunl ling Trp savam e g 2
Junk Email Hello everyone, It's that time of year again and we ar... ::;;:"“d % .
i R nfmmh:n be atendngw | Please see the detail in attached file
! n - name 5o we can plan accordingly

In-Place Archive - Carlaz Grila | i Ales, | would like to introduce you to ene of my S Thank yout

Kelly Krout; Mally Clark; Alan Stei 1o Amy

10. nsghedwaligslnainasnaasnis

Tunsdingldnudasmadaszidoundasaananoasanad glinumaninaialnaineidemin udadodiug

' o o ca A o A a a o o
A3 § ﬁ]ﬂL‘ll’]IWaLﬂaiY]Lﬂf.l’J’ﬂE]d LWE]ﬂ’J’]&ILﬂ%iZL‘.IJFJ‘ULiEJUiaF_ILlﬂtﬁtﬂ’lﬂluﬂ’]iﬂuﬁ’]
Microsoft Outlook

'
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AaN2ILaan Move bgslnainasndasns
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Cémto — L1 To Amy Alberts; || All Employees
E b
Conferences
Julian'l
OnePlote ¥

Needs R .m N Other Folder...
Karen, O rﬁ Ignore M Copy to Folder...
Carlos 5@ Junk 3 Always anelMessagesm This Conversation...
Custome x Delete 5/22/2016 From: Amy Alberts

Hello Ki o Sent: Thursday, May 29, 2014

e BB TrackinCRM To: All Employees

Kelly K 52 set Regarding Subject: Conteso's 4th Annual
21 ST ——————— af2272016

Sounds like fun!

Hello everyone,

3
o

windasmasiniwataailnd Ideaanannderiyduesauias uaaian New Folder... ua1aidalnainasany

A0IMT

Ay A nin@emicraraft com E‘l!lﬁ'

R Openin New Window

Open File Location

D
s %q Bemove "v-vteja@microsoft.com

D Mew Folder...

c Manage All Site Mailboxes...

I Show in Favorites

g £l SortSubfolders AtoZ

= Account Properties...

=

I 5 a2 Folder Permissions ;

Data File Properties...

I sharepoint lists

Outlook Online

a a v A e o v A
AANYIILRaN Move LLﬂ')LﬂE]ﬂIWﬂLﬂE]i ﬂ\‘iﬂ"lif_l']ﬂﬂl,llav[‘l]
Microsort unline :
Microsoft Online Services Ignore
Your Office 365 Enterprise ES withou -
Attention: Your Office 365 Enterprise E Move Z Inbox
) . . Categorize > Deleted ltems
Microsoft Online Services T
Your Power Bl Pro Demo Trial is abou  Create rule.. Junk Emnail
Attention: Your Power Bl Pro Demo Tria vz message details Conferences
Two weeks ago Maove to a different folder..
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11. nsaudwa

Tumsausiuaiilidasns Waand ™= uw Microsoft Outlook w3a W 134 Outlook Online Ratdaanauaadiy

u

i u,a"’aSmaﬁfua:gﬂﬁmvlﬂﬁimma{ Deleted Items tJaATUMRUA 30 T4 Smaﬁfuazgnauaaﬂmm:uu

Microsoft Outlook

@© Folders Deleted Items Filter v Needs Review:
Deleted Items Julian Isla o
¥ .
. 5 Julian Isla
e VETEiTE Bk Meeds Review: Final Presentation 3/6/2019 | :
Karen, Can you review the final draft of the PowerPoint p... T Wed 3/6, 530 Al
v Inbox 23 Karen Berg ¥
Drafts 1
Sent ltems I This message was sent
Deleted ltems
i " Manufacturin
Archive P 815 KB

aasnsaudwandnualulwainas Deleted ltems 1%ARNU1 Wi2LRan Empty folder

B2 Open in Mew Window
El s’_% Mew Folder., ( Q(

Mesw  Mews - Fenarme Folder =te Archive  Reply Re
Ernail Ierns Copy Folder
Mew lete
Iaove Falder
4 Favorites et ol search Deleted Items
> Delete Folder
Inbox 22

) Mark All 15 Read Deleted Items

Sent lterns
%= Clean Up Folder
o It
Ernpty Folder .
P Julian Isla
Remove from Favorites Meeds Review: Final Pres
“verenica Karen, Can you review th

£|  Sort Subfolders Ao Z
P Inbox 22

a  Mhove Up
Drafts [1]

Move Dowen
Sent lterns

Deleted It = Fropeties..

Outlook Online

Create new subfolder
. Rename
Search Mail and P¢ r
Delete

Deleted e Remove from Favorites |

. Move... we
~ Veronica Quek

Recover deleted items...

v Inbox
Drafts Mark all as read
Sent ltems Assign policy ’
Permissions...

Deleted Ite
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winndainanandiuafiauly 1hadn Recover deleted items (n1ulu 30 FuLvitiw)

v ]
12. msasarmsaaunavsalwaiaiiie laiagdlwasnile (Out-of-Office Auto Reply)
msé’a@hmmauﬂﬁué’miuﬂ"m:'ﬁ’sUlﬁ;d”ﬁummvlﬁ”’h dlinuliaglusanfauazlimansnasunau Sualdlu

YU s )
Microsoft Outlook

A8N? File > Automatic Replies

Deleted Items - weronicaq@CIET601463. OnMicrosoft.com - Outloc

Account Information

/7 weronicag@CIETE01463.0nMicrasoft.com
L/ Microsoft Exchange

+ Add Account

F‘ Account Settings
Lle] Change settings for this account ar set up rore connections,

A((‘D”m W Access this account on the web,
Settings bt/ foutlook,office 365.com/owa/CIE 601463, Onhic rasoft.corm,

File > Automatic Replies

Automatic Replies (Out of Office)

< Use automnatic replies to notify others that you are out of office, on vacation, or not available to
Automatic respond to email messages.
Replies

WanmIasdarindasnsaaunaulutisnalasiansniaIeswunefingas Only send during this time range:
v a A Ao & v A e v Y J ' [ et a A 0
uwinAnidenafidains anuu ladaanuidesmaudsungasi azliaguazaznavandnifiela lanldla

