ADMINISTRATIVE OFFICE OF THE

COURTS

Welcome!

GroupWise-to-Outlook
Migration Training

(Desktop M365 Outlook Application)
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Class Logistics and Guidelines

Training duration = 90 minutes

e Be present.
e You can use Q&A to ask questions.

e We will “parking lot” questions that require
further research.

e Training, reference materials, and support

contact information are available at:

https://tncourts.gov/microsoft-migration -
(Password: L4wtech24)



https://tncourts.gov/microsoft-migration

Course Objectives

Purpose

Introduce the Microsoft Qutlook tool and available
support resources.

Course Objectives

Upon completion of this course, you will be able
to describe:
e Outlook capabilities.

e How to send, receive, reply, and manage
email.

e How to create and manage meeting
invitations.

e How to delegate and work with shared
calendars and mail.

e Where to access job aids and help videos.




Course Overview

_#_|Lesson Name Duration

] Introduction and Outlook Overview 10 min.
2  Email Basics 10 min.
3  Managing Views and Email 15 min.
4  Calendar and Meeting Basics 15 min.
5 Sharing and Delegation 30 min.
6 Next Steps and Support Resources 5 min.
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Introduction and Outlook Overview Lesson

Objective: At the end of this lesson,
you will be able to describe . ..

e Benefits of moving to Outlook
e How to access Outlook

e How to navigate Outlook at the
highest level:

e Menu/Ribbon structure
e Mail
e Calendar
e Global search (very powerful!)

5/20/2024 5



Bene

5/20/2024

Improved integration with other state
agencies

fits of Outlook

User-friendly, streamlined interface

Updated technology and security

Prepares the way for greater collaboration
via other Microsoft apps

Demonstrates our commitment to be

forward-thinking and responsive to change.

Lesson 1




Access Outlook (desktop version) Lesson 1

Double-click the Outlook
desktop shortcut.

Result: The application displays.

Note: Mobile access is available for
those who currently have mobile
access. Those who are interested can
contact the helpdesk to request it.
Access occurs through the Outlook
app on the App Store or Google Play.

453 PM

A O s 5/6/2024 Eﬁ




Outlook Navigation Lesson 1
A primary feature in all
Microsoft Office applications
(Outlook, Word, Excel,
PowerPoint) is the “ribbon.”

Just like hanging pot and
utensil holders, ribbons
enable you to find the tool
you want without hunting
through cabinets.




Outlook Navigation

Lesson 1

}3 Search
File Home Send / Receive Folder View Help Try the new Cutlook (@ on
= ’
S [E W S| | £ |[B]|[F][ R [ |0 x| 5| @ | O
3 /4 / oo |
+ Cx~ % Reply &I - ' B Browse Groups | [ Address Book dx — dll
Mew  Mew Delete Archive - . Quick Move Tags _ _ Read | Translate All Reply with Send to Viva
Ernail Iterns « R > —> Farward ) Steps v ~ - ? Filter Email ~ Aloud - Apps Scheduling Poll OneMote Insights
RQ‘ e Delete Respond Quick Steps M Groups Find Speech | language | Apps Find Time OneMote | Add-in ~
= .
e A Menu / Ribbon o2
r; v Last Week el : @ PR PR N N [l
a E . David Thomas - < .
= Wendy Wesley D To insight-test0d; Nathan Howell Fri 5/3 H I d e
Testing Fri 5/3
o8 E Received message, no video .
: | o Ribbon
& | v David Thomas
. Random email test for scre... DT 26 27 8 29 30 031
= Howwdy! DT 2 3 4 5 @ . 8
£
5 David Th Nath b« From: insight-test04 <insight-test04@tncourts, gov=
- LDavi omas;, Nath.. > . .
Can you send me standard... Fri 53 Sent: Friday, May 3, 2024 _D_B'_U_U.___ o ) e Today
Happy Finally Fridayl DT To: NathanHowell <nathan. howell@tncourts. govs; David Thomas <dthomas@tncourts, govs 00 AM l Test meeting 1
Subject: Random email test for screenshot purposes
110020 | Testing Green 1.1
A hlen, Rob ;
have been designated ... Fri 5/3 Helle again! Tomorow

Original Message

Selector

Weeks Ago

Robinson, Michael
Welcome to Outlook!
Good Marning, Welcome t

support@bittitan.co
SUCCESS: Your Verify Crede
EXTERMAL email from:

T Biladia e,

Mail Folders /
Shared Calendars

ltems: 18 Unread: 7 Qﬁemlndersﬂ

All folders are up to date,

Connected to: Microsoft Exchange

1200PM || Testing meeting A

Wednesday

11:00 AM Test meeting 2

Thursday
200 4M || Test 4

Friday
12:00 PM Test Yellow 2A
imi| ——h—+ 0%
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Calendar Navigation + Shared Calendars

Lesson 1

= File Home  Send/Receive  Folder  View  Help Try the new Outlook
Ezl T 8 | P3| =] AR New Group | ' Search Peaple
[ G =Gl e al=lE )
| R E - H n m IE + A Browse Groups Address Book
New New  New Today Next Day Work Week |Month Schedule Add Share
Appointment Meeting ltems ~ 7 Days Week | View Calendar v Calendar v
RQ New GoTo N Arrange N Manage Calendars Groups Find A
<
o < May 2024 > |Tedyy (<> May 2024 Morth ©*
SU MO TU WE TH FR SA & c
lenda X United States holid X
ol 28 29 30 1 2 3 4 2 L i o leinal/c -
5 7 8 9 10 11 Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat 4]
12 13 14 15 16 17 18 Apr 28 29 30 May 1 2 3 < Apr 28 29 30 May 1 2 3 B
Y ¥
19¢ 720: 21 532: 5230 724 25
26 27 28 29 30 A
June 2024 5 7125009 8 - ima 1(300 1" 5 6 7 8 9 10 11
m 11:00am m 12:00pm
SU MO TU WE TH FR SA Testing Test Test4 Test
1 meetin., meetin., Yellow 24
2 3 4 5 6 7 8
12 14 15 16 17 18 12 13 14 15 16 17 18
9 10 11 12 13 14 15 Mother's Peace []
6 17 18 19 20 21 22 Hg:ﬁw Ha'e"'::';
23 24 25 26 27 28 29
30 1 2 3 4 5 6 19 20 21 22 23 24 25 19 20 21 22 23 24 25
v[m] My Calendars
sl 26 27 28 29 30 31 Jun1 26 27 28 29 30 31 Jun 1
United States holidays MewisHz)
[] Birthdays ngﬁed
Items: 6 Q Reminders: 1 All folders are up to date.  Connected to: Microsoft Exchange limi|
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Search Mail and Calendar

B

Lesson 1

By default, you are searching all Mail
folders and subfolders.

1. Type a search term or phrase.

Press ENTER on your keyboard.

Result: Matching items are displayed.

However, you MAY search just a specific
mail folder, or Calendar items only (as
shown at left), or All Outlook Items.

] 3. Click Calendar in the App Selector.

4. Enter search terms and press ENTER.

Result: Only calendar items appear.

E 5 < | Current Mailbox v 0 groupwise v X
| =] File Home Send /Receive Folder View Help Search
S g\. E @ glg Q SentTo~ M Flagged 7 Current Folder @ /“’Q
B - o | Important [ subfolders
From Subject Has Categorized & Unread Current Include Recent 5§
Q Attachments v -+ More v Mailbox| [&5 All Outlook Items | Deleted ltems = Searches ~ T
a Refine Scope Results Options
v Results ByDate v 1 RE: Insight, Tennessee Courts: Groupwise t 2 .
ko v Top Results -
‘; Chari s T Paul D Charisse Bonwell <Charisse.Bonwell@tncourt
5 .
= ’ .ansse el Lees ) au To @ Goleniowski, Joe; @ Brown, Josh; @ Robinson, Mi
= Insight, Tennessee Courts: Groupwise ... -
vl e = = CIeeee - Barrett.Hobbs; © Brandon.Bowers; © Chris.Gill;
£ Retention Policy Default 3 year delete (3 years)
E » Jennifer Williams: Treacy,... (4) 0 @ If there are problems with how this message is displayed, click herg
- lesinht Tennesses Courts: Grounwi Eriel1d
Bk = ~  Current Folder v £ groupwise ‘ v
| Fle Home Send/Receive Folder View Help Search
RE |D Current Folder | e
. . o [F7] Subfolders
Organizer Subject Has Categorized Requests Not More All Calendar Recent S
Q Attachments v Responded T~ ~ ltems  [#1 All Outlook Items  Searches v To
o) Refine Scope Options
v >
Results
. LI [ Subject Location Start ~
[+T=] -
- v (none) 11 item(s)
= :
2 E Insight, Tennessee Courts: Groupwise to M36.. Microsoft Teams Meeting Wed 3/6/2024 3:00 PM Wed 3/6/2024 4:00 PM
2 o Insight, Tennessee Courts: Groupwise to M36... Microsoft Teams Meeting Thu 3/7,/2024 12:35 PM Thu 3/7/2024 1:30 PM
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Lesson 1

QLGN Which of the following is a correct
Check statement about ribbons in Outlook?

