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Using Outlook at SMU

If you have any questions about using Outlook or would like any additional
support using the software, please reach out to the Software & Application
Support Centre via email at sas@smu.ca.

Technical Setup

Outlook is a part of the Microsoft 365 suite - this means that you can access
the web version of the software by signing in with your @SMU.ca email
address and password on office.com, or from the desktop application on your
computer. If you are using a SMU-owned computer, Outlook should already
be installed.

The most recent version of Outlook available to SMU users is Outlook -
Microsoft 365. If you are running an older version of Outlook and would like
to get the most recent version, you can request a new install by emailing
helpdesk@smu.ca.

To check what version of Outlook you are using, open the
app from your desktop and click on File along the top
ribbon. Then, select Office Account in the bottom left [ I Microsoft
corner. Your version information will be available under =

the Product Information section.

Product Information

Subscription Product

You can use either the desktop application or the web Microsoft 365 Apps for enterprise
application - they both have similar features and BT @smu.ca
functionalities; it is all about personal preference. The This product contains

desktop application does offer a more robust suite of A

features, including the ability to be signed into multiple

Outlook accounts at once. If you are responsible for managing multiple
inboxes, the desktop application may be a better option for you. For checking
your email on the go or from a device that isn't your own, the web application
is a great option!
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Mail

Categories

You can use categories to tag your mail and calendar events with a unique
name and colour. Navigate to the Home tab on the Ribbon and click on
Categorize to access the categories associated with your Outlook account.

File Send /Receive  Folder ~ View  Developer  Help  Acrobat

[l % 6 Ignore [@ E M X [ Meeting ﬁ [5 Create an appoi... T Professional De... — To Manager E\L‘, f'_“z‘ @ LE\ 9 BD 48 New Group
o [, Clean Up ~ SO = oM 2 Teamn Email v Done € Reply & Delete = o A8 Browse Groups

New New Delete Archive | Reply Reply Forward Shareto | 5 0 < | Move Rules OneNote | Assign Unreadf Categorize[Follow

Email ftems~ | SQJunk~ Al 1 More ~ Teams | [#_CreateNew S Policy~ Read -~ Up~

New Delete Respond Teams Quick Steps [ Move Tags Groups

To assign a category to an email, choose your desired category from the
drop-down menu with the email selected. To manage your list of Categories:

B O] R
= uo A8 Brows
Assign Unread/ |C; ize| Follow
Policy v Read . Up~
Te ]
B Meeting
B Personal

Training Prep
[l Training Session
B Training Test
B Webinar
[ Working Time

‘38 All Categories...

Set Quick Click...

1. Choose All Categories ... from the drop-down menu
2. A pop-up window with a full list of your Categories will appear

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the

right.

Name Shortcut key New...
[ Meeting Rename
I Personal
[J  Training Prep CTRL-F2 Delete
[J [ Training Session Color:

[ Training Test [ <
Webinar ==
om Shortcut Key:
(None) v
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a. Tochange a category's name, select the checkbox next to the
name of the category and click on Rename. Then, click on the
name of the category again and type in the new name. Click OK
to save the change.

b. To change a category's colour, select the checkbox next to the
name of the category and click on the Color drop-down menu.
Select a colour from the drop-down menu, or choose None if
you do not wish for the category to have a colour. Click OK to
save the change.

c. Todelete a category, select the checkbox next to the name of
the category and click on the Delete button. Click Yes in the
pop-up box, then click OK to save the changes.

d. Toadd a keyboard shortcut to a category, select the checkbox
next to the name of the category and choose an option from
the Shortcut Key drop-down menu. You can now quickly
assign any selected email or calendar event to a category by
holding down the appropriate keys on your keyboard. Click OK
to save the change.

e. Toadd a new category, select the checkbox next to the name
of the category and click on the New button and type the name
of your new category. Choose the category's colour from the
Color drop-down menu, and a keyboard shortcut from the
Shortcut Key dropdown menu if desired. Click OK in the pop-
up box, then click OK to save the changes.

