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Drag & Drop

You can drag an email to the calendar icon to schedule an appointment, drag to the
CONTACTS icon to add the name & email to your contact database, drag to TASKS to
add it as a new task (to do list item) or drag to NOTES to add it as a “post-it” note.

Appointments can be scheduled by drag & drop.

1. Drag an email to the calendar icon.
%% 0Id In BOX - Microsoft Outlook

M= E
File Edit Miew Go Tools Compose Help
Pele s | mam|/E@R o DX o0 | @ vesaes ‘Balz @ 5
ko | @
{A E@ Mailbox - Greg Olyn !l O |?|Q|From |Subject IReceived o I;l
""" 3 Calendar =) Mike Giber... RE: barcodes Tue /100 1...
5 Contacts Y Mike Giber... RE: barcodes Tue 8100 1...
] Mike Gilber... RE: S drive Mon 7/31/00 ...
- b Mike Gilber... RE: barcodes Mon 7/31/00 ...
Calendar inkes ] {®) Tim Eliason... Elk Falls MciFee Yirus Update Mow Awailable, Fri
‘:f;::;al A @ Deborah 5., Announcement on Company/ENGO Initiative Fri 7/28/00 7.,
E Ol In B0 % Dan Ashdo.,. PulpCo Intranet Wed 7i26/00 ...
@ Duthos % TMP Oper...  access training Wed 726000 ...
_____ B Sent ltems i Erockleban.., RE: PDF Wed 7i26/00 ...
..... Dy Tasks e Mary Lesi, .. Tue 7125000 ...
2% Personal Folders £ @ Mary Lewi... Tue 7j25000 ...

2. The Subject and details are filled in — Select Attendee Availability

iz Elk Fallz: McAfee YirusScan DAT 4088 Update Now Available. - Appointment

” File Edit Wiew Insert Format Tools Appointment Help

“Eiaveandclusel_gi_l 3 2ol J@/Iﬁ|}(|4 - >

2

.ﬁ.ppuintmel Attendes Svailabilicy

ik Conflicks with another appaintment on your Calendar,

Subject: IEIk Falls McAfee WirusScan DAT 4033 Update Mow Available,

Location: || j
Start time: | Tue 87100 j [4:30 Pr j ™ &l day event

Endtime:  [Tues1/00 MR

v Reminder: |15 minukes j ﬁl

Show time as: IBusy

E

From: Tim Eliason (EDS)

Sent: Friday, July 23, 2000 11:49 A

To: _Elk Falls Paper Contractor, _Elk Falls Paper Staff =
L T LEF b dm - SO Dimaas Loed ~e FETT

Cateqgaries. .. | I

Private r
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3. Click & drag to highlight desired time slot... Save & Close !

Appaintrment I Meeting Planner I

' Show attendes availapiity Wednesday, December 20, 2000 Thursdaw, Decer

" Show attendee status 9:00 10:0011:0012:00 1:00 2:00 3:00 4:00 9:00 10:00 1

Al Attendees
{=|Greq Olvrvk
?T‘;xpe atkendee name here l-”-b
| I

Manually Add Appointment

Blocking Method

1. Select date on calendar panel

4  December 2000 p |
SMTW TF 5

26272862930 1 2
3456 78 9
101112 13 14 15 16
17 18 19 201]22 23

24 25 %32? 28 29 30
311 X3 45 6
2. Click and drag to select time block

g

9%
10™

o0

11_ |

3. Type Appointment Title and [Enter] — then bell appears

9 oo B ZE Meet Rob

10™
11™

4. Double click appointment to fine-tune — enough advance warning? Out of Office?
If the appointment is at 1pm, perhaps 1.5 hours warning needed...



Editing

Move Appointment = drag & drop in any View — or to small calendar
Clone Appointment = [Ctrl] & drag & drop

Delete Appointment =

Select multiples = [Ctrl] selects non-adjacent items (to move or delete)

Undo = [Ctrl] [z] (best method since almost always available in most software

Double click to edit an appointment’s settings

Date Changes
Type date — Aug 15 (defaults to current year)

Use the dropdown to select a distant date

Stark time:

| Tue 8f1/00

End time | 4 August 2008

b ]

v Remil

From:
Sent:
To:

L

SMT'-.-'-.-'TF\i\

NGy 2 3 45
6 ¥ § 9101112
153 14 15 16 17 15 19
20 21 22 23 24 25 26
P ZE L9303 1 2
i 4 586 7 &5 9

Today |

]

Defaults to today — or click “Today”

Triangle Toggles for month (center for leap
~frog)

Select day

End time defaults to same date
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Views

| G0 ko Today | mDai E Work Week Week @Mﬂnth |

Current date — “Go to Today ““ from any view — jumps to the current date

Week and Month views — [PageUp] and [PageDown] work nicely

Select group of days (click & drag or [Shift] select or [Ctrl] select for non-adjacent —
what you select is what you get to view, great to compare, move, clone...