A. Ribbons are an advanced feature that few
people use in Outlook.

B. Leaving ribbons displayed is recommended.
It makes it easier to find buttons and tasks

you can perform.
C. Ribbons refer to awards you receive when
you use Outlook correctly for 90 days.

13




Email Basics Lesson 2

Objective: At the end of this lesson,
you will be able to describe . ..

e How to create and send email
e Use the global address book

e Set up Automatic Replies (out of
office)

e Create a new contact or contact

group
e Create your email signature

Duration: About 10 minutes



Terminology Changes Lesson 2

GroupWise Term Outlook Term

Distribution List Contact Group

5/20/2024 15



Create and Send Email - Overview

o - I

| -‘_r

]

Mew | Mew

Ermnail lltermns ~

qu R ey

= O Search

Lesson 2

! File Message Insert Options Format Text Review Help

a Q)
El || Request a Delivery Receipt - Q Q‘.

Encrypt | Use Voting |
Buttons ~

] Request a Read Receipt Save Sent Delay  Direct

Encrypt Tracking [ Maore Options

ltern To ~ Delivery Replies To

F]

Thisis a test message. Usethe Format Text messageto modifythe appearance,
add bullets and so forth. |

5/20/2024

Choose New Email to start a new
message.

Enter a name or email address in
the To and Cc fields (details
provided on next slides).

In Subject, type the subject of
the email message.

Place the cursor in the body of
the email message to create your
message.

Click Format Text menu if you
need to change fonts, add
bullets, indent, etc.

After finishing your message,
click Send.

16




Type Names Directly in the To or Cc Lesson 2
Lines

To select one or more contacts:

Untitled - Message (HTML)

File Message Insert Options Format Text Review Help ] . Type f|rst feW Ietters Of f”‘S‘t or
3 A A s oR | B amschFile 1 Followup - last name in the To or Cc line.
9 T | Hi ce
Paste B T | : Address Check . + High Importan
R I sook Nomes | L& Sigmsture~ | |, Low mportance Frequently used contacts appear
Clipboard Fu Basic Tex Mames Include Tags Fa flrst Other names from your
- To natha) organization appear next.
send Ce @ Nathan HC}E‘” ) X Note: To add a Bcc, you must click the
nathan.howell@tncourts.gov .
- ? Options menu, then Bcc (see below).
Supjec
Mathan Young
nathan.young@tncourts.gov
TBSTiFIg File Message Insert Draw Options FormatText Review Help
MNathaniel Hobbs Colors [ | == 10
@ nathaniel. hobbs@tncourts.gov H Fomsv .-W = =R E| [ Request -
Themes Becc From Encrypt = Use Voting |:| Request ¢
_ ) ) [@] Effects ~ v Buttons v
H g trj .Jh'j ‘V"r:C.ll fl:' n baf aer Themes Show Fields Encrypt Tracking
natask d.'\Juu|'|-|-_'r|l_|cr_.|er@r.r courts gov
Matasha Langston > L™ |
natasha.langston@tncourts.gov Send | Cc |
| Bec |
Subject
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Use the Global Address Book Lesson 2

To select one or more contacts:

1. Click the To button.

File Message Insert Cptions Format Text Review Help

. A 3 | Jumenrter | Rrdowter 1 § | B3 2. Search for a person using first or last
| e £ AT FEE S E NS B e || e name, then click the right-arrow
e ol e | e | ¢ button.

E‘ To Select Mames: Searc e Global Address List X

sed || o seach: @1 AddrssBook. _ 3. Click To, Cc or Bcc to add them to

L | [ de e = S the email, then click OK.
_—

Tip: Change the Address Book to your
own Contacts to access names that you
manage outside of the organizational
directory.

.| |Mathan Howell




Set up Automatic Replies (Out-of-Office)

Office Account

Feedback

Options

Exit

Inbox - insight-testM@tncourts.gov

Account Information

“ insight-testM@tncourts.gov
-

Microsoft Exchange

+ Add Account

/O | Account Settings

Change settings for this account or set up maore
Account connections,
Settings ¥

" Access this account on the web,
httpsiffoutlook, office365.com/fowa/tncourts, gowv/
= Getthe Qutlook app fori0S or Android,

Lesson

i
Automatic Replies - insight-testM@tncourts.gov
(0 Do pot send automatic replies
Autom .
L' ®) Send automatic replies

Use automatic re [ only send during this time range:

Auton‘yaﬂc not available to f Mon 57672024 i N00AM v
Replies
e V' Tue 5/7/2024 ~ 1100 M |~
L/ Automatically reply once for each senderwith the following messages:
= Mailbox Se
< Manage the size | i- Inside My Organtzation h-" Outside My Organization (On)
Tools 1 .
. i Segoe Ul v |8 v B Iuﬁzzz_:gﬁ

" 989GBfree| Jiwill be out of the office from X to ¥, Please contact so and so in my absence,

This message goes to everyone inside my organization,

Manage Rules
& Alerts

&
=

Rules and /

Use Rules and &l
updates when ite

Manage A(

Manage and acq

I need to copy and paste this message into the Outside My Organization tab, and if | want a
different message to inviduals outside my organization, | can modify it there,

Then klick OK.

Click the File menu (not shown).

Click Automatic Replies (Out-of-
Office).

Click the Send automatic replies
radio button. (Check Only send
during this time range, if you want
to specify and start and end time for
replies.)

Complete the Inside My

Organization section with the desired

message to your own organization.
Copy that message (Ctrl + c) before
moving on to step 5.

Click Outside My Organization and
paste the above message; modify if

needed.
— ,

Click OK.
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Create a New Contact

B o 5 0 search

&~ Home Send /Receive Folder View Help
:| =

O I Rl

Mew w  New Contact  New Delete = Meeting More

Group ltems ~ ~

o | 9

People Business C...

Mew Delete Communicate

Contact
E

Lesson 2

% Untitled - Contact £ Search

\
v E 2 :ﬂ
W
File  Contact Insert Draw FormatText Review Help
=l Gl Save & New  ~ 2 Email —
3 [g][j@[I_EI B & Bz &
L M [ Meeting v
Show Address Check = Business Picture

neNote M 5 More ~ Book Mames Card
Communical ite MNames Options

Save & Delete 3
Close

Full Name...

Company

Job title

File as
Internet

@ Email... -

Display as Notes

Web page address

IM address
Phone numbers

Business...
Home...

Business Fax...

a4«

Mobile...
Addresses
Business... g

[ This is the
mailing address

BE Categorize ¥ I
<)

Follow Up ~
Fh P Immersive | Zoom

& Private Reader

Tags Immersive Zoom

nal

Click People.
Click New Contact.
Add desired information.

Click Save & Close to create
only one contact (or Save &
New to create another).
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Create a Contact Group

Lesson

& =9 = £ Search
™~ File  Home -eceive Folder View Help
= S W EAE g &
Mew  New | New Contact EW Delete = Meeting More )
People Business C...
Q Contact Group Group lterys ~ ~
] Mew Delete Communicate
V z) ='__= ~  Project A Team Members - Contact Group ? - (W] *
T ontact Group Insert Format Text Review
[=[=] -
> @[ = Q\ D p @ E ﬁ B2 Categorize Q i
Eﬂ Q% K + 4 A 8 Follow Up ~ o
Save & Pelete Forward = |Members| Notes Add Email Meeting Zoom
Close |[Group Group ¥ | _ Members ¥ £ Private
Actions Show [RTa From Outlcokgontact;\ Communicate Tags Zoom Immersive he
4
I Mame | Project A Team Members I [2_From Address Book
D Name 4 pr Mew E-mail Contact
We didn't find anything to shiw here.
|
Select Members: Sea}‘ Results - Offline Global Address List X
Search: (® All columns () Name onl Iy Address Book:
Eendg’ -II x ‘Searm Results - Offline Glabal Address Lis' ~ Advanced Find
Narme Title Business Phone Location D
SiWendy Clark
72 Wendy Hinds
SaWendy Phillips
A wendy Taylor
= Wendy Testarosa
_ —

< >
IMWQgrs Werndy Wesley I
I OK I Cancel

HOWN

Click People.
Click New Contact Group.
Enter a Name for your group.

Click Add Members (or double-
click in the “We didn’t find anything
to show here” field).

Result: Options appear to either select
from your personal Outlook Contacts or
from the Address Book (which is the
official set of TN Courts contacts).