TaANUNI MUULAL Inside My Organization L.a¢ Outside My Organization (On)

Automatic Replies - veronicag@CIET607463.0nbkdicrasoft.corm X

0 not 3end automatic replies
8] t send automati li
ENd automatic replies
Send automati li
DOnIysend during this time range:

Starttime: Sat3/23/2019 [+]
End time:  Sun 3/24/201¢ [/]

Autamatically reply ance for each sender with the following messages:

a Inside My Organization e Qutside My Qrganization (O]

|SegoeL|I B I U AEE %E" 2
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Outlook Online

#m3uitnsasdn 141UN Layout > Automatic Replies

Settings Eyen Automatic replies Discard X

mpose and reply

/O Search settings

Use automatic replies to let others know you're on vacation or aren't available
lttachments to respond to email. You can set your replies to start and end at a specific time.
Otherwise, they'll continue until you turn them off.

m Automatic replies on

D Send replies only during a time period

@:3 General
=1 Mail

Calen

Junk email

¢ View quick settings Start time 4/14/2019 800 PM .
Customize actions

End time 471572019 8:00PM v
Message handling

Forwarding Send automatic replies inside your organization

Automatic replies

& oA B I U 2 A

i
+
i

Retention policies

Add a message here

mMIasAnsaaunaulanzanluesdns insuisnudenlulfiuvassnleanuilasiion Block my calendar
for this period #3an1nfAne invite W1 LI IRAaUNaUEALluIANTauAL Decline 1%l8an Automatically

decline new invitations... uaztndasnmslataninuaaunaul#ifan Decline and cancel my meetings...
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Automatic replies Discard X

Use automatic replies to let others know you're on vacation or aren't available

to respond to email. You can set your replies to start and end at a specific time.
Otherwise, they'll continue until you turn them off.

m Automatic replies on

H Send replies only during a time period
Start time 4/14/2019 B:00 PM v

End time 4/15/2019 8:00 PM

D Block my calendar for this period

l:‘ Automatically decline new invitations for events that occur during this
period

l:‘ Decline and cancel my meetings during this period

Send automatic replies inside your organization

& MmN B I U2 A

Add a message here

MIAIAINNTAOUNALLANIZAUUBNBIANT 'vﬁamwnﬂuﬂu%apjﬁm@iaﬁ]aamﬁmm'snﬁﬂﬁrﬁuﬁu

n Send replies outside your organization

|:| 5end replies only to contacts

g X B I U 2 A

(If
i
T
I

Add a message here

13. MailTip azrufondiwmanawnazdsia
U903 TavasyaAnadng g anadiuniandant aau mIseBwsisdasiziaritludiusasTariudin i

#a3 MailTip athansradudidenuuusaluid assuddeudaunazdiuasanll
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Microsoft Outlook

‘0 The following recipient is outside your organization: kumton@bemyguest.in.th X

kumton @bemyguest.in.th

Outlook Online

I The following recipient is cutside your organization: kumton. Remove recipient

To e kumton@bemyguestinth % |

14. mstlasnndwalalnasligslnaiaas Junk Email wazudandwanlaaasnis

a

a1vdn@szuy Outlook azﬁﬂws@sqaﬂudwgﬂuuu5Luaﬁdawwﬁ7ul,flu

suUuiuansely waunIaTIBuatAawn b ITaRUULFINIRNG A9% MIaIANNa lRTruUSpuILas T lwRe
U

, & ) . A Y g
Saanwllgslwamas Junk Email 39815 luwyd laadasn1sasda luh

Microsoft Outlook

(3

lwadnuNawandasnis uaaden Junk > Junk E-mail Options

Limgaton mMmeenng

Karen, | have a meetil & dunk LS 30 Block Sender
David So < Delete Never Block Sender
Capital Expenditure R &8 Trackin CRIM Mever Block Sender's Domain (@example.com)
Hello Karen, |waoulg _ - .
@é Set Regarding Never Block this Group or Mailing List
Renee Lo Mot Junk
RE: Contosao’s 4th Annual ... 5/22/2016
| have no interest in ® Junk E-mail Options...

\Ran Safe Sender nsanlaluy LaAan OK
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Options Safe Senders Safe Recipients Blocked Senders  International

® E-mail from addresses or domain names on your Safe Senders List
&8P will never be treated as junk e-mail.

[CJ Also trust e-mail from my Contacts
[[J Automatically add people | e-mail to the Safe Senders List

thdasnsudenysu 1#lUf Blocked Sender

Options Safe Senders Safe Recipients Blocked Senders  |ntemnational

E-mail from addresses or domain names on your Blocked Senders
List will always be treated as junk e-mail.

Outlook Online

¥

l#adn View all Outlook Settings > Junk email > Safe Senders and domains ANNBH NTONDLA aﬁ;ﬂ"lj

@DINT WAIAAN +
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Junk email Save Discard .

Don't move email from these senders to my Junk Email folder.

+ Add L2 Search lis

This list is empty.

nTUBLandaInIuaen 1iiaauadllf Blocked senders and domains LaIN3aNBLUaARIaLALUULAIARN

Junk email Discard %

Blocked senders and domains

Move email from these senders or domains to my Junk Email folder.

+ Add L Search lis

This list is empty.

15. a59nglnassaanang
dldumunnaiianglunsididuuald lassuisnainenindss 21933zlu Microsoft Outlook %38

Outlook Online a2 1332unwldNIUK Microsoft Outlook ez Outlook Online
Microsoft Outlook

v

a Aa a oA v v @
ANVINNLNINADINIT lﬂlaaﬂ Rules > Create Rules LLa’JﬁS’NﬂQ@I’m@IBGﬂ’]S
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AMY AIDETS

Contoso's Annual N ;= Rules 4 Always Move Messages From: Renee Lo &

Hello Everyone, Cor 3
ryone. ¥ Move s Always Move Messages To: Amy Alberts

Ty Carlson _@ OneMote Always Move Messages To: All Employees

Litigation Meeting

Karen, | have a mee! T lgnore iz CreateRule..