Day at a Glance — Default View
Great to easily select blocks of time for appointments.

Week at a Glance

Monday, dugusk 14 | Thursday, Aogust 17 ;I can easily move / clone
1:00pm %3 wWord

" appointments
$:30pm #E word

Page Up / Down — next week
or previous week

Select Multiples — [Shift] or
[Ctrl]

Tuesday, Augusk 15 Friday, &ugust 15

| Saturdayw, Aogusk 19

A Boen S0 W
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Month at a Glance

Mon Tue Wed Thu Fri Sat/Sun ;I
July 31 sugust 1 | E 3 4 5
Windows Basic | Excel 51 Excel - Functio | Eric Eric
Welcame ko Cz Mike Eric A
Cuitlook email Cutlook Sched
Soablasl e (N
7 5] 9 10 11 12
| off [l off [l off [1] off |
13
14 15 16 17 18 19
W'ard W'ord J
Word Word -0
21 22 23 29 25 26
Wiord Access Word Access
W'ard BrCess W'ord ArCcess o7
23 29 30 31 September 1 2
Wiord Access Word Access
YWiord Access Word Access 5

Try Cloning with [Ctrl] drag

View Selection
Select the days from the side Calendar - try also non-adjacent with [Ctrl] selecting

4 April 2001 > Man 2 Tue 3 Wed 4 Tus |«
SMTWTF S

25 26 27 25 £9 30 31

1 & 7 8
8 910 11 1343 14
1516 17 18 12 20 21 g = Heet AT Dent) |
22 23 24 25 26 27 28 Beb 11 i
o030 1 2 3 4 5 o0
10_ ﬁ CDLII'S_
11 i
A Phon
12 pri 4% Redo Phil
- Safet A5 Plan
plann |
1% i Il I
20 l
= 00 .
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Edit Method
1. Double click start block

“EEaveandCluse|§|c'ﬁ'3 Exp =[] |f§|{}|}<|4""

Appoinkment I Meeting Planner I

2

Subject: IH:::Iiu:Ia*;.-'s

Location: I

Starttime:  |Tue 122600 w|[1o0aMm =] T allday evert

_\Uu:an a7

L Cecemnber 2000 (3
¥ Remil S MTWTF 5 | Show time as: IBusy j
2e 27282930 1 2
i4 56 7 8 9
1011 12 13 14 15 16
17 15 19 z0[z1]z2 23
24 25 27 25 29 30
31 1 2 3 4 5 6

Today |

End time: | Tue 12/26/00

A

Type Subject / Location (adds what you type to dropdown for future use)

Type or Select End Date and or time

All Day Event ?

Show time as — Out of Office (Email —Tools — Out of Office)

Reminder — perhaps 3 days in advance... 12h /22d / 3w

Note you can attach a file to an invite — in case you want them to POST the notice

of the meeting for others who do not have Outlook
8. Save & Close

Nk w

Vacation

Vacation — All day event / Out of Office / Start & End Date - no need for “recurrences” —
easy to change start date if needed... alarm 4 days in advance enough notice?

Subject: I'-.-'au:atiu:un|

Locakion: I
Start timey | Tue 11/04/2003 ~| W &l day event
End time: IFri 11/14)2003 j

;@: ¥ Reminder: |4 days j @ Show time as: IOut aof Office j
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Recurring Appointment

G | Appointment Becurrence |
End: |4=3'3' P j Duraticn: IE hiwrs j

— Appointment time
Start: | SHEREN j

—Recurrence pattern

' Daily Recur every |1 week(=) on;

& Weekly [ sunday [~ Monday [ Tuesday v wednesday
[ Panthly: I Thursday I- Friday H Saturday

= Yeatly

_REII'II;E I:IF FecUrrence
Start: I'I.I'I.I'Ed 8i2/2000

j * o end dake

" End after: IIU OCCUMTENCES

" End by:

I'I.I'I.I'El:l 10,4/2000

[

o]

Zancel | HEMEYE Recurrencel

1) Try daily — 8am to 9 am — only weekdays — no end date or ending after 10
occurrences

2) Weekly — Mon & Weds — end after 6 occurrences (3 week course perhaps)

3) Monthly — o Friday of every Month — end by Calendar choice

4) Yearly — same date — no end (Birthdays) - show time as Free / All Day Event

OK - SAVE & CLOSE = g Fm& Weakly Safety Mesting |
Move an Occurrence = 9 oo | |
(orphan - not same as series) W55 weekly Safety Meeting

Delete a Recurring -
Delete just one, then delete all occurrences
Confirm Delete

Do pou want to delete all occurrences of the recurming appointment
"wdeekly S afety Meeting'', or just this one?