Enter the desired first or last name
into the Search field, then click the
arrow (or press ENTER).

Select the desire person’s name and
click the Members button to add
them to the list, and then click OK.

Repeat as needed, and then click

Save & Close. m‘
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Set up Signature in Outlook

Print

Office Account

Feedback

Q ptions

Exit

Inbox - insight-testMd@tncourts.gov

Account Information

Lesson

General

@ Change the settings for messages you create and receive.

Mail
Calendar
Groups
People
Tasks
Search
Language
Accessibility
Advanced

Customize Ribbon

Add-ins

Trust Center

Quick Access Toolbar

Y

Compose messages

| / Change the editing settings for messages.
Compose messages in this format: | HTML v |

Show text predictions while typing ®

Editor Options...

abc Always check spelling before sending

| Spelling and Autocorrect... |

Ignore original message text in reply or forward

DZ Create or modify signatures for messages. 4

| Signatures...

| Stationery and Eonts... |

a Use stationery to change default fonts and styles, colors, and
A backgrounds.

Outlook panes

Customize how items are marked as read when using the Reading
Pane.

Message arrival

When new messages arrive:
Play a sound

[ Rriaflu ~hanne the mance naintar

Reading Pane...

>

»

Click the File menu (not shown).
Click Options (lower-left)
Click Mail.

Click Signatures.

(Continued next page)

ok ||

Cancel

Manage Add-ins
Manage and acquire Web Add-ins for Outlook.
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Set up Signature in Outlook (continued)

Lesson 2

Signatures and Stationery

E-miail Signature

E-mail gecount: i sight.testO4@tncourts.gov
Select signature to edit

Edit signature

% 4 X

Personal Stationery

Delete

Rename

Aptos [Body w12 | B I U Automatic viE = = El_Business Card _—| .-_E.
First Name Last Name -
7 TN Administrative Office of the Courts
511 Union St., Suite 600, Nashville, TN 37219
Phone 615.741.2687 ext. 4709
Web https://tncourts.gov/
Email First.LastName@tncourts.gov
Mission: To serve as a trusted resource to assist in improving the administration of justice and
promoting confidence in the Judiciary.
W
Save Get signature templates
Choose default signature
Mew messages: [hone) w
Replies/forwards: (none) "
Ok Cancel

Continued from previous page:
5. Click New.

6. Enter desired signature name in
New Signature text field
(not shown).

/. Type or paste signature into
text block.

Tip: You can add images and
hyperlinks via buttons at right.

8. Click Save.

Tip: See that you can enter a
different signature for new
messages vs. replies/forwards!

—

23


https://tncourts.gov/boards-commissions/boards-and-commissions/integrated-criminal-justice-steering-committee
mailto:First.LastName@tncourts.gov

Lesson 2

KnOWInge Which of the following capabilities does
Check Outlook support?

A. You can blind-copy emails (Bcc), but you
have to click Options to enable it.

B. You can set up different Automatic Replies
for tncourts.gov and non-tncourts.gov email
addresses.

C. You can type directly into the To line of a
new email to display common contacts.

D. You can have multiple signatures.
E. All of the above
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Managing Views and Email Lesson 3

A o

Objective: At the end of this lesson,
you will be able to describe how to . ..

e Modify views

e How to create and move mail
folders

e Print an email

e Organize and manage email using
rules, categories, colors, flags, etc.

Duration: About 15 minutes



Terminology Changes Lesson 3

GroupWise Term Outlook Term

Home Outlook does not have a Home page;
however, the Outlook View ribbon enables
users to select layout preferences.

Categories Outlook also uses Categories, but for some
features, Outlook uses the term Tags.

Junk Mail Junk Email

Trash Deleted Items

Cabinet Inbox is similar to the GroupWise Cabinet.

Open/Hide (folder pane)  Expand/Pin/Minimize (folder pane)



Modify the Outlook View

EEl

Items: 18

)’3 Search

File

Home Send / Receive

Folder

AR {é} ) 1| Show as Conversations

Change View Reset
WView ¥ Settings View

2y Conversation Settings ~

Current View Messages
All  Unread By Date v
~ ~ Last Week
z
£ Wendy Wesley AP
Testing Fri 5/3
g Received message, na video
&
& David Thomas
_ Random email test for scre... Fri 5/3
= Howdy! DT
£
= David Thomas; Nath.. K
Can you send me standard... <
David Thomas; Nathan Ho... @ “—
Happy Finally Friday! DT 4
Nathan Howell €
Yes, will do J
Bohlen, Rob
You have been designated ... Fri 5/3
,,,,, Original Message----
~ Two Weeks Ago
Robinson, Michael
Welcome to Outlook! 42612024

Good Morning, Welcome to

support@hittitan.com
Unread: 7 [} Reminders: 2

l

23 Date (Conversations) | 2 From
Message E3 15 g8 Categories H
Preview ~

Arrangement

RE: Can you send me standard signature form

Nathan Howell
Tao insight-test04

Cc David Thomas
(i) You replied to this message on 5/3/2024 8:49 AM.

Yes, will do.

From: insight-test04 <insight-test04@tncourts. gov>
Sent: Friday, May 3, 2024 8:47 &AM

To: NathanHowell <nathan.howell@tncourts, gov>

Cc: David Thomas <dthomas@tncourts. govs

Subject: RE: Can you sendme standard signatureformat?

HiNathan, would you please reply to this email? I'm staging some data for the trainingand

T], Reverse Sort
= Add Colurmns

¥ | += Expand/Collapse ~

Try the new Outlook (@ off

E O«

Use Tighter Folder Reading

Spacing Pane~ Pane~

Layout

® 9 %

Lesson 3

videos and wantto show the Conversations view when sorting email.

Justwrite a word er two. Thenl will reply againand
David, would you please also reply?

Thank you!

From: Nathan Howell <nathan. howell@tncourts.govs

[*]  sent: wednesday, Aoril24, 2024 2:53 PM

request yet ancther reply. :)

m L) Remiflders Window D—I
T Operfin New Window <
To-Do Immersive
Bar~ 5 Closdall lkems Reader
" Calendar Vindow Immersive Reader| A
X
People
May 2024 >
Tasks SUMO TU WE TH FR sS4
Off 28 29 30 1 2 3 4
5 n 7 B 9 10 n

12 13 14 15 16 17 18

|~ 19 20 21 22 13 4
26 27 2 29 310 N 1
2 3 4 5 6 7 g

Today

You have nothing else scheduled today.
Tomormowr
12:00PM | Testing meeting A
Wednesday
11:00 M Test meeting 2
Thursday
a00amM || Testa
Friday
12:00 PM Test Yellow 2A

All folders are up to date.  Connected to: Microsoft Exchange lim] -+ 100%

1. Click Mail, if needed.
2. Select the View ribbon.

3. In the Layout group, select desired
options in the Folder Pane, Reading
Pane, and To-Do Bar.

Tip: Common preferred settings are:

Arrangement: Date (Conversations)
Folder Pane: Normal (if you file email)
Reading Pane: Right

To-Do Bar: Only Calendar
selected, as shown

Reminder
Window

~"  Calendar

People

Tasks

Off
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Pin or Un-pin Folders

N -
£ = }3 Search
| = File Home Send / Receive Folder View

Wiew

-
~> {C} ; [ Show as Conversations

Reset

PE. Cormversation Settings +

Message €3 To
Preview « N

= % Date (Conversations) ) Erarn

1 Settings  View
RQ urrent View Messages
>
v A All Unread By Date
Kw[ wl 'h :
0
-, 2 b .
= Wend ~Favorites
Testing
o5 Receiy  Inbox; 7
oo o
4—': Sent ltems
'-9_:" Da\flc Drafts [11
. Randa
= Horwwidy
£ vinsight-test04@tncourts.gov
o
(= b Davig > Inbox 7
Can yg Drafts (1]
David Sent ltems
Happy Deleted lterns 3
Mathar Archive
Yes, wi . .
___________________ ‘T Conversation History
Bohl Junk Email
You hal Outbox
""" M rssreeds
v Two W Search Folders
Robi|  Groups
Welco You have not joined any groups...
Good
SURD E
ltems: 18 Unread: 7 Q TETTITOET

[

Help

Tl Rewverse Sort

H B Add Colurnns
¥+ Expand/Colla

[=]a] )
00 Categories

Arrangement

RE: Can you send me standard signature format?

Nathan Howell

To insight-test04
Cc Dawvid Thomas

Lesson 3

This works in either Calendar or Mail.

1.

Click the tiny right-arrow (hover
message says: Click to Expand
Folder Pane).

Click the Pin button.