Creating Rules
Rules are a great way to proactively organize your inbox. Rules are actions
that Outlook will automatically run when certain conditions are met.

Click on the More commands button in the top right corner

Select Rules from the drop-down menu

Choose Manage Rules & Alerts

Click on New Rule - NewRule..

Select the template that best describes the type of rule you'd like to
create. You can make changes to the rule later, so just choose the
closest fit. If none of the templates seem like a good fit, select one of
the options under Start from a blank rule. Once you've made your
selection, click Next.

SLNE NGV OIS
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6. Select the condition(s) that you want to be met for the rule to run. A
condition is the circumstance that needs to have occurred for Outlook
to recognize that the rule should be applied. Once you select a
specific condition in Step 1, click on the corresponding underlined
value in Step 2 to edit the condition.

| Which condition(s) do you want to check?
Step 1: Select condition(s)
v/ from people or public group A
| with specific words in the subject
| ] through the specified account
| sent only to me
| where my name is in the To box
| |CJ marked as importance
| marked as sensitivity
flagged for action
where my name is in the Cc box
where my name is in the To or Cc box
|_| where my name is not in the To box

with specific words in the body
ds in the subject or body
words in the message header
specific words in the recipient’s address
with specific words in the sender’s address
| assigned to category category a

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

Cancel < Back Finish

7. Once you've made the necessary changes, click Next

8. Select the action(s) you would like Outlook to take when the
condition(s) of your rule are met. Once you select a specific action in
Step 1, click on the corresponding underlined value in Step 2 to edit
the action.

9. Once you've made the necessary changes, click Next

10. If you don't want the rule to run in certain circumstances, you can set
exceptions to your rule. Select the appropriate exception(s) you
would like Outlook to make for your rule. Once you select a specific
exception in Step 1, click on the corresponding underlined value in
Step 2 to edit the exception.

11. Once you've made the necessary changes, click Next
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Studio for Teaching and Learning



qOR® Saint Mary's
¥ University

12,
13.

14.
15.
16.

Type a name for your new rule in the Step 1 text box

In Step 2, select whether or not you'd like to turn on the rule, run the
rule on mail already in your inbox, and if you'd like the rule to apply to
all Outlook accounts that you are signed into.

Click on Finish after you review your rule in Step 3.

Select Apply

Click OK

Automatic Replies
You can have Outlook send an automatic reply to incoming messages both
inside and outside of SMU. To set up Automatic Replies:

1
2.

3.

Click on the File tab along the Ribbon
Select Info from the left navigation bar
Click on the Automatic Replies (Out of Office) button

|:] Automatic Replies (Out of Office)
& Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.

Replies

A pop-up window will appear. Select the Send automatic replies radio
button

O Do not send automatic replies

(® Send automatic replies
To set up automatic replies for a specific period, check the Only send
during this time range checkbox and select the appropriate date and
time range from the drop-down menus

(® Send automatic replies
Only send during this time range:
Start time: | Tue 2021-10-26 v 4:00 PM v

Endtime: | Wed 2021-10-27 400PM [V

To set your Automatic Reply for emails internal to SMU, select the
Inside My Organization tab and type your desired Automatic Reply in
the text box. Use the formatting options to select a specific font style,
size, and colour.
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Studio for Teaching and Learning



R Saint Mary's
¥ University

"“_ Inside My Organization e Outside My Organization (Off)

Arial V|11 v||B I U Az iZ &3

I will be out of the office until Wednesday, November 10th at 9:00am A
Atlantic Time.

| will respond to your email upon my return. If you require immediate
assistance please contact the Software & Application Support Centre
via email at sas@smu.ca.

Thank you,

Sarah Cooke, MLIS (they/them)

Academic Technologies Leaming Specialist

The Studio for Teaching and Learning

Saint Marv’s University ¥
7. To set your Automatic reply for emails external to SMU, choose the
Outside My Organization tab and select the Auto-reply to people
outside my organization checkbox. Select the Anyone outside my
organization radio button to send your Automatic Reply back to any
email you receive while your Automatic Reply is on. Use the formatting
options to select a specific font style, size, and colour.