" Delete this one.

[ o ]

Cancel |

Edit Series — change start time / end time — orphans will be forced the same



Reminders

When you set the appointment — a default (can be changed in Tools - Options) 15 minute
advanced warning will be set.

Just type what you need — 13h / 22d / 3w

You can even alter the sound effect for the reminder — birthday song for birthdays, severe
alarm for important meetings, etc. — click the speaker icon;

HReminder Sound EE |
Ik, |

Cancel |

¥ when reminder comes due, play this sound

| WINDOW S\ medial Office 97\ REMINDER. wWAY

{ Browse,,, i
Reset |

Browse to locate any wav file you have..

Appointment Reminders
This is what the reminder pop-up looks like;

#-Aeminder - Thu 1/4/01 11:40 AM

Meeting i
Postpone |
Open Ikem

Click Postpone to be reminded again in |5 minukes j

Dismiss — you are on your way - deactivates reminder

Postpone — the dropdown says it will remind you again after 5 minutes (say you are busy
with a client and want the reminder again) you can alter the reminder recurrence by the
dropdown.

Open Item - to re-schedule it...

Page 8
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Tools — Options — Calendar

General I E-—rnail I Sendi-ng I Reading Calendar Add Holidays — may have to
~Calendar work week contact help desk if it will not
[Msin Witon WiTue W owed W Thu MR [ sat allow you to add them
i de=rl Add Holidays to Calendar EE
First wee|  —eleck the locations whose holidays you would Change your work day times /
like copied to ywour Calendar: Week days you work...
—iCalendar n .hile faul ind 1
Start: kime (1 China, People's Republic of — Les j Default reminder alarm —
% Christian Religious Holidays perhaps you usually need 20
End time: Colombia .
] Czerh Republic minutes to get anywhere.
—Date Mavi % E:Sﬁ?:rrk ;I . .
Contact help desk if Holidays
Eont. L numbers s :
won't go 1n...
—] | (0] 4 I Zancel |
[ | Use Mic
Time Zone. .. | Add Holidays. .. | advanced Scheduling. ..
Printing
File - Print
Print EHE |
—Prinker
Marne: IHF‘ LaserJet 2100 Seties PCL & j Properties |
Stakus: Printing: ¢ documents waiting
Twpe: HP Laserlek 2100 Series PCL &
Where:  1WFCCLELK\prtraini ™ Print ko file
Cormnrment:
—Print skyle — Copies

Page Setup... | Mumber of pages:  [all =
Define Skyles. Mumber of copies: I -
Weekly Stvle —'YI j

Collate copies
Bdmmbbl oy Skl j I_ - P

—Prink range E B
Start: IThu siz4jzo00 =| End: IThu siz4j2000 = |

K, I Cancel | Prewiew |




try TriFold Style — Preview Button

—Print skyle

=

Tl

sugunl 24, 20m -
— S = e

[=]
=]

=L

s ey P By o B P

0
[T kel L
L

L2l
27

""."'"‘""""." e LT L W— T S

HEpr

LT T

3
CE=rapie

RO FLTHERAFHIT

Print Range

Specify the End Date

Prink range

Start: IMDn4,|'9,I'EIl | Ena: IMDn /301 _vl

1

April 2001

4

S M TW TF 5

£5 26 27 28 29 30 31
1 2 34 53 6 7
Sl 10 11 12 13 14

15 16 17 15 19 20 21

22 2324 25 26 27 28

2930 1 2 3 4 5

Today |

5
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Planning Meetings
When you schedule a meeting try meeting planner;

Appoinkrient I Meeting Planner I

' Show attendee availablity Wednesday, September 13, 2000 Thursday, September 14, 2000
" Show attendes status 09:00 10:00 11:00 12:00 01:00 02 :00 03:00 04:00 09:00 10:00 11:00 12:00 0130
&l Attendees
=1|Greq Clynyk (ELKPAPER]

FT\;pe attendee name here

Invite Others button to activate your address book can invite other people,
groups of people and/or meeting rooms (to even just see if room is available)
If you have AUTHOR rights on that room, you could invite it as a resource to
book it if it is available — also requires the room to Auto Accept / Decline —
unless a delegate is monitoring that room’s emails they can ACCEPT or
DECLINE your booking request.