. Junk 3 "; Manage Rules & Alerts...
David So & S
Capital Expenditure X Delete From: Eric Gruber
Hello Karen, |WoU gl 7120k in CRM Sent: Thursday, May 29, 2014 7:06
Renee Lo 3 Set Regarding ] To: :&m\r Alberts; All Employees
RE Contoso's 4th ATTmErT sieerevn Subject: RE: Contoso's 4th Annual

| have no interest in

o A v o v
MAUG Ldau"lwadﬂg UEIRUANTUIILG DY

Create Rule X

When | get e-mail with all of the selected conditions

|:| From Renee Lo

|:| Subject contains |Contoso's 4th Annual Hiking Trip |
[sentto | Amy Alberts [~

Do the following

D Display in the Mew Item Alert window

D Play a selected sound: Windows Motify Em. |I| IE

[Imave the item to folder: | Select Folder | | Select Folder... |

| QK | | Cancel | |Ad||anced Options...|

Outlook Online

v

ARNNBLATNIABIN13 IlAen Rules > Create Rules Ua28319NANABINT

Mark as junk

Next: Daily Touc... Tomorrow
Ignore
Other: New conversations .
X R Mawve to Other inbox
no-reply@sharepointonline.com

. Always move to Othe
Sales Operations

Add upcoming group events to yc Move

Don't miss upcoming events You Categorize

&

avTanguazimuaanluanudosns
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Layout Rules Discard X

Compese and reply

Attachments o | Move all messages from Sales Operations to Inbox

Rules

~  Add a condition
Sweep

| From hd

Junk email 0 Sales Operations X

Customize actions .
Add another condition

Message handling

Forwarding ~  Add an action
Automatic replies Move to w ‘ | £ Inbox
Retention policies Add another action

Add an exception

- Stop processing more rules (1)

l:‘ Run rule now

Calendar
16. lananannmsiavanaaignislaujin (Calendar)
lunsnusunwduinagraduszuy nane g assidudasdnsaunauazmnuwansnsaan ihalvan

o a 1 4 { U 4 ‘&/ o v U A 1
mmu"l,ﬂamoﬁu%uﬁaim Outlook lat@3uuWLaa3 Calendar tNaxnaaulangilagani: inlvniulaviuiin 4

o
o

lﬂs'j'laLﬂTﬂﬂizquvl@TﬁN maaﬂvlﬂauﬁqmwaumqm’m‘lﬁm%amm’;mﬁm"lfi"l@i”‘[mtﬁaﬂﬁmkb Ut

11 Outlook Online

Microsoft Outiook %38
ANEILEHINAGNARYDIU] ] Microsoft Outlook

sunInssumMIlnusznivIanine Ui yeaa uazdug e
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Outlook

6 e
=+ Newevent o B Today I < Apiil2019 ~ 5 EH Month ~ & Share 1 Print m The new Outlook
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\ Calendars e =
@ Mycalendar
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~  Groups 11a Daily Touch Point Meet 5 11a Daily Touch Point Meet 5 10a Weekly Inventory Revie > 11a Daily Touch Point Meet 5 10a Marketing Campaigns\ > 11a Daily Touch Point Meet Z 112 Daily Touch Point Meet
11a Daily Touch Point Meet 112 Daily Touch Point Meet 3p Sales Operations Strateg Z
Sales Operations
Marketing Team
21 22 23 24 25 26 27

Cleveland Store-Newsl...
112 Daily Touch Point Meet 112 Daily Touch Point Meet Z 102 Weekly Inventory Revie 112 Daily Touch Point Meet Z 102 Marketing Campaigns\ > 11a Daily Touch Point Meet = 1

Tech Conference 11a Daily Touch Point Meet & 11a Daily Touch Point Meet 5 3p Sales Operations Strateg

= Daily Touch Point Meet

M400 Presales Review

More

28 29 30 May 1 2 3 4
New calendar 11a Daily TouchPaintMeet 11a Daily Touch Point Meet 102 Weekly Inventory Revie & 11a Daily Touch Point Mest & 102 Marketing Campaigns\ <> 112 Daily Touch Point Meet & 11a Daily Touch Point Meet
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17.35n158379 wn by aukanang

dlnusansniiuiananoiie g 1d
Microsoft Outlook

AN New Meeting

Appointment Meeting ltems ~

Outlook Online

A8n New Event

+ MNew event |

WuTazdnaraInIianine asudwate anud didriunmsdszgy Tun a1 elmoazidsadieg

Microsoft Outlook

B m - 0O
e TR et Review @ Tellme what you want to do
x = G ﬁ Y & g 2 hon s (W B 1O 0 Private Py
= @&] X I—I Yo iz = @ & m 1 High Impartance
Delete oy . Appaintment Scheduling  Skype  Meeting  Cancel Address Check R&SpOnse & meminder |15 minutes - |Recumence Time \Room Categorize 3
Jasistsnt  Meeting  Notes  Intation ook Names Options Zones Finder. -k Lowimportance  pdd ins
Adions Shaw Skype Mee.. Meeting M... Attendees Optians Tags Addins | A
A Vou haven't sent this meeting invitation yet. Room Finder = %
£ Hoy: ]
Hfter e hrey o ez
Office 365 Meetind ]| sumo rawe m Fos
1 9 123 4
Rooms. 56783 w01
Wanan32016 o lsman 7] O aw syt 2 s e 7 e
Endline | Man 61372016 =] mzzmnn
[JGocd []Foir [l o
Choase an svailable room:
Hor
Suggested times:
800 AM - 8:30 AM L
Ho contiicts
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Outlook Online

My calendar ol

B Send [i] Discard [§ Scheduling Assistant Busy ™ <2 Categorize ~ [f] Response options ™ -

[@) Office 365 Training & > Sun, April 14, 2019 v
I . Carlos Grila X O DanJump X 3 KarenBerg X Optional 1a
Daily Touch Point Meeting Karen Be
12p
© 411472019 100PM v to ENOIEY v @ Aldy @ )
1p
Free: Mon 4/15 800 AM - 10:00 AM | 11:30 AM - 1:30 PM | 1:30 PM - 3:30 PM
E
O Repeat: Never v P
3p
©  search for a room or location Teams meeting @D
ap
73 Remind me: 15 minutes before ~
Sp
= | Add a description or attach documents
6p
¢ m X B I UL A==« » ==
»
- = @ %

o

v @ v o a 4 o v . A’
dgltnudasmadnufiunsdszgalusuueaulad sansnyildniu Teams Meeting 63%
Microsoft Outlook