Result: The folders stay visible until

S = ,O Search
| = File Home Send / Receive Folder Yiew Help

|"-- N -
— @ : | Show as Conversations
Change View
Wiew ~ Settings Wiew

Reset .
Eiet %Conu&rsatlon Settings ~

you click the tiny left-arrow (hover
message says: Minimize the Folder
Pane.)

RQ‘ Current Wiew
o Favorites All  Unread ByDate v |
inhnx 7 r\.-l.r.ir'niejr‘..ehlij.lder Pare [«
Sent |
& Fr e Wendy Wesley i)
Drafts [1] Testing Fri 5/3
oo Receiwed message, no video
(=]=)
i - )
insight-test04@tncourts.gov David Thomas
> Inbox T Random email test for scre.., Fri 5/3
Howdy! DT
Drafts [1] oy
TR YT
From: MathanHowell <nathan.howell@tncourts.onys

Sent: Wednesday, April 24, 2024 2:59 PM
All folders ar




Create a New Mail Folder

[#]]
L=[=]

Right-click

File Home

G &Y

Change View  Reset
Wiew ~ Settings  Wiew

Current view

wFavorites
inbox'
Sent lterns

Drafts

Send / Receive

7

[

vinsight-test04@tncourts....

I
001

00z
Drafts
Sent Itemns
Deleted lterns

Archive

H.

34
[l

3

Conversation History

Junk Ernail
Quthox
RSS Feeds

Search Folders

w Groups

You have not joined arny gro..

1] Showw as

% Comwvers

g
<

Click Mail, if needed.

Right-click on Inbox (or a different
folder, as desired)

Result: A blank text box appears
below the item selected.

Enter a Name for the folder.
Press ENTER on your keyboard.

Tip: You can drag email from the
reading pane into any folder.

Lesson 3




Print an Email (or save as PDF) Lesson 3

1. Click File menu (not shown).

© :’l’iﬂt 2. Click Print (far left).
]_|‘-D Info . . .
Specify how you want the 3. Click the large Print button (if
S %] itemn to be printed and . . . .
Open & Export then click Print. the desired printer is showing
Print the Printer field).
Printer ¢ Notes: Microsoft Print to PDF
‘ Microsoft Print to PDF i enables you to save as a PDF
'% Ready _ flle

@_ﬁ Print Options

You can also select the drop-
Settings down arrow to the right of the

= Lo Printer field to change the
printer (shown at left).

= Memo Style

_Demo [




Apply Tags (Reminders to take action)

| = File Horne Send f Receive Folder View

& e @ a0, e

1. Select the email you wish to tag.
2. Click Home ribbon, if needed.
3. Click Tags.

4. Select Follow-up for a list of
options to apply to the selected
email.

Tip: Categories are helpful to
associate emails. Follow-ups
help you manage your time.

TUR ||uum:.|l_.1||au:u ini I aya
----- Original Message-----

] % & Reply Al

Mew  Mew Delete Archive JNEplY .
Ernail ltems ~ &~ > Forward —H

,D,q Mew Delete Respond

Help

T; . ﬂ-l ‘ Fu %f New Group Search People

A Browse Groups @ Address Book

Cuick Mowve Tags
Steps + . . Y Filter Email ~
Quick Steps Ma Groups Find
RE: Can you sen @ iture format?
Unread/ Categorize Follow
Read v Up
Nathan Hon
To insight-te e Tags FJ Ioday
Cec David Thomas FD Tormorrow
| You replied to this message on 5/3/2024 §:49 B
F This Week
Yes, will do. Ftl Next Week
Ft' Mo Date
From: insight-test04 <insight-test0d@tnco
Sent: Friday, May 3, 2024 8:47 AM @ Custom..
To: Nathan Howell <nathan. howell@tncou ﬁ Add Rerminder
Cc: David Thomas <dthomas@tncourts, gov B
Subject: RE: Can yousendme standard sigr Mark Complete
Hi Nathan, would you please reply to
. ) Set Quick Click...
videos and wantto show the Convers:
€ Set Quick Actions..,

A | 5%

Read Translate
Alaud -

Speech Language

A job aid is
available for
these steps.

sme data for the traii
‘email.

Justwrite a word or two. Then | will reply agamnana request yet anctheprenle ) .
h.am 31



Create and Manage Rules

Lesson 3

Folder

Send /[ Receive

@[ =

< Reply

View Help

El"l Move to: 7

4 Q
=,

&2 - , % Reply All —
MNew  MNew . Delete Archive ) RepYy Share to To Managn.ﬂ_-r Tags
Email ems~ S v —» Forward [y ~ Teams = Team Email [ 5end to OneNote v
Mew Delete Respond Tearns Cuick Steps N Move
Rules and Alerts |
Rules Wizard x
Email Rules W ; 1. Click Home ribbon, if needed.
Start from a template or from a blank rule
=g Mew Rule... fChange Rule - Copy... Delete Bl step 1: Select a template
Rule (zpplied in the order shown) 4| | Stay Organized

Select the ™ew Rule™ button to make a rule

Rule description (click an underlined value to edit):

[:I Enable rules on all messages downloaded from R55 Feeds

@ Move messages from someone to a folder

EL-I Move messages with specific words in the subject to a folder
EL-I Move messages sent to a public group to a folder
Ft' Flag messages from someone for follow-up
EL-I Move R55 items from a specific R55 Feed to a folder

Stay Up to Date
E? Display mail from someone in the New Item Alert Window
QL":I Play a sound when | get messages from someoneg

D Send an alert to my mobile device when | get messages from someone

Start from a blank rule
| Apply rule on messages | receive
E’ Apply rule on messages | send

Step 2: Edit the rule description [click 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

Finish

Click Rules.
Click New Rule.

Create from a wizard or from
scratch (see red arrow).

Tip: The possibilities are nearly
infinite. Whatever you want to
do, you can create a rule to
manage it.
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Lesson 3

Knowledge What’s the quickest way to get your
Oil-lld calendar be displayed on the right side
of Outlook, beside your email?

A. Mail > View - To-Do Bar - Calendar
B. Search Google for “Display calendar on right side of
mail inbox in Outlook”

C. Ask your colleague.

33




Calendar and Meeting Basics Lesson 4

h n{ i i/
Objective: At the end of this lesson, Lt
you will be able to describe how to . . . ".

e Change calendar views/colors

e Create a new meeting

e Add Zoom link/info

e Add AOC Resources (e.g., a room)
e Check participants’ availability

e Add recurrence

e View tracking responses

e Respond to meeting invitations

e Propose new meeting times

Duration: About 15 minutes



Terminology Changes Lesson 4

GroupWise Term Outlook Term

Busy Search Scheduling Assistant
Propose New Time Propose Time

5/20/2024 35



Change Calendar Views

'?f MNew Group
&f Browwse Groups
p

p e
= File Home Send / Receive Folder View Help
O o EE|OEE E )
| I ] B NEE
1 Mew MNew  Mew Today Mext Day  Work | Week |Month Schedule Add Share
Appointment Meeting Items ~ 7 Days Wifeek Wiew Calendar ~ Calendar ~
RQ Mew Go To F] Arrange [ Manage Calendars
>
v Teday | < > May5 - 11,2024
a Sunday Monday Tuesday Wednesday
5 7 8
oo
5 AM
9AM Test meeling 1 Open |
% Quick Print 3
10 AM < Agcept >
7 Tentative >
11 AM Testing Green 1.1 . Decline >
© Propgse New Time 2|
12 PM ) Reply
<é) Reply all
1PM r 3 —» Forward 2
E| Private
2PM =
] Categorize > Clear all Categories
3 PM W Join Teams Meeting I Blue category
@ send to OneNote Client meeting
2 PM 3 Delete 3|| B Green category
o t v
Iterns: & Q Reminders: 2 B orange category

I out of office
[T purple category
B Red category
EE All Categories...

Set Quick Click...

Search People

@ Address Book

Groups Find
Thursday Friday
g 10
Test 4
Test Yellow 2A

All falders are up to date,  Connected to: Microsoft Exchange

im]

Lesson 4

Try the new Outlook (@ of)

1. Click Calendar,
if needed.

2. Click desired
timeframe in the
Arrange group.

3. If you wish to
color-code
meetings, right-
click a meeting
and select a
Category color.




Create a New Meeting: The Basics

ome

l-cceive Folder

Mews

11 .4M

12 P

1 P

2P

Meeting ermns ~

Schedule a Start Instant
Meeting~  Meeting ~

Meww

Loom

Meeting

O &%

Schedule Cancel
3 Meeting Irvvitation (L-_l -

Scheduling Assistant

Zoom Attendees

(i) You haven't sent this meeting invitation yet,

Wiew

Help

=) == HE

Day | Work

Today MNext

Meeting

Week Month Schedule

7 Days WWeek Wiew
Arrange ]
Review Help
o |[®] 0| & | o
<) dl]

Options | Tags Dictate | Immersive Mewr Meeting

v v Reader Scheduling Poll Notes
Waice Immersive Find Time OneNote

" Enter a start tirne and duration for your event so that the end time is later than the current time  Disrniss

2

Add Share

Calendar « Calendar ~

Manage Calendars

zal

& | L

Viva Wiewy

3
Insights | Templates

O

O J

Zoom

Add-in

Ky Templates

Title |

A Browse Group

Lesson 4

1. From Calendar, click the Home
ribbon, if needed.

Click New Meeting.