Helps to find a time block where you all are available...

[m=d|@ | el & | e X8

Appointment I Meeting Plannet I

Friday, lanuars
000 10:00

%" Show attendee availability day, January 25, 2001
E E

™ show attendee status 10;0011:0012:00 1:00 2:00 300 4:00

all Attendees
Greq O ' ' '

Rob Pa -

Mark: Li | |

Torbior |
|
"

L | Do | o

Lilliar &

||
{=|Carla B -
E| |

=< | AutoPick vl_ =x |

Auto Pick mate the next available time for all invited people

Send will invite the others and add the meeting on their calendars as well if they
click Accept — if Reject — they should let you know why... If they choose Accept
yet when prompted to send response and click no, you will always show that
invitee as no response... Perhaps we could remove that option of “no response’
You can set up Inbox Rules to direct these responses as desired to Trash or
folders appropriately...
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Future Meetings with same people?
File — Save As — Meeting — As Type — Outlook Template...

Un-Invite

If you delete the meeting — it will prompt you to send a Cancel update — definitely a good
idea to do so...

Microsoft Outlook ﬂ

The atkendees have not been notified that
this meeting "dfdf" has been canceled.
Choose one of the Fallawing:

% Send cancellation and delete mesting.

™ Delete without sending a cancellation,

O [: I Zancel |

If you move the appointment; then Send Update — not just Save & Close...

Microsoft Dutlook ﬂ

& wi'ould waou like to send an update to the attendees regarding changes ko the meeting "dfdf's

Yes ’\J Mo | Cancel I
L4

{=]5end Lipdate ||
If you want to send a reminder again to all, just open the appointment — = . lass

If you want to un-invite a person, toggle them with an X and send update — to just
changed attendee(s) (added or deleted)...

EIELKPRTRAININM (Elk Fallsy  |Required Attendee
EIELKPRTRP.ININGS (Elk Fallsy  |Required Attendee
EIELKF‘RTRAININGE- (Elk Fallsy  |Required Attendee
EIELKPRTRAINING? (Ell.Fallsy  |Required Attendee
=ELKPRTRAIMINGS (Elk Fallsy  |Reguired Atkendee

-

o

lick here bf~qdd attendes
! dar

Send Update to Attendees x|

You have made changes tao the list of attendees. Choose
one of the Following:

{* Send updates only ko added or deleted attendees,
{~ Send updates to all attendees,

Ik :{ I Cancel
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Receive Meeting Invitation

“ " Accepk | 2 Tenkative | » Decline | mCaI_endar... |

Appainkrent I Meeting Planner I

Accept — then SEND response (just click OK) so they know you have accepted, no need
to add comments to acceptance, people usually do not read acceptance notifications,
especially if the invite comes from a room...

Microzoft Outlook |

Thiz meeting haz been accepted and will be moved to pour
Calendar. Do vou want to include comments with your rezponze?

{~ Edit the rezponze before sending.

i+ Send the response now

= Don't send a responze.

k. Cancel

o Choose "Don’t send” to only affect your calendar and not notify the
meeting organizer of your decision (when would you want that?)

Tentative — puts it in your calendar — pale blue, can be bumped by other invites...

10+
11%
127

Decline — Please send response and perhaps explain why to the meeting organizer if you
feel that would be appropriate.

15

Calendar... To see that new appointment if it conflicts with your life... Then just exit
the calendar view and decide accept or decline...

Move it? Do not move someone else’s Meeting — it will have no effect on their PC
Microzoft Outlook

meeting organizer sends an update For this meeting, your changes will be lost, Is this

Ok?
Cancel |

ij ¥ou may want ko let the meeting organizer know wou changed the meeting ™. If the




Delete it?

Confirm Delete

& Y'ou have naot responded to the meeting request '™,

f+ Delete and zend a response ba the meeting arganizer.;

' Delete without zending a response.

Ok, Cancel

|

Canceled notice goes out..

B Canceled:
When: Frida}f{ Ockober 27,

Advanced Find

Lose something? Tools — Advance Find will help

Be in the folder where you think it might be... if uncertain — select your main MAILBOX

and it will search all sub folders as well.

| File Edit Wiew Tools Help

=lo]x|

Look fior: |Messages j I IMaiII:u:ux - Olyrek, Greg (Elk Falls

arvy bype of Outlook ikern =
== Lppointments and Meetings
Conkacks

Files -

Search
=L Files {(Cuklookf/Exchange)

Journal entries -
= =" TN

Search for the wardis): Il:lent

Note: DENT will find dentist as well as dental appointments, but will also find

-

Browse, ..