A8N Skype Meeting

o o 4 o o o I3 WM v a X =
sruvazudasmaiadszauldidu URL el didumatunmalzguanzvesldnu laslasiaanldsuiaian
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You haven't sent this meeting invitation yet.

ion Microsoft Teams Meeting

el Vion 15-Apr-19 [T} 12:00 M ad W Al day event
iR B Mion 15-Apr-19 E 12:30 PM -

Join Microsoft Teams Meeting

Learn more about Teams

Outlook Online

= .
LR8N Teams meeting

Teams meeting m '

LﬁaﬂsaniaHamumm’admﬂuﬁ 1#98n Send

B Send .

azdnngfsadmiunlszguaaulad
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[E Office 365 Training

(©  Sun 4/14/2019 1:00 PM - 3:00 PM QOrganizer

B Join Teams meeting Veronica Quek

Didn't d: 3
@ Remind me: 15 minutes before ~ idn’t respon

Carlos Grilo
Required
Dan Jump
Required

Karen Berg
Required

SCH 3

Join Microsoft Teams Meeting
+1 647-749-7163 Canada, Toronto (Tell}
Conference ID: 563 343 25#

Local numbers | Reset PIN | Leam more about Teams

v v

ddsamurlaianune Wluimaiananoius uiadndy Edit Wourlueiauda lhadn Send tadinis

Lm“”lmﬁfu"l,ﬂﬁwqmﬂu
4 v U 1 v Aa Y U =Y = g v a
Wadasnmahiwdszgy lhadn Join udthdasmasnidnmavananoi ladn cancel

18. mInaususanaalndiaa

%3 d. 1 a L U C Q A 1 1 v d. dl dl L3 L2 dd‘
wasnissBianmmianansaen lduds fiuauninasunduniesdalinuyaaaduiiinoatosld Tunsdid
Hiudasnsbiugumadniindszgy lhadn Accept iliuwila ladn Tentative uazinlidasniaidni I

AAN Decline W3avINAaINTLEUaIANAaINT LA 1idan Propose new time

Office 365 Meeting A

Carlos Grilo ® 5 Replyall |V
10:33PM

Dan Jump; Karen Berg; Carlos Grilo ¥

Y When: Man 4/18/2016, 12:00a to Tus 4/13/2016, 1200
Where: Online meeting

+/ Accept ? Tentative X Decline (® Propose new time

Show conflicts

Join online meeting

Conference ID:

lunisaaunaumItianang Q%‘m:ﬁé‘uﬁan'[ummaunéﬁ.lﬁa
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V Acce—* N v _a_an it Pt
Accept event

Edit the response before sending
Show cor

Send the response now

Don't send the response

- Edit the response before sending: [AxdaanuuuylUaunIaaunay
- Send the response now: aaunaLyui laglifimaindaanulag
- Don’t send the response: ABLUNALNHT Ll LA DIFI DLNADINEARINE

u

WarSunaaauIuua 1w Accept Havaziiwiamuzangaiiilandidszguig

Mon 4/18/2016 (All day) m
Online meeting

Office 365 Meeting

Join online
meeting <httpsi//meetlync.com/cy16h2/carlosg/t

Carlos Gril
'Q arlos Grilo

Accepted 1

Mo response 1

J
L Office 365 Meetit 1.
mw # Edit X Cancel

11a Daily Touch F

6

| a_da & o A, A o o
LLASLNBARINTNAIN ﬁl:muﬂuﬂ’nuiﬂi@launaumd

PeOple E‘l Scheduling assistant
Add people +
Carlos Grilo
W' Organizer
Attendees
Sortby ¥ | Request responses

Dan Jump X
@ Accepted
e 3
Karen Berg x
B Noresponse

Page 36 of 56



Microsoft Outlook Guide book

Q 1 a 531 o

19. ﬂ'li%ﬂ‘lﬂ&l'lﬂﬂ’liﬂix"q&lﬁLﬂﬂ‘l]%lﬁ%ﬂizi]'l
ad &< a X o s a o & A v a o :‘

‘lumm‘nmiﬂizquuummmﬂuﬂi:m v3% MIUsEgRNann g FesFlaw ﬁiﬂﬂ’liﬂi:‘“g&;dﬂiﬂ’]iﬂi:ﬁnﬂ vilu

A ;ﬁﬂaﬁi’nﬂuﬁam{wamsﬁfwmﬂmiﬂszquﬁazﬂ%ﬁ udaaNTaR9ATLAL uiirualdniananems

A a X B Ao P o o o A v A a @

Urzgnibfiaduauginmidansle laslunihnisianunonisdszgy 1fifen Repeat usaifaniianfigls

v [ ‘3 o \ [ [ o o o
maams’lmﬂﬂmmﬂuﬂszm LD ‘Y(]ﬂ’l% "Qﬂs] ’JWV!?E “Qﬂ’J%‘Y]’N’]% L‘ﬂ%(ﬂu
Microsoft Outlook

A8n Recurrence ANNANTN

O

Recurrence

2

& P @ a & o
LRANLININ aﬂﬂ’]i‘hﬂ ﬂ’]iﬂi:"q&l Lﬂ(ﬂ‘umﬂuﬂizm

Appointment Recurrence X

Appointment time
Start:
Duraton:
Recurrence pattern

© paily Recur every week(s) on:

® weekly [Jsunday [ Monday [ Tuesday [Iwednesday

O Monthly [thursday O Friday [ saturday
O vearly

H!!