- 3, Enter the following:
1. Title
2. Required and Optional participants
~ 3. Start time and End time

Update Location (or Schedule a

Required

Optional

Mon 5/6/2024

Mon 5/6/2024

[F] 1:00PM

E] 2:00 PM

- Clalday [ @ Time zones

- ¥ Make Recurring

3 PM

4 PM

Iterns: 18

Q Reminders: 2

All folders are up to date,

Meeting button for Zoom).

Enter content (and click Format
Text if you need to modify fonts,
bullets, etc.).

Click Send.
(More details next page.)

Connected to: Microsoft Exchange i -——+ 100

37




Zoom and Physical Locations Lesson 4

Untitled - Meeting £ Search
File Meeting Scheduling Assistant Insert Format Text Review Help
- 2 Let’s discuss:
e (@58 [F e m| 5 | =
Delete =S - S-:hedpl-a Can-:lel OF—‘TW? TEIVEIS Dictate In'.r'n.er:ix-'& i I‘J&l'.n; P—fler.':tir'ng
Adctions a'j::t:lg Invz.::leir;eg Woice I:ren:?::fe bd:::l'll:liepa” CJ[:::.:te * Zoom a For those Who have ZoomGOV
(i) You haven't sent this meeting invitation yet. a‘ccounts’ It IS mUCh eaSIer to add Zoom
() Enter a start time and duration for your event so that the end time is later than the current time Disrmiss meetlngs as the Iocatlon than before'
B> Tide * Only AOC users can use the AOC
Send Required | conference rooms. Non-AOC user may
B have access to other conference rooms.
Sarttime | Mond/6/2024 [ WOPM  v| [lAlday []@ Timezones Do NOT schedule conference rooms
Endtime | MonS/62004  [|| MOPM | O MakeRecuring through shared calendar (proxy). Use
e the method shown here to schedule the
meeting first, then add Location.
I Shared Folder {32, Calendar

38



Use Scheduling Assistant (Busy Search) Lesson 4

—3
«
L

Sam; ‘= meeting fc.rl:rairnr-"k— Meeting P il - a X

From a new meeting window:

Insert Format Text Review Help

= T\ | @ | 3 (@[]0 | | |
Cancel tact T ptions ags Dicta Imirmersive Meww Meeting Viva Wiew ] C | k S h d I g A
Meeting .Jlttenrdees - 4’3 e ¥ - ' Rear:ler Scheduling Poll Not:as Insights Temlplates b I C c e u I n S S I Sta n t "

Actions Attendees “Wioice Immersive Find Time OneMote Add-in | My Templates | A

Jrmm———"" 4 2. Use the scroll bar to move the
> ™ Pample mesling for traking times and dates, as needed until
Upe || Feaured | Duat T Nt i you find a slot that is suitable

File Scheduling Assistant  Tracking  Insert  FormatText  Review  Help for a” partICIpantS.

Optional Wendy \Wesley; p

Starttime | Mon 5/6/2024 [ g g pir DL D\ B}
End time hon 5/6/2024 E Refresh  AutoPick Add Add  Room | Options
B o Availability - Attendees Rooms Finder ~ . .
. Note: As you move the selection

Location Foom

1 > e | Monvezme @) wwen o] Daney 0@ Tmesne window, the Start and End
Hi everyone, Will each of you please reply to Uicdna‘ie End time Mon 5/6/2024 [=]| 1:00PM w[| < Make Recurring date/tlmes automat'ca“y

screenshots? It's not a real meeting and lwor

Nathan: Dectne o,y . 2 update.

Barrett: Accept 4FM B AM 9 AM 10 AM 11 &M 12PM 4PM 8 AM

Wendy: Te_ntati\re All Attendees ] [+] . .

Paut: Decline v S — 3. Optional: Return to Meeting
T I B tab to make other changes, add

Nathan Howell
Barrett Hobbs

Add required at

an agenda, etc.

w Optional Atte...
Wendy Wesley

[ sl krwmchimin
4

< ol

B Busy ¥ Tentatrve BB Outof Office 5 Working Elsewhere Mo Information Outside of warking hours O\ 1000 - ‘ |




Make Meeting Recurring

Sample meeting for training - Meeting

@ You haven't sent this meeting invitation yet.

File Meeting Scheduling Assistant Insert Format Tea Review Help
Ao [ @ | O
A L
& | [
Actions | Attendees | Options Tags Dictate | Immersive Mew Meeting Wiva e
e - - ¥ Reader Scheduling Poll MNotes Insights | Terr
“oice Immersive Find Time OnelMote Add-in My Te_

B Title Sample meeting for training

send Required David Thornas; Mathan Howell
Optional Wendy Wesley
Start time Mon 5/6/2024 (5] 1:00PM * [ y [ @ Timezones
End tirne Man 5/6/2024 E 2:00PM +_% Make Recurring

Lesson 4

V|

Appointment Recurrence X

Appointment time

Start: 1:00 PM “
End: 2:00 P "
Duration: 1 howr v

From a new meeting window:

1. Click Make Recurring.

2. Edit Recurrence pattern as needed.
3. Edit Range of recurrence.

4. Click OK.

Recurrence pattern

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

® Weekly [Jsunday M Monday CJTuesday [(Jwednesday
O Monthly [C]Thursday [ Friday [] saturday

() Yearly

Range of recurrence

start:  Mon 5/6/2024

« | (@Endby: Mon 10/21/2024 v

(C)End after: |25 | occurrences
(O Ng end date
Cancel Remowe Recurrence

40



View Tracking of Participant Responses

File Meeting Scheduling Assistant Insert
Copy Status
to Clipboard

Export

The following responses to this meeting have been received

Sample meeting for training -

Meeting

Format Text

Review Help

Add a name here

Mame Alttendance Response
'D insight-testd Meeting Organizer Mane '
EI David Thomas Required Attendee Accepted
EI Mathan Haowell Required Attendee Declined
EI Barrett Hobbs Required Attendes Accepted
EI Wendy Wesle Optional Attendee Accepted
D paul.kovach@insight.com  Optional Attendee Declined

Double-click the desired meeting
from the calendar (not shown).

Click Tracking.

View Response column to see
whether Attendees have
responded. Options include:

* None
» Accepted
 Tentative

+ Declined

Lesson 4




Received message, no video

Respond to Meeting Invitation

Lesson 4

Tip: The Clock button
enables you to propose

9 - IR D 1. Single-click the invitation in Mail.
File Hame Send / Receive Folder View Help
€ Reply '_'— . £h | fa AF Browss .
& g W B2 7 | Result: The preview of your
Mew  New Delete Archive - . Quick Maove Tags
il s« | 53 Dot T s | calendar shows the proposed
My Delete Respond Quick Steps ™ Groy . R .
. date/time with other meetings.
Al U”rean ByDate v | Welcome to Outlook!
) v Toda sl
a2 Robinson, Michael <Michael 1 H
2 )
'?: Nathan Howell D—‘ﬁ. : To Barrett Hobbs; Bewverly Edmonds; 2 " Cl ICk the Accept’ Tenta‘tlve! Or
- Test Appt 2:24PM Danielle Beaurnan; David Thomad H H
= Cc Josh Brown; Paul Treacy DGCIIne buttons’ a.S approp”ate.
= . ) e are problems with how this message i
t > Paul KO\:‘th, Da"'_ (5) ﬁa e coMld not werify the identity of the sender
,O Search
File Home Send / Receive Folder View
<—~J, Reply - 9 001 D Move ~ AL Browse Groups Search People :,'::I (oo
Bl E |_A @] E % Reply Al . > ) | EMeve Bl Address Book A oo
Mew:  Mews p Delete Archive N b~ & Tearn Em - % Rules ? Fitter Email Read All Rep
Ernail Items ~ 1 Farward - Aloud Apps | Sched 1
Flew Delete Respond Quick Steps ] Movwe Groups Find Speech Apps a n eW t I m e -
? ﬂ Unread ByDate v | Test Appt
™ ~ Today el v | ?v | Xv ®v e
= Nathan Howell <NathanHowell@tncourts.govs> _ : _
2 | © Nathan Howell QA Required David Thomas; Insight. Test0@tncourts.gov; Wendy Wesley: Barrett Hobbs; 224PM
Test Appt Paul.Kovach@ins il_.]hr..l. arm
% I Paul Kovach: Da.. (5) ﬁa’ @ Monday, May 6, 2024 2:30 PM-3:00 PM @ v
,}:4 Sample meeting for training 2:12 PM
E ~ Last Week
E 1
IS Wendy Wesley oD
Testing Fri 5/3