&:-*. Inside My Organizationl e Outside My Organization (On)

uto-reply to people outside my organization
O My Contacts only nyone outside my organization
= 1= =5z
Segoe T} vi[8 MBI uAiziz&E3E

| will be out of the office until Wednesday, November 10th at 9:00am A
Atlantic Time.

| will respond to your email upon my return. If you require immediate
assistance please contact the Software & Application Support Centre
via email at sas@smu.ca.

Thank you,

Sarah Cooke, MLIS (they/them)
Academic Technologies Learning Specialist

Rules... OK Cancel

8. To set Rules to send during the period your Automatic Reply will be
turned on, click on the Rules... button and click Add Rule... Set your
desired conditions and actions, then click OK. Click OK again.
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Calendar

Calendar Permissions
Share your Outlook calendar with people inside your organization.

1. Go to your calendar by clicking the calendar option in the bottom
right-hand corner

= &

B2 H

e

2. Click the Share Calendar drop-down button. Select which calendar
you would like to share (this is only applicable if you have more than
one email account in Outlook)

_|_

Add
Calendar

)

Share

Calendar ~

u Manage Calendars

3. Anew window will open allowing you to add the individual to your

calendar

Calendar Properties

General Autodrchive Permissions  Synchronization

Currently sharing with:

Mame

Permission Level

My Organization Can view when I'm busy

Permissions

(CNone

(O Can edit

@ Can view when I'm busy
O Can view titles and locations
O Can view all details

Cancel Apply

Remeye

Changes you make to these permissions will apply to all usersin
your organization,

Software & Application Support Centre
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4. To share your calendar with someone, click Add... Under Adress Book
select Global Address List, you can either scroll through the list or in
the search field type in the individuals name and select the person you
want to give permission to and click Add. Then click Ok

Add Users

P

Search: @Nameonly OMorecqumns Address Boolk:

|justin nagle

Ge |GIObaIAddressList-sasdemoz@smu.ca vl Advanced Find

| Mame Title Business Phone Location |

2 Justin Nagle A
£ Justin Mickerson

8 Justin Noakes
8 Justin Parker
8 Justin Pellerin
8 Justin Pettipas
8 Justin Poliquin
£ Justin Poupart
8 Justin Rehberg
8 Justin Rhyno
8 Justin Ritcey

8 Justin Steele
8 Justin Sumarah-Allison

8 Justin Takyi-Yeboah
0 Inetin Thamas b
€

Add

1 2 oK Cancel

5. Now you waInt to set the viewing permissions for the indivirduall you
just added
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Calendar Properties X

General AutoArchive Permissions  Synchronization

Currently sharing with:

Mame Permission Level

My Organization Can view when I'm busy
Justin Nagle Can view all details

[E] | o |

Permissions

O Can view when I'm busy

O Can view titles and locations
(®) Can view all details

() Can edit

(O) Delegate

1

There are 5 different permission options you can chose from:

e Canview when I'm busy - this is the standard option available
for SMU. It means that people can only see when you are busy.
They cannot see any other details about your calendar

o Canview titles and locations - this means people can see
where your calendar meetings/appointments location are as
well as the title of the meeting/appointment

e Can view all details - means they can view all details about
meetings/appointments in your calendar

e Can edit - means the individual can edit
meetings/appointments in your calendar

o Delegate - means you are delegating someone to look after
your calendar (this includes accepting/declining meetings on
your behalf, editing meetings and appointments, etc.)

Click Apply then Ok once you have chosen a permissions option

Software & Application Support Centre
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The individual you select will receive an email informing them that your
calendar was shared with them. They can click the accept button at the top of
the email and it will add it to Shared Calendars on the outlook calendar

W' BAccept
Thu 2021-10-21 11:371 AM

Jane Husky

You're invited to share this calendar
To @ Justin Magle
@Jane Husky [sasdemo2@smu.ca} has invited you to view their Calendar. Click the Accept button above.