Range of recurrence

s o ena e
(O End after: OCCUITENCES

(O End by: Mon 8/15/2016

Outlook Online

a y a v b ] v 1 v 1 y v v a A’ a J
‘Hﬁ\‘l"ﬂ’]ﬂﬁﬂﬂﬂﬁiﬁdﬂ?'ﬁuﬂ%&l’]ﬂlﬂutm? 1%'&‘71% Repeat sL‘P\Lﬁ?Jﬂ“Ii’NL’Jﬂ']ﬁ@l?J\‘lﬂ’ﬁsl,ﬂﬂ”l'iu(ﬂ‘lhll"lﬂuLﬂ@“ﬂuLﬂ%

15231 @9 W
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e Add a title

2 Invite attendees

©  4/14/2019 10:00 PM

Repeat: Never ~~

Q

Never

@ Search Every day ation

Every week

79 Remind Every month before

Every year

ach documents

Addat

20. maidanyanasmIgupnuwia Calendar View
dlFnumaninifenyuvaimigujfuaafiawastuseuld 1su desmiguuuiduwidan uden grane

Jurnnulusdend dudu

Microsoft Outlook

O =

Day Work Week Manth Schedule
Week View

Arrange T

Outlook Online

Week ~ | Share

i Day
8

fla
lie [l Week

= Work week

. [ Month
lai

Split view

21. mawndgnwann Calendar an
aa dl Y o a o v v v aAa dl v 1 aa 1 a A s
waninufinilsdniunsvhauudy glinumansnaiiljinaug ladn gu Ujfiudrudinieasauaia

Uiuvasnausinn iudu

F5naNNL)InaINanIINIIW
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Microsoft Outlook

ﬂﬁﬂ‘ﬂ’nﬁ' My Calendar > Add Calendar > From Address Book

| Mee-ting; Karen Berg Mee

4[v| My Calend=re

Rename Group
Caendd P

Delete Group

»[] Team: Jul Remove All Calendars
Mew Calendar Group

pm Daily Touch Point
{21 Add Calendar 4 I 43 From Address Book...
Arrange By Name Euf' From Room List...
Refresh Free/Busy E’% From |nternet...
Mowve Up @ Open Shared Calendar...
Move Down Ipm Daily Touch Point

©  meeting; Karen Berg

a A A
PWNINUTEVDILND

Select Mame: Offline Global Address List

Search: @ﬂame only O More columns  Address Book
‘ ” Go |O‘I‘flme Global Address List - karenb @

‘ Mame Title Business Phone

Alan Steiner VP Corporate Marketing
& Alicia Thomber Chief Financial Officer
25 All Employees
a Allie Bellew Marketing Manager
& Amy Alberts VP Human Resources
a Anne Weiler Manufacturing Lead
2% Bl Strategy
& Carlos Grilo Customer Call Center Man...
& Christa Geller Recruiting Coordinator
& CIE Administrator 8006427676

25 Corporate Affairs
S.a Customer Service

& DanJump Chief Executive Officer

a David So Manufacturing Manager

& nNians Pracrott Arivarticina Dirartar e
>

Calendar -> |Alan Steiner
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UfnuveaNeuazlngiu

4 r June 2016

Calendar %
SUN

May 29

1:00pm Daily
Touch Paint
Meeting;
Karen Berg

5

1:00pm Daily
Touch Paint
Meeting;
Karen Berg

30

1:00pm Daily
Tauch Point
Meeting;
Karen Berg

6

1:00pm Daily
Touch Point
Meeting;
Karen Berg

TUE

31

1:00pm Daily
Touch Point

Mezting; Ka...

&00pm
Weekly Ma.

7

1:00pm Daily
Touch Paint

Meeting; Ka..

6:00pm
Weekly Ma.

WED

Jun1

1:00pm Daily
Touch Paint
Meeting;
Karen Berg

8

1:00pm Daily
Touch Paint
Meeting;
Karen Berg

Tomorrow

. Today d
Washington, D.C. 9] 831 160°F garromE ST goopsracr Search Calendar (Ctrl~E) A
4 Alan Steiner X

THURSDAY  FRIDAY SATURDAY SUN Ell - WEDNESDAY  THURSDAY  FRIDAY SATURDAY
2 3 4 May 29 30 31 Jun1 2 3 4
1:00pm Daily 1:00pm Daily 1:00pm Daily l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy l 1:00pm Busy
TouchPoint  Touch Foint  Touch Point | soopmBusy | sotmbusy
Meeting; Meeting; Ka.. ~ Meeting;
Karen Berg So0pm sales | KarenBerg

Operations ..
9 10 1" 5 6 7 8 9 10 11
1:00pm Daily 1:00pm Daily 1:00pm Daily I 1:00pm Busy I 1:00pm Busy I 1:00pm Busy I 1:00pm Busy I 1:00pm Busy I 1:00pm Busy I 1:00pm Busy
TouchPoint  Touch Point Touch Point T e
Meeting; Meeting; Ka..  Meeting; | &:00pm Busy | si00pm Busy
Karen Berg 5:000m Sales Karen Berg

Operations ...

Outlook Online

aan Discover Calendar uazl8an From Directory La1a&n Add

Discover calendars Add calendar from directory

Sports Select a person, group, or resource fram your organization's directory to view the calendar.

B’ Alan Steiner X

1)

Holidays

Import calendar
Df From file

@ From web

&£ From directory o

Powered by |3 Bing
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Ufnunisesazdsngiu

= -+ Newevent 5] Today €& = April 15-19,2019 ™

) &
~ April 2019 T~ J 15 Mon 16 Tue
S M T W T F S ga

31 1 2 3 4 5 6
7 8 9 10 11 12 13 9a
15 16 17 18 19 20
21 22 23 24 25 26 27 10a

)
28 29 30 1 2 3 4 IWnukIy Invunh._,IBusy

5 & 7 & 9 110 M 11a
I Daily Touch Pe> I Busy I Daily Touch Pe:Z I Busy
" Calendars
12p
@ Mycalendar
~/  People's calendars 1p
@  Alan Steiner

wiadglfnudasmsihidil fivanndu 15w arenswdsdunaues wiaasenen1sil imawnsarle

U

LTUN
Discover calendars Sports pe
@ Sports @ Australian Rules > Baseball >
=21V
.|
u  NBA @ Basketball b %( Cricket >
B NFL
% AL @ Football > Golf >

¥

3 MLS
& Holidays @ lce Hockey b Racing >
Import calendar @ Rugby S .‘ '. Soccer 5
D From file
@ From web @ Tennis >

& From directory
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AI aa ot a aAa et ' L) v aa A v " v
Iﬂﬂﬁ’lll"]iﬂLW&lﬂg‘ﬂ%’)%m(ﬂ ﬂgﬂmuﬁq@mmum:ﬂsxmﬂ ﬁamwﬂﬂgﬂummzuuaﬂ@ LL@]@]E]GLﬂ%%’]SJﬁQE‘I