42




Propose New Meeting Time

Lesson 4

) Propose New Time: TestAppt x 1. Click elsewhere in the same date or move
the horizontal scroll bar (very tiny, under
Tues . . .
Zoom [ 100% | et e aew ae ama ami s the grid) and select new meeting time.
All Attendees
I athan Howel < nathan.newet : 2. Confirm date/time displayed look correct.
; David T:Dmas ]
d ggigh; ggﬁ@;n;gmtﬁ.gg! . -
| wendy Wesley 3. Click Propose Time.
.| Barrett Hohhs - .
| Paulkovach@insiantcon Result: New Time Proposed draft is
« Oplional Attendee SCFO” bar dISplaYEd.
~ R L Equi W
esource IRDOMmM OF EqQuip me - [ -
e T Meeting safttme. | Mon 5/6/2024 v| [0t Jo 4. Add a message (optional) and click Send.
<< AutoPick MNext = > Meeting end time | Mon 5/6/2024 w300 PM w
M Busy % Tentative %8 Out of Office i Warking Elsewhere | Current Meeting Time [ No Infarmation | ©©  Secrgfesonse  hsed Optons Fwam RESW ; .
>ji Aptos oy« 2+ A A EE S A D | qentier N

Current

Mew Time Proposed: Test Appt
Monday, May 6, 2024 2:30 PM-3:00 PM

Monday, May 6, 2024 2:30 PM-3:00 PM

Type your reascn for needing & new time, if appropriate. L -
m 43




Lesson 4

QIOVIEL:EN  When you want to respond to a meeting

Check invitation by proposing a different time
or date, which of the following is true?

A. You CANNOT view all invited parties’
schedules. Only the organizer’s.

B. You CAN view all invited parties’ schedules,
so that you can propose a time when
everyone is available.

C. You can only reply to the organizer with an
email requesting your preferred time.

44



Sharing and Delegation Lesson 5

h n< i

Objective: At the end of this lesson,
you will be able to describe how to . . .
e View a shared calendar

e Share your own calendar

e Delegate mail and calendar access

e Share mail folders or calendars with
a working group

e Request admin-created Shared
Mailboxes, when necessary

®

Duration: About 30 minutes



Terminology Changes Lesson 5

GroupWise Term Outlook Term

Shared Mail or Shared Shared Mailbox or Shared Calendar (Owned
Calendar by one user, but permission is given so others
(same term in Outlook) cah view or even edit items)

Proxy Note: Some shared mailboxes (which include

mail and calendar), are set up by admins and
function more like a GroupWise proxy.

Delegate (Initiated by owner; causes mail and
calendar items to be sent by another “on
behalf of” you. You can change the settings so
they appear to be coming directly from you.



Delegates vs. Shared Mail and Calendars Lesson 5

Delegate Shared Mail or Calendar

Your car  Not you, buF behaves as if Your car You allow someone along
it's you behind the wheel— for the ride to watch or do
and the driver can do one thing at a time.

anything (if given permission). 47



Accept Access to a Shared Calendar

[a]s]
[=]w]

Lesson 5

File Horme Send / Receive Folder View Help
= L if B 5 Searq
E"{_ % TS @ E 3 Reply G D 001 El Move ~ @ B0 -t gorize - ' Browse Groups
MNe MNe &~ Delete Archive ©RaplyAn = oy Hanager - ] Unread/ ax
i i rchi ) — . r - )
Email Items « o~ 3 Eorward 8 B Tearn Ermail = =) Rules Read Ft' Follow Up ¥
ey Delete Respond Quick Steps ] hMove Tags Groups
o Accept
’ All - Unread By Date v | -
— Tue 57772024 7:03 AM
T v Today =l Nathan Howell
” i e ) .
= i You're invited to share this calendar
2 Nathan Howell U o e
- You're invited to share this... 7:03 AM °  Inslgni-test
- You'll be able to see all ' (i}Nathan Howell [nathanhowell@tncourts.gov) has invited you to view their Calendar, Click the Accept buttol
E 1
E v Yesterday
A
— Nathan Howell OFE | . )
T vestapm Mon 2:24PM 'd like to share my calendar with you
£
. b Paul Kovach: Da.. (5) fA o Nathan Howell (nathan. howell@tncourts gov) would like to share an Outlook cal
Sample meeting for training Mon 2:12 PM you

Last Week
Wendy Wesley P
Testing Fri 573

Recejived message, no video

When someone
shares their
calendar with you,
you receive an
email notification.

You must click
Accept before you
can access it.

The level of access
is described.

You'll be able to see all details of events on this calendar.

48



View a Shared Calendar Lesson 5

£ Search IT Q Ea) = a X
= File Home Send / Receive Folder View Help Try the new Outlook (@ off)
ﬁ — — | 3 — @ &f Browse Groups Search F’eople
= b 0 & 1 (|| 4
New New New Today Next Day Work | Week |Month Schedule Add Share
Appointment Meeting v Items ~ 7 Days Week View Calendar v Calendar v
Ro‘ New GoTo N Arrange N Manage Calendars Groups Find ~
<
o < May 2024 > Today < > May5-11,2024 Wikl %/
SU MO TU WE TH FR S&
e e o Calendar X €~ Nathan Howell X
-~ 28 29 30 1 2 3 4
5 6 8 9 10 1 Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
12 13 14 15 16 17 18 5 6 7 8 9 10 " S 6 7 8 9 10 1"
19 20 21 22 23 24 25
26 27 28 29 30 ™
8 AM |~
s g M35 o g M5 o MISo M35 o
9 AM Test Test 4 Admin De B IT Admin
SU MO TU WE TH FR S& meeting Meeting Ap [pa Meeting
1 1 Natha o pt I'M Natha ©
10 AM vis he [ aocrnsi nsight, 1
2 3 4 5 6 7 8 io Microsof Microsof
9 10 1 12 13 14 15 o Goleniov Treacy <> .
1AM I‘l’esthg Test mee
16 17 18 19 20 21 22 Lo ® . .
o T 1. Click Calendar button, if needed.
12 PM Testing Test
30 1 2 3 Rl 5 6 :‘eﬂlﬂg ;:l
o Ig--u 2. Under Shared Calendars, click the checkbox in
[ Other Calendars . et front of the desired calendar name.
7 Test A
v[v] Shared Calendars Gihiadouns
3 PM g w
(7] Nathan Howell Result: The additional calendar appears to the

ltems: 8

right of your own calendar.




Share Your Own Calendar with Others

Lesson 5

= File

ol

,O search
Home Send / Receive Folder View Help
r— ¥ + + t + + t ¥
1 HH
| R |F'\L/'| bl I L I AR B B B R i ':I:l
e Mewy e Today Mext Day  Work | Week Month Schedule Add

Sppointment Meeting tems ~ 7 Days Wieek Wiew Calendar ~
S ——— Iﬂ._rrange [ Managp_

1. Click Calendar button, if needed.

2. Click Share Calendar.

3. Select the Calendar in the drop-down list.

4. Click Add... then select the person with whom you
want to share your calendar (already selected here

5. Select the appropriate Permissions radio button.

6. Click OK.

Result: The person will receive the email inviting
them to Accept your calendar.

@ p,Cf' Browse Groups

Share
Calendar ~

insight-test04@tncourts.qoy

Mame Permission Level

My Organization Can view when I'm busy

Mathan Howell  Can view all details

AT

Calendar
May 5 - 11, 2024 Q.
e
. /
Calendar Properties > X
Wednes
General AutoArchive PeIMISsions  Synchronization

Currently sharing with: 8

Permissions

() Can view when I'm busy

() Can view titles and locations

(®) Can view all details 5
() Can edit

(O Delegate

6

ok __J|| cence

Remowe




Send Calendar Info via Email (not sharing)

Untitled - Message (HTML)

Lesson 5

B

Advanced:

File Message Insert Format Text Review Help
@ [lllf Zl [A3 Business Card =
Attach Qutlool
File ~ [tem =
Iustrations Lirks
Send a Calendar via Ermail X
| Specify the calendar information you want to include,
Calendar: Calendar ~
m Date Range: |1gay
Tomorrow
) Mext 7 days
Detail: MNext 30 days Send a Calendar via Email X
Whole calendar
S'IJECIﬁ_,r cla‘te|5.., | Specify the calendar information you want to include,
/ I
Calendar: Calendar ~
[[] Showy time within g Date Range: | eyt 7 days v
Advanced: Show s Tue 5/7/2024 through Mon §/13/2024
Detail: [/ Availability only
: Time will be shown as “Free,” “Busy,” "Tentative, "
: “Working Elsewhere,” or "Out of Office”
/N

"
i

B

Availability only

Time will be shown as “Free,” "Busy,” Tentative,”
“Working Elsewhere,” or "Out of Office”

Limited details

Includes the availability and subjects of -
calendar items only

Full details

Includes the availability and full details of
calendar items

Open a new email.