I'd like to share my calendar with you

Jane Husky (sasdemo2@smu.ca) would like to share an Outlook calendar with you.

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

Add a shared Outlook calendar into your Outlook

1. Go to your calendar by clicking the calendar option in the bottom
right-hand corner

E ,Q,ﬂ' [N ]

2. Click the Add Calendar drop-down button. Select From Adress Book...

+ | &

Add Share
Calendar ~ |Calendar ~

= fManage Calendars

3. Anew window will open, type in the individual's name that sent the
shared calendar. Click calendar, then Ok
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Select Name: Offline Global Address List

Search: @ MName only O More columns  Address Book:
liane

| 5o |oOffline Global Address List - Justin.Nagle@ + |  Advanced Find

[ Mame Title
5 Jane Canavan ~
5 Jane Collins

Business Phone Location

£ Jane D'Souza
£ Jane Ford
2 Jane Husky

5 Jane McDonald

£ Jane Mulatz

£ Jane Raebum

9 Jane Skinner

5 Janeen Jeddry

£ Janelle Bourinot

4 Janelle Halt

£ Janelle MacDonald

5 Janelle Mchulty

£ Janelle Peterson

i el v v
< >

1 Calendar I}M |
2 [ cne |

4. Now you will be able to see their calendar under the Shared Calendars

header on the left-hand side of Outlook. Their calendar will load in the
calendar field

v[] Shared Calendars;
Jane Husky

Sunday Monday Tuesday Wednesday Thursday Friday
Sep 26 27 28 29 30 Oct 1
S:30am Intro to 9:30am Intro to
I Literature I Literature
3 4 b & 7 8
S:30am Intro to 9:30am Intro to
I Literature I Literature
10 11 12 13 14 15
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Scheduling Assistant

The Scheduling Assistant is a great way to check and see who is available for
a meeting on the day you are scheduling it. It allows you to select a time
when the most people are available. To open the Scheduling Assistant:

1. Go to your calendar by clicking the calendar option in the bottom
right-hand corner

E RQ. -
2. Click New Meeting from the Ribbon Bar. A new window will open
3. Add the Required and Optional attendees by typing in their name and

selecting the appropriate email address or typing in their @smu.ca
email address

nnnnnnnnnnnnnn

uuuuuuuu

[&. Room Finder

4. To see attendees availability and to chose the best meeting time, click
the Scheduling Assistant tab from the ribbon bar of the meeting
window

5. Asthe image below indicates, the best time to schedule a meeting in
which the all the attendees can attend is either from 11:00 am to 11.30
am or after 3:30 pm for Oct. 20"
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Untitled - Meeting

File  Meeting  Scheduling Assistant  Insert  FormatText  Review  Help Q  Tell me what you want to do

AR A HKE

=g = TRl R
Refresh AutoPick | Add  Add Room | Options
Availabilty Attendees Rooms Finder |

Scheduiing Attendees Options ~

= Start time Tue 2021-10-19 || 930am ~| DAl day [ & Time zones s

Send Endtime | Te2021-1019 = |[ 1000AM  +| < MakeRecuring

October 20, 2021 October 21, 2021 October 22, 2021
4PM. SAM  T0AM  TIAM  12PM TPM  2PM  3PM  4PM 9AM  TOAM  TIAM  12PM  TPM  2PM  3PM  4PM  9AM  T0AM  T1AM

« Required Attendee
B I E =m
et . vz . A
[ © Hem sai Charan Kottapali [ ]
Musa Al Katib Moinak -

 Resource (Room or Equipment)

Add resource
W Busy 75 Tentative B8 Outof Office. F¥ Working Elsewhere [ No Information [~ Outside of working hour Q[ ~

Purple indicates that attendees are busy during that time, and the pink
cross-hatched indicates that the attendee is out-of-office. The best
field to pay attention to on this screen is the All Attendees field at the
top.