ICS YNt 13U 9N Hotmail, Google Calendar laulwldmuladart ics 1389 From Web

Discover calendars Import from web
& Sports Subscrioe online and keep up to date.
TV

= Link to the calendar
4 NBA

Example: webcal:/fwww.contoso.com/calendar.ics
B NFL
ﬁ NHL Calendar name
& MLS _

Enter a name
5] Holidays

Import

Import calendar
D- From file
@ From web

&£ From directory

22. madanmwansilszgalaildviugdawnuun Calendar
= o [ ' { o ¥ o ' I3 [
Tymnisasnstananomadszgude matamariviasiusasfidhiwdszsgannan adwlsfionu da
1 v ' v v 1 ' é/ v >
#1987 Scheduling Assistant TaalWn1sasaseunaivvasgidhiudegunnawiosamsdu lasluniia

YV o s J
wune 1Avinaad
Microsoft Outlook

A8N Scheduling Assistant A1UNW
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File Meeting Scheduling Assistant Insert Forrmat Text Review Help @ Tell me what you want to do

O Refresh Availability D_, AutoPick v

o i

B || AllAttendees
[] @ veronics Quek
[] & Alan Steiner
[~'] @ Alicia Thomber
[/] @ Karen Berg

Add 2 name here

-’Qi Add Attendees B_ add Roorns @}! Options ¥

uesday, April 16, 2019 Wednesday, April ) .
100 A0 1o 110 G00AM 5 Room Fin...

4 apriioois b
E Su Mo Tu we Th Fr 5a

12 3 4 5 6
78 8 1011 12 13
[1a]1s 16 17 18 19 20
21 22 23 24 25 26 27
2 2930 1 o 5 4
506 7 8 9 10011

[eooa []Fair [lPoor

Choose an available room;

Hare
o ol Suggested times:
Add stendees.. ’ i’y
Starttime Tue 41602013 | [1zz0m ~ %gn[g:nﬂmtgsj“M
£dd Roams.., Endttime T1e 41602013 | [zoarm ~ 8:30 AM - 10:00 AM
- . » " ) . Mo corflicts

laszuLEATIAFO U ALANZEN Iml@ﬁ Suggested Times LAz IINTON 9N

Room Fin.. ¥ %
\E[Good | |Fair [ Poor 4
[u]

ose an available room:

Mone

suggested times:

8:00 AM - 9:30 AM
Mo conflicts

8:30 AM - 10:00 AM
Mo conflicts T

11:30 AM - 1:00 PM
Mo conflicts

12:00 PM - 1:30 PM
Mo conflicts

12:30 PM - 2:00 PM
Mo conflicts

Outlook Online

AAN Scheduling Assistant MW tWagdayaiianinasidhiudsegunnan
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My calendar

+ Done [i] Discard

4/14/2019 10:00PM ~ to 1030PM ~ @ Alday (@ )

nday, April 14, 2019 Monday, April 15, 2019
Show only work hours @ 9p 10p 11p 12a 1a 2a 3a 4a 5a 6a 7
' Required attendees [ ]

ﬂ Veronica Quek

,"-. Alan Steiner X Q
a Karen Berg X
€ Alicia Thomber X

@ Add required attendee
' Optional attendees
® Add optional attendee
v Rooms

® Add a room

| Busy % Tentative 8 Away f Working elsewhere §  No information [l outside of working hours

4
23.msuns Calendar
LLiT'.iwzmu'ﬁnmwaaunmdwwaa@mﬁiwﬂizquvm LL@iﬁLﬂulumm:ﬁﬁ'lé'w:ﬁfwmﬂmiﬂi:*’qu LL@iW]ﬂlﬂ;L’ﬁ/

dasns Asansnurilfavllasuau nguan wiauwrsuuummineldnnausmaningd jiivsesawasle
3 = v o A

lassansniwuagduuunisdniisle ash

- Can View when I'm busy: uga3ljfiuuadisianiz Busy 1Hiiu

- Can view titles and locations: u&AJUJAiuv8ITUANIZRITE 1187 wazan 1wl ud liuaastayadug

wanwileanit
- Can view all details: Ltam"ifagavﬁﬁuﬂﬁa%ﬂu Calendar 184L30
- can edit: Tanslunsuslyjauan e
Microsoft Outlook

A8N Share Calendar AMUNNW
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ﬁ Share « |

| weronicaq@CIE9927170.0nMicrosoft.com

Calendar

v

v A A 1 A 6 1aa v v
LR Laaﬂqﬂﬂﬂﬂiﬂﬂfﬂq&]ﬂuﬂﬂ axﬁﬂ']iLL’IﬁﬂQﬂ%sLﬂ@]’JfJ

g
Calendar Properties >

Gereral Permissions  Synchronization

Currently sharing with:

Mame Permission Level

My Organization Can wiew when I'mm busy

Alan Steiner Can view all details

Add.., I | Remowve

Permizsions
O Can view when I'm busy
D Can view titles and locations
@ Can view all details
() Can edit

ODeIegate

Ok | | Cancel | | Anply

Outlook Online

A8N Share

=l Work week ~ ¥ Share Iﬂl Print .

v ' { v aa v v a Qfl v
uwiianyananianguauiidainuriljanlidpaninindasms
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Sharing and permissions X

My calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

X Alan Steiner i .
1“., alans@CIES927170.OnMicrosoftcom | 2N view all details - m T

Inside your organization

e People in my organization Can view when I'm busy V

Mot shared
Can view when I'm busy
Can view titles and locations

Can view all details

Can edit
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Contact
[<3 4 1o o . .
24 wiusebalu People wuulaidina (Unlimited)
WadaamidsBuaniadiimuanistaning ldiyaaaluuisn dlinusuninlFnu Global Address Book
d'l v di v " Y U v v di di 6 U U
wadunodald wddglinudainmidumnedayanadunisuanaidng gldnusuninldnu Contact