2. Go to Insert & Calendar; a pop-up
displays for the details.

3. Select the Date Range from the drop-
down.

4, Use the Details drop-down to select the
permissions.

5. Select Advanced options if necessary.
6. Click OK (not shown).

Complete the email with instructions to
the recipient, because this email is their
ONLY notification.

Note: Only dates in the range are included
in the email.

_Demo B




Delegate Mail and Calendar Access (1 of 5)

Use delegation to enable someone to do things on your

behalf so that incoming emails and meetings are sent from
your account: “Sent by John Doe on behalf of Jane Doe.”

Delegation levels include:

Edltor

Complete control:
Read anything
Create, Edit,

including items
you created

Delete anything,

Ng

Read anything

Create, Edit,
Delete items
they create, but
not yours

Reviewer

Read only

Lesson 5
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Delegate Mail and Calendar Access (2 of 5) Lesson 5

Inbox - insight-test04@tncourts.go

© Account Information

() Info

1. Click File (not shown here).

“ insight-testM@tncourts,gov

Microsoft Exchange

] pen &

2. Go to Account Settings...

Add Account

%

Account
Settings ~

Account Settings

Change settings for this account or set up more 3 . CI iCk Delegate Access.

connections,

ttachments

" Apcess this account on the web,
mfowaftncourts gov/

Account Settngs.. - Result: The Delegates popup

9—.: Add and rermove accounts or change

" existing connection settings. WindOW displays (See next page).

Change

Account Name and Sync Settings

=, Update basic account settings such as .
7 account name and folder sync settings, ut of OffICE)

thers that you are out of office, onvacation, or
I messages.

Delegate Access

Give others permission to receive items
and respond on your behalf. 9l
e

Download Address Book...

g‘l Download a copy of the Global

* Address Book. by emptying Deleted ltems and archiving.

( _,_| Change Profile

e i () Restart Microsoft Outlook and choose
Office Account =R a different profile,
..... : Manage Profiles
e ‘E’}‘—| geire anize your incoming email messages, and receive

[Me) Add and remove profiles or change

! existing profile settings. Fhanged, or removed.,

Options

53



Delegate Mail and Calendar Access (3 of 5)

Delegates X

G Delegates can send items on your behalf, including creating and

&b responding to meeting requests, If you want to grant folder
permissions without giving send-on-behalf-of permissions, close thi
dialog bawx, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Mathan Howel|

Remove

Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the organizer to:

4 respanses to me [recummended]

() Wty delegates onl
=~ yoetd d Delegate Permissions: Nathan Howvell
() My delegates and me

Lesson 5

Tip: As long as this I
first radio button is .

This delegate has the following permissions

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

[“] Delegate receives copies of meeting-related messages sent to me

j Tasks Maone Al
selected, you B
receive COpieS Of ¥ j Inbos Reviewer [can read items) A
invitations and - Contacts Rewewer [can read items) v

responses so you Notes None

R

can stay in the loop.

Autnmaticall‘y send a message to delegate summarizing these permissions
WD Delegate can see my private items

Click Add..., then select the person to
whom you want to delegate (using the
Address Book, not shown here)

Result: The Delegate Permissions:
[name you just selected] box appears.

Assign appropriate permissions to
each of the following: Calendar, Tasks,
Inbox, Contacts, Notes.

[Recommended]: Check the 15t check
box, “Automatically send a message to
delegate...”

Click OK.

Notice the Tip. It is important if you
don’t want to delegate to see your
whole Inbox.




Delegate Mail and Calendar Access (4 of 5) Lesson 5

Fufs

File Message Help

= @ = OReply = 'f; [ fo e (&%)

5 W @ O

) ) Reply All . i i i
p. . Delete Archive Y~ All Quick Move Tags Editing | Immersive | Translate Zoom Reply with Send to Wiva
o — Forward Apps Steps v ¥ " ¥ e v Scheduling Poll | OneMote | Insights
Delete Respond Apps Quick 5t.. M= Language Zoom Find Time Oneklote Add-in A~

You have been designated as a delegate for insight-test04

Nathan Howell @ ) Reply | %) Replyall > Forward vee

To insight-test0d Tue 53/7/2024 1:02 PM
Cc ‘Wendy Wesley: Barrett Hobbs; David Thomas; michael.robinson@insight.com;
josh.brown@insight.com

Start your reply all with: | Thank you! Got it, thanks! Received, thank you, @ Feedback

From: insight-test04 <insight-test0 4@tncourts, govs
Sent: Tuesday, May 7, 202412:54 PM

To: Nathan Howell <nathan. howell@tncourts, gove |
Subject; You have been designated as a delegate for insight-testo4

This message was sent automatically by Microsoft Outlook toinform you that youhavebeen designated as a delegate. You can now send messages on my behalf,

You havebeen given the following permissions on my folders:

Calendar: Editor (can read, create, and modify items)
Tasks: Mone

Inbox: Reviewer (can read items)

Contacts: Author{can read and create items) «
Motes: Maone

To apen folders for which you have permissions, click the File Tab, and on the Open tab, click Other User's Folder, You will also be receiving copies of meeting
reguests sentto me and will be ableto respondto them on my behalf,

‘You will be able to create and modify Meeting Workspaces on my behalf, o
= .:m 55




Modify or Remove Delegate (5 of 5) Lesson

Inbox - insight-testM@tncourts.go

© Account Information I E“Ck) File (not shown
(Y Info ere).

u insight-testM@tncourts.gov .
. Microsoft Exchange
n. Add Account 2 . GO tO Accou nt
p Account Settings SEttlngS' o
C Change settings for this account or set up more
Account connections, )
Settings v ®  Access this account on the web. 3 . CI |Ck Delegate Access_

mfowaftncourts QO

Account Settings...
ot Andraff

75 Add and rernove accounts or change

= . . ele {33 ><
existing connection settings. /V Delegat 4 . Se | ect de I eg ate ) S name

i Delegates can send items on your behalf, including creating and

Account Name and Sync Settings O : | . f .
45, Update basic account settings ‘1;}12/ &) responding to meeting requests. If you want to grant folder (| mu |t| p I E)_
ngs.

o fol ut of C permissions without giving send-on-behalf-of permissions, close this
2ccountneme 2ng folder syne s th dialog box, right-click the folder, dlick Change Sharing Permissions,
Dalacate Acress (. Ers EI and then change the options on the Permissions tab,
| messag - .
Rq Give others permission to receive items {Mathan Howell i Add... 5 . C I I c k Re m Ove to
and respond on your behalf. Q|
7

Download Address Book... i Remove re m Ove t h e d e I e g ate
g‘, Download a copy of the Global

Address Book, by empiy Eermissions.. aItOQEther, Or CI iCk
(= Change Profile H Properties... Pe rmiSSionS .. to

_é;)‘ Restart Microsoft Outlook and choose Deliver meeting requests addressed to me and responses to meeting

“ 2 different profile. requests where | am the organizer to: mod |fy perm issions.
Manage Profiles (@) My delegates only, but send a copy of meeting requests and

Feedback 85 9 . Snize vour| responses to me (recommended)

() Add and remove profiles or change

e Account

" existing profile settings. rhanged, O My delegates only
: () My delegates and me

Options

Demo K




Share a Mail Folder (1 of 2) Lesson 5

| File m Send f Receive Folder View Help TO get the process Started:
;7 & ,,B ,Q ° W3 . S 1. In Mail,right-click the

E[:::.] |r:_Jn:Wv ;_12::::3 ,t,::.tltr,:;ﬂvlt B~ Outlook Today - [insight-testM@tncourts.gov] Properties X fOIder Wlth your name.

R Mew Zoom Delete . - -
) o | Wedneaday, May 16, 202 General Home Page Folicy  Permissions 2. Click Folder Permissions.
N e s Colendar Name Permission Level | |3. Select existing or Add...
Default Mone
@ | S ; | new contact; then select
- ) Wendy Wesley Maone that person

] | SSEEEEIEIIIEE BL, e e | s 4. Select a Permission Level

Richt- spen e tosston Permissions (which comprises various
8 o 4 Permigsion Level: |Nane Y resets) OR select desired
click Drafts 7 Mew Folder.. / Read Wyrite p . .