Fird Mo

Skop

LR

Mew Search

President’s Day ! Simply double click the item desired... or delete it, etc...

O |Q | Subject |L-:u:ati|:|n |Start £ |End s |Recurre. . |Cate..
E| President's Diay Urited... Maon 2/... Tue2il... (none) Halida
3 President's Day United... Mon2/... Tue2fl... {none) Holida
3 President's Day United... Mon 2f... Tue 2jz... (none) Holida
E| President's Diay Urited... Maon 2/... Tue 2jz... (nong) Halida
E' President's Diay United... Mon2/... Tue2f1... {none) Holida
i

dentist weed 9., Wed9)... (none)
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Adding a Task

Drag & Drop - email onto Task Icon

stores the message body as reminder of what the task concerns...
subject copied into task subject

Re: Meszage board - Tagk M=l E
” File Edit %ew Insert Format Tools Task Help
“Eiaveandcluse|c',%E@|@%%|G|}(|4vvv@
Task I Status I
Subject: IRE: Message board
Due date: * Mone
i Due: INDI‘lE j Skatk: |Nu:une j
Skatus: IN.:.I: Skarted j Prioriky: IN.:.rmaI vI % Complete: IIII% ﬁ
™ Reminder: IN:::ne j IN:::ne j ﬁl CIAnEr: IGreg Ok (ELEPAPER)
From: John , (ELKPAPER)
To: Greg Olynyk (ELKPAPER)
Sent: Monday, Septerber 18, 2000 12:20 PR

Click Task Icon - New Icon

New Item Dropdown - Task

Afe s |amail-
' Mail Message Chrl4+1
%] Past in This Folder  Ctrl+Shift+S

5| appaintment Ctrl+Shift+&
¢ Meeting Reguest  Ch+Shift+0
Contact Chrl+Shift -+
Task ChrlShiFt+K
12 Task Request Ctrl+Shift+U
[Iéi' Journal Entry Ckrl+Shift+1
Y Mote Chrl+Shift -+

[ Office Document  Chrl+Shift+H

Choose Template. ..

Choose Form...

1 Falder... Ctrl+Shift+E




Status

To record distance traveled (for example, for mileage reimbursement), type in the
Mileage box.

Untitled - Task M=] B3

” File Edit %ew Insert Format Tools Task Help
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“Eiaveandclu:use|c',% = =] |@%%|G|X|4'*'

Task | Status |

2

Date completed: | NS j
Taokal work: ID hours

Actual work: ID hours

Mileage: I

Billing information: I

Conkacks: I

Companies: I

IUpdate lisk: |

About task assignments

Task assignments help you keep track of progress on work that other people do for you or
in cooperation with you on a project. For example, a manager might assign a task to an
assistant, or an employee might assign a task to a coworker in a group effort. A task
assignment requires at least two people: one to send a task request and another to respond
to it.

When you send a task request, you give up ownership of the task. You can keep an
updated copy of the task in your task list and receive status reports, but you cannot
change information such as the due date or percentage complete for the task.

When you receive a task request, you are the temporary owner of the task. You can
accept the task, decline the task, or assign the task to someone else. If you accept the task,
you become the new, permanent owner and are the only person who can make changes to
the task. If you decline the task, the task is returned to the person who sent you the task
request. If you assign the task to someone else, you can keep an updated copy in your
task list and receive status reports, but ownership is transferred to the person you assign
the task to.



Receive Task

— LI —
lﬁ Greq Olvrek (ELKPAPER) Task Request: plan meeting
Subjeck: plan meeting
Cue Date: Thursday, September 21, 2000

Skatus: Mot Started

Accept / Decline Task

“v".ﬁ.g:ept| xgecline| S Bz [l |@|}(|4

Task: I Skatus I

i Duein 3 davs

Assigned by Greg Olynyk (ELKPAPER) on 9718100 3:33 PM,

Response

Accepting Tazk |

Thiz tazk will be accepted and moved into the Tazks folder. Do pou
want to edit the rezponze before zending it?

" Edit the responze befare zending

* Send the response rnowe

k. Cancel

Assigned & Accepted Task

@ []|plan meeting

Send Status Report - Owner of task
Planer receives update - opens

' @ Task Update: plan meeting

Subject: plan meeting
Due Date: Thursday, September 21, 20
Priotity: High

- updates the task...

Subject:  plan meeting
Due date: Due on 9212000

18-Sep-00

Status:  Waiting on someone else Priority: High % Complete: S0%
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