U 4 J " Y v v a
View luwnsaansfaduannsidioaniad laniole Address Book L&

Microsoft Outlook

'
g a v ' s oA A a 6

1ﬁﬂaﬂ uRALRaNTBTaNAaINIRad ’ﬂ:LLﬁ@]GTSH&m@GLL@]@%Hﬂﬂa FIUNINUANNTY RIDLAURY BIDWUN

Taaaudaanylenud udu S5ANTeTelWiaen New Contact

| Search Contacts p ‘AII Cutlook Items -
Amy Alberts
123 =
mm WP Hurman Resources
Ay Alberts
ah ¥ Hurnan Resources
oo
. 0 =
of Allie Bellews
g Contact >

Ty Carlson

Free for next 8 hours
[ amya@CIERO2T170.0nMicrosoft.com
., 14255550070
Jooanr

hally Clark

Christa Geller L

Show more

Carlos Grilo Organization >

r Repaorts to
; Eric Gruber
Alicia Thomber
t " Chief Financial Officer
Jeff Ha
e ¥ Show more

Julian Isla LinkedIn profile >

Dan Jump (R Several possible matches for Sy Alberts

9&?%9@?@@@?

Outlook Online

lwadn uaziianTadanasinifade 'ﬂzLLﬁﬂd‘ﬁ/ﬁﬁﬂﬂlaﬂlL@ﬂzqﬂﬂﬂ I@U@fﬁ’]&l’]iﬂﬁ@“u’]ﬂ f981U8

wIaNuNldaauTan N lenud 1dudu 35WNIe%aliaan New Contact

Page 47 of 56



Microsoft Outlook Guide book

= ew conta % o favorites i elete g Linked contacts » Manage
+ N tact | v Y5 Addto favorites ¢ Edit [i] Delete B3 Linked contacts ~ A M v
*  Favorites All contacts By first name
Alan Steiner
& EeEsn A @ y VP Corporate Marketing - Corporate Marketing
B o §  Alan Steiner £ i = Send email [ Start chat
4 AlanS@CIES927170.onmicrosoft.com
& Your contact lists .
e, Alicia Thomber Contact  About  Organization Files  Email
®  Suggested LY AliciaT@CIE9927170.cnmicrosoft.com
Contact information Edit contact
@ Deleted . Allie Bellew & Eit con
AllieB@CIEII27170.0nmicrosoft.com
~  Folders Email Work phone Office location
Amy Alberts I; i 7170. i 14 0129 4187
CH Contacts AmyA@CIE9927170.onmicrosoft.com
Chat Job title:
New folder Anne Weiler alans@cie9927170.0nmicrosoft.... VP Corporate Marketing
AnneW@CIE9927170.0onmicrosoft.com B
Chat Job title
'  Groups c sip:AlanS@CIE9927170.onmicro... VP Corporate Affairs
B Member ; Department
Carlos Grilo Corporate Marketing
Yy Owner CarlosG@CIES927170.0nmicrosoft.com
Department
@ Deleted t Christa Geller Corporate Affairs
ChristaG@CIE9927170.0nmicrosoft.com

25. dasmsairemedangaies liidanls Contact List

Microsoft Outlook

A8N New Contact > Contact Group

A= Mew Contact | [l Delete

1 E-mail Message
E Appointment
ﬁ hdeeting
A Growp

= Contact
Task
QQ Contact Group

= Contact from the Sarme Compary

Mlore [termns

v

WinsuBnvasnedangy lauain Add members inaNN3nTidaan1s uaznsandanga ialglunisdrsdanm

oA
RIBLUR
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Untitled - Cor

File

Contact Group Insert Format Text Review

Save & Close ]E Delete Group A3 Forward Group v QQ Members [ J Motes Qi- Add Members v (Q_ Remove Member

Mame |Pi|0t User{

% Mame & | Email
A= Alan Steiner alans@CIESS2T170.OnMicrosoft.com
A= Karen Berg karenb@CIESS2T170. OnMicrosoft.com

A Lo : a4 & A
L&le'_lL’Jﬂ’]Li’]ﬁdﬂ{lﬂQMi’]&I‘Eﬂ%ﬁ]zﬂiﬂﬂg'ﬂ To

B‘ Tao Pilot User:
Send Cr
Subject

W& Contact list NONETIILE

L

<
My Contacts ‘ Search Contacts pel | A1l Outlook ltems Pilat User
Contacts o3 [<]
- w ,Renee Lo

o=

Spencer Lowr

Members >
Swven Mortensen

¥ \
- L e

Filot User

-
o . Motas
Pilot User 2
n Mo netes have been sdded
op .
Diane Prescott
N

Outlook Online

dlFnumanIninnguedalaoain New Contact list
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+ Mew contact | N ‘ﬂ{ Add to fa

i i Mew contact
-avorites I

Mew contact list

Contacts New group

maﬂ“ffagmw UaZLEAUBIFNIEN LL&Z%aﬂiﬁﬂJ A8N Create

Contact list name

New contact list

Pilot User 2
Create 3 list of email addresses to
send email to many people at a time.
Mote: The email addrasses in a
contact list are not connected to your Add email addresses
saved contacts.
Type a name or an email address Add
Karen Berg %
karenb@CIEQ927170.0nMicrosoft.com
e Dan Jump %
danj@cie8927170.onmicrosoft.com

Description

Add a description

A =] ' 4 & A
L3JﬂL’Jﬂ”lli’]ﬁx‘lﬂx‘lﬂ@“i’]U“Hﬂuﬂzﬂi’lﬂgﬂ To

E Send [ Attach ~ & Encrypt i Discard

To -4 @ Pilot User2 X

L&®A9 Contact list ﬁgﬂaﬁ”ﬂmé’a
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= + New contact \ v 3% Add to favorites f Edit ]E Delete 9,,; Manage
%  Favorites Al contact lists By name
Pilot User
~ Contacts Pilat User Contact list 2 email addresses
Contact list
=3 Send email
R Your contacts
Pilot User 2
£ Your contact lists Contact list
D Suggested
B Deleted @  Alan Steiner Karen Berg
=l @)  alans@CIE9927170.0nMicrosoft.com 4 karenb@CIE9927170.0nMicrosoft.com
~  Folders

wa 1

26. NMIARRIIUBOHANGD

u

v tﬁl A ' g 1 IA/ g a 6 llﬂI 1 3 v lﬂl s Q
NIAWNAIIN ﬂ’ﬁaqﬂﬂﬂﬂiﬂﬂq&l%u\‘i’l MUY Iﬂ EIEEIL"}J‘G’]%W&IW BATALNIUG ITUUITARNAIIN El‘liﬂl‘l’ﬂ@] EJE]@]I%&I@I