Now that you have a meeting time that works for all/most of your
attendees, the last thing to do is go back to the meeting time, input the
meeting time and any other meeting details, and send the meeting
invitation.

Responding to Meeting Invitations
When a meeting invitation arrives in your inbox, you can accept, decline, reply
as tentative, or propose a new meeting time.

Important Meeting

Jane Husky o/ Accept v | P Tentative v | ¢ Decline ~ | (E) Propose New Time v
@ Required @ Justin Nagle Wed 2021-10-20 1:37 PM
(1) Please respond.

(O October21, 2021 200 AM-230AM @ A

9AM Flmnorhnl Meeting; Jane Husky

10 AM

When choosing a response, a drop-down menu will load with three options:
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o Edit the Response before Sending: this allows you to make a
comment to the meeting organizer before sending your response. You

can type your response in the body of the new window that opens.
Once complete, you can click send.

¢ Send the Response Now: this sends a response back the meeting
organizer that you have accepted their invitation

e Do Not Send a Response: this option results in no response being sent
to the meeting organizer, even though you accepted the meeting

Accepted: Important Meeting - Meeting Respanse

File ~ Meeting Response  Insert  Options  FormatText  Review

uf susEe BB 0@ B (812 11D G
Paste ’D{ B I U|L. A = = = | == == | Address Check | Attach Signature | Assign ¢ 0" MPOMARCE | pitate | Editor | Immersive | Insights | View
- ; = = Book Names | File~ pe Policy~ |- Low Importance er

Templates
Clipboard & Basic Text

ersve | Adain | Wy Tempiates
(@ s, wi attend

> From v | lustin Nogle@smu.ca

Send To Jane Husky

e
Subject  Accepted: Important Meeting

When October 21, 2021 %:00 AM-0:30 AM

Location

1 will be 5 minutes late. @

When choosing a meeting option, it is important to always send the response

to the meeting organizer; that way they can plan accordingly on how many
people will show up, etc.

If you wanted to propose a new meeting time to the meeting organizer, select
Propose New Time. A drop-down menu will open and show two options

ne w @ Propose New Time v L)

Tentative and Propose New Time

Decline and Propose New Time
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A new window will open for either option that you chose. It is like a mini

scheduling assistant. Here you can see which time everyone is available for
the meeting and propose a new time/future date.

Propose Mew Time: Important Meeting

I =l October 21, 2021

Zoom |100% |~ |
= == 1 PM 2PM IPM 4PM 9 AM 10 AM 1A

| All Attendees

» Required Attendee

z‘ Jane Husky

Z‘OJustin Naagle

~ Optional Attendee

~ Resource (Room or Equipme...

<

Options ¥ Meeting start time | Thu 2021-10-21

S
| << || AutoPick Mext >>

Meeting end time | Thu 2021-10-21 Bl [e30am =
M Busy \© Tentative B¥ Out of Office [ Working Elsewhere |

Current Meeting Time [ No Information

| Current Meeting Time |

| cancel

When you accept a meeting invitation, it will appear in your calendar as
below:

21 2
00am Important Meeting; Jane Husky
28 7]
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You can double click the event in the calendar, to open more details about

the event (to get the Zoom link, Teams link, and further information from the
meeting invitation):

Important Meeting - Mesting

File  Meeting  Scheduling Assistant  Tracking  Insert  FormatTesi  Review Hep  Q Tell me what youwant o do
 Bowse | B [ 2 X O B |Gswws Wowy | 22 %mm )
" High I 2
Delete yp g . | Meding | Accept Tentative Decline Propose Respond | 1) pivier [None || Categorize 9" MPOMANE | piate
Notes = - ¥ NewTimev ~ J lowlmportance

Adions Mieeting Notes Respond options
(@ Accepted on 2021.1021 9552 4M

Tags Voice

Important Meeting

Org Sent Wed 2021-10-20 1:37 PM
Tim AM

Location

Response /" Accepted  Change Response

There could be details here about the meeting, including links to virtual meeting |
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