:E’l‘“t:’lm Manage All Site Mailboxes... ® None [ Create items Read and Write options.

» Deleted ltems . . i::l u stails D reate subfalders - =

prchive fasiakaris o Dedtomn 5. Make sure Folder visible
» Conversation History z| SortSubfolders AtoZ (Jeaita IS Checked

Jurik Email t Properties... .

Outbox s -pl Delete items Other

— 2 [&l Folder Permissions cr\ ‘.5) None DEDldEFDWHEF o

et T o e Poperier O own [ Folder contact Note: Additional steps are

o Groiserviie [/} required. See Sharing a
E’ folder in Outlook support
document on migration
Cancel apply landing page.



https://tncourts.gov/microsoft-migration
https://tncourts.gov/microsoft-migration

Lesson 5

Data Files
Outlook Data Files

Data Files

Email t Lists Internet Calendars Published Calendars Address Books

Add... U Settings., @ Set: M

= |

Mame

General Advanced  Security
@ insight-test0d@tncourts.gov

Mailboxes

Open these additional mailboxes:

add...

Remove

Exchange Mode Settings
lusefached Exchange Mode
owinload shared folders

Download Public Folder Favao

Leave
Select a data file in t these
data file. To move or
checkbox

settings.

Add Mailbox X [the Tell Me More..,

Add mailbox:
| Nathan)| |

Cutlook Data Eile Settings...

Microsoft 365 Features Cancel

ETurn on shared calendar improve

) Close
Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange,

AT e

Barrett's meeting 1

W

Wendy Wesley, Nath..,

oK
Sample Training Meeting 1

Access a Shared Mail Folder (2 of 2)

Note: Users do NOT receive email
notification that a folder was
shared with them. They must
complete these steps:

1. Click File > Account
Settings - Account
Settings (not shown).

2. Click Data Files > Settings
- Advanced.

3. Click Add... and type name
of user who shared their mail
folder with you.

4. Click OK and OK again.

Note: Additional steps are
required. See Sharing a
folder in Outlook support
document on migration
landing page.



https://tncourts.gov/microsoft-migration
https://tncourts.gov/microsoft-migration

When to Request a Shared Mailbox Lesson 5

In the following situations, ask an IT admin to For example, the 5-county
set up a shared mailbox: district 24 needs to share

judge(s)’ calendars to
coordinate docket

) . heduling.
« The shared mail/calendar is intended to >cheduling

help people coordinate access or
communicate about a particular topic.

 The shared mail/calendar will be used
by multiple people for a long time.

* Persons needing access may change
over time (revolving door) and you
want it to be easy to update.
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Lesson 5

Knowledge Which of the following best describes the

Check difference between sharing a calendar or
mail folder and delegating account
permissions?

A. Sharing is permanent. You can never change
it or remove it. Delegation can be removed.

B. Sharing only allows viewing; users cannot
edit. Delegation allows editing or authoring.

C. Sharing is nice when you have a large bag of
M&Ms.

D. Delegation enables you to assign multiple or
even all permissions at the same time.
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Next Steps and Course Summary Lesson 6

Objective: At the end of this lesson,
you will be able to describe . ..

e Where you can access support
resources

e How to contact IT support after
you migrate

e Reminder regarding events
leading up to migration

5/20/2024



What’s Changing?

B—

Stop:
Using GroupWise after you migrate.

Continue:
Using GroupWise Messenger.

Start:
Using Outlook for all calendar, email, and contact
management.
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Support Resources Lesson 6

TN Courts Support Resources Microsoft-produced videos/support documentation
Email
Visit https://tncourts.gov/microsoft-migration Create. send. and reply to email

(password: L4wtech24) to access the following: Create an email signature

« AOC-specific Outlook training videos (four, about Send and receive email attachments
5 min each) Recall or replace a sent email
» This training PowerPoint as a PDF Search and filter email

Set categories, flags, and reminders

Organize email by adding folders and moving email to folders
* Outlook Rules and Delegation job aid (2 pages) Set up email handling rules (basic)

« Outlook Basics job aid (3 pages)

» How to install iPhone/Android Outlook app Manage email with rules (advanced)
Delegate email and calendar access (allow someone else to access and send emails

and calendar invitations/responses) [no video]

* FAQs (frequently asked questions)

How to contact IT support: Calendar
Add a contact (personal address book)

Create a personal contact group (personal distribution list)

800-448-7980 Overview of the Outlook Calendar

Create a meeting invitation or appointment

Share your calendar with one or more people and assign certain permissions
Use calendar categories and reminders

Create an additional calendar (to separate appointments or to share) [no video]

outlook365@tncourts.gov

[continued next page]
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https://tncourts.gov/microsoft-migration
mailto:outlook365@tncourts.gov
https://support.microsoft.com/en-us/office/create-send-and-reply-to-an-email-400d4d45-8e2d-46a2-8cb5-ddabf12489ed
https://support.microsoft.com/en-us/office/create-an-email-signature-31fb24f9-e698-4789-b92a-f0e777f774ca
https://support.microsoft.com/en-us/office/send-and-receive-attachments-d32cd5ad-c7c5-49df-814d-4c17a5d3beb0
https://support.microsoft.com/en-us/office/recall-or-replace-a-sent-email-8e564127-15a0-4cf6-b974-f2101f5e256e
https://support.microsoft.com/en-us/office/search-and-filter-email-3e32b06d-a2d9-4a66-922f-78b77c41b97f
https://support.microsoft.com/en-us/office/set-categories-flags-or-reminders-a894348d-b308-4185-840f-aff63063d076
https://support.microsoft.com/en-us/office/organize-email-by-using-folders-0616c259-4bc1-4f35-807d-61eb59ac79c1
https://support.microsoft.com/en-us/office/set-up-rules-in-outlook-75ab719a-2ce8-49a7-a214-6d62b67cbd41
https://support.microsoft.com/en-us/office/manage-email-messages-by-using-rules-c24f5dea-9465-4df4-ad17-a50704d66c59
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5
https://support.microsoft.com/en-us/office/add-a-contact-in-outlook-1ef8f35b-04be-4bd0-ac9c-6d6a146887ce
https://support.microsoft.com/en-us/office/create-a-contact-group-in-outlook-3f73d218-52d6-4f88-a733-9ff37073ee4c
https://support.microsoft.com/en-us/office/welcome-to-your-outlook-calendar-6fb9225d-9f9d-456d-8c81-8437bfcd3ebf?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/create-appointments-and-meetings-6e6ddec6-5983-4c42-9652-b99e120206fb
https://support.microsoft.com/en-us/office/share-your-calendar-in-outlook-2fcf4f4f-8d46-4d8b-ae79-5d94549e531b
https://support.microsoft.com/en-us/office/use-calendar-categories-and-reminders-in-outlook-59230c47-6fe9-46bd-8646-e1118e9eb973
https://support.microsoft.com/en-us/office/create-additional-calendars-4b5570c4-e95d-4673-b38a-2b8ead5f00ee

Support Resources Lesson 6

Microsoft;},oroduced support videos and step-by-step documentation
(continued)

Contacts
Add a contact
Create a contact group

Tasks
Create tasks and a to-do list

Mobile
Use Outlook for mobile devices (i0S and Android) (first in a series of links for mobile)
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https://support.microsoft.com/en-us/office/add-a-contact-in-outlook-1ef8f35b-04be-4bd0-ac9c-6d6a146887ce?wt.mc_id=otc_outlook
https://support.microsoft.com/en-us/office/create-a-contact-group-in-outlook-3f73d218-52d6-4f88-a733-9ff37073ee4c
https://support.microsoft.com/en-us/office/create-tasks-and-a-to-do-list-in-outlook-6de6ee52-751b-4405-b389-850572b15306
https://support.microsoft.com/en-us/office/setup-outlook-for-ios-and-android-5a8bb76e-9bcb-4cf0-ae94-bda414104d16

What’s Next? Lesson 6

* You receive a
reminder of your go-
live date.

* You are directed to
complete critical
tasks you MUST do.

* You receive an email . * You log into Outlook
notifying you of your . Resettpas;""zrd according to with your new
specific go-live date. newstandards password.

* You are reminded of * Setup authentication with a * You receive a go-live

_ mobile device (text or phone) g _
complete. first time. support reminders.

14 days 7 days Your go-
before you before you live day!
migrate migrate
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GroupWise to Outlook Migration

Course Summary

Now that you have completed this course, you
should be able to describe:
e QOutlook capabilities.

e How to send, receive, reply, and manage
email.

e How to create and manage meeting
invitations.

e How to delegate and work with shared
calendars and mail (proxies).

e Where to access job aids, support documents,
and IT support.

e What to expect in the coming weeks.




GroupWise to Outlook Migration
Course Summary




GroupWise to Outlook Migration
Course Summary
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