Microsoft Outlook

TWnsanTefidaansdumaslugasdum Search People NyuLuIMTINTN98

|car| x |

," I" Ty Carlson
(M

123

a
b
. Carlos Grilo

d

Outlook Online

'
2

v A A v | . A v £y
slMﬂiﬂﬂ"]jE]‘Yl 'ﬂdﬂ'ﬁﬂu‘lﬂ’]ﬂdl%"ﬁad Search Mail and People Y]&lq&luu‘ﬁ’]ﬂ‘llﬂd‘lﬂ%’]"ﬂﬂ

= + New contact | ~

e

Eric Gruber
EricG@CIESS27170.0nmicrosoft.com

0 s

%  Favorites All Employees
Distribution list

~  Contacts Engineering
Distribution list
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27. mswwanaanuyusnis Linkedin

% @ o . ' o & @ A A .

m;ﬂ’tmmﬁmy%maa LinkedIn (1a3aan8dInNaawlaiilszinnniis) Q‘lmmmmsnLmaﬂmﬁmamn LinkedIn
> v o v g A‘ a 1 Qs k3 J Y a {

3183 Office 365 'ld m‘l‘v\mmﬂﬂa:Lﬁmmaaqﬂﬂauumnw fadaninulazzaindu lavliaind Manage >

Connect to Social Network

Outlook Online

Manage ¥  Edit Delete

Connect to social networks
| t Impart contacts

Export contacts

R8N Connect

shortcuts Connect to social networks
» General
» Mail Connect to LinkedIn to add your connections as contacts and keep them up to date.
» Calendar B Linkedin
4 People

Connect to social networks

nsandayaved Linkedin us21Afn Connect 3Mniu MuFanluvlndas Linkedin 2895153 UaziTonsdany

Office 365 Nu#

Linked ma Don't have an account?

Grant Microsoft Office 365 access to your LinkedIn Account
Only allow access if you trust this application with your Linkedin network information

Email: [ ]
P O I [

Access Duration: Until Revoked change

Ok, I'l Allow It
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Task

a [~
28. NIABLNALAZIW AL wIzULA8 Task

A oA v A ] ' v o) o a A A ¥ A o & o
Lﬂiﬂduﬂﬁmﬂ’l&lﬂa Task 9 Task 3¢ Ell‘lﬂEﬁ’ﬁd’m@l@m’l&ld’m%iaaLNﬂlﬁLﬂuvLﬂWl&lL’m’mﬂﬁﬂuﬂ FAIUDINMAUA

anudaynawnad las Task lunng Tansdus a:dizlss = EjarNINIEIUI 1ATBININ T

(3 [

e 4 @ @ a & v a & o A a = =' ad
‘i_li::IEI“IiuL&laf{éil,"ﬁd’m@m\‘]ﬂ’liﬂ’m\‘i’mi]’maLllauu‘*] I@ml%ﬂﬂﬂ"ﬂi’l LRONAILRDNN adﬂ’lii]’]ﬂL&l‘I;} Tdfﬂuﬂu’m‘ﬂ‘ﬂ

[
AAINIIATNIW
M U
Dan Jump e A
Office 365 Meeting g Todey ;
No preview is available. Tomorrow
Yesterday This week |

Next week
No date

Mark complete

Clear flag

2 a & = 'Y [ 'Y 2 vy A A o, =
L“aqqulualuauuﬂ LRIILLAT lﬁLaaﬂ Mark Complete LLﬂ’Jﬁ]:ﬂi’mgLﬂiﬂd%&l’lﬂ LW U WINITULRIR

amgirﬁuﬁa

29. n13as1991w Task wia To-Do list
Tasks NU To-Do list 3TUANE19NUATIN To-Do list 131 FaaIwINTdarines Iyt duiSasaine e Tasks

TIEaNInNaUnANg Tasks liiuyanadule lasmnualuizaszasiim adegiumvh Project Plan
A . A o v & = A
Task %38 To-Do list AiE{lTnuasenimuaszgnifiusiusiad Tasks

Microsoft Outlook

MWuA Tasks INBLUA 1AUARNVNNBINATFDINT INOMABAIUAII G LTW THAITU IUFIY% 97y 16

| Follow Up b > Today
Kelly Krout = Acsign Poli vl a Ao
RE. Contosors 4tn ar 13 559" EOlicy I* Tamorrow AanNuINaLNa > Follow Up
Sounds like fun! Find Related v | |F This Week
Amy Alberts Quick Steps v | |7 Next Week
Contoso's Annual M =2 pjjec » | ™ MNoDate
Hello Everyone, Con -
¥ Move 3 |" Custom...
Ty Carlson _@ OneMote Add Reminder...
Litigation Meeting - -
Karen, | have a meet (% |gnore &/ Mark Complete
David So & lunk ’ ClearFlag
Capital Expenditure Delete Set Quick Click...
Hello Karen, |woul B - Sent- Thursda
............................................................... To: Amy Albe

Renee Lo = oot
B HE 2=

RE: Contoso’s 4th Ar

| have no interest in
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o A o v o & I a_d o o
LLRSLUBNRUALLRT 'qﬂ Task awﬂﬁng"uu AUA[/NT mﬂﬁngmmw

= Caren 100

File Home Send / Receive Folder View CEM Search ‘:.:.:‘ Tell me what you want to d
W Meetmg [ > Today | Nex]
viETgE X QS v K

‘ 9 | Tomorrow |" Mo [
New Mew Mew | Delete Reply Repl; Forward f' Mark  Remove . -
T B bense Al EgMore- | complete from List | |7 ThisWeek [™ Cust
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[1 sign up for IT training class
[] Update benefit election form
[] Prepare for staff meeting

[] complete sef-evaluation form
[] Review monthly reports
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