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1 Introduction

At Goldsmiths College there are two alternative Microsoft Outlook packages that are deployed to
end-users. These are:

1. The fully supported and recommended basic MS Outlook package. This package provides
the normal functionality associated with an email client (such as sending, receiving and
organising email messages and storing contacts) but does not support online calendar
facilities.

2. Anenhanced MS Outlook package known as “Oracle Connector for Outlook” (OCFO). This
package uses the Oracle Connector add-in to supplement the basic Outlook functionality
with online calendar facilities similar to those found in Corporate Time (Oracle Calendar),
thus enabling college staff to schedule meetings and access colleagues’ online diaries.

The purpose of this document is to provide an overview of features and functionality in the
enhanced Outlook package, and to highlight the principal differences between this and the basic
package.



2 Outlook System Requirements

2.1 System Requirements

Outlook should run on most modern computers. However some older machines might become
slow when running Outlook. These are the requirements to run Outlook as stated by Microsoft.

Component Requirement

Computer processor o Intel Pentium 233-megahertz (MHz) or higher processor, Pentium 111

recommended.
Memory e 128 megabytes (MB) of RAM or above recommended.
Hard disk e 350 MB of available hard disk space (hard disk usage will vary

depending on configuration; custom installation choices may require
more or less hard disk space.).

e Optional installation files cache (recommended) requires an additional
200 MB of available hard disk space.

Operating system e Microsoft Windows 2000 with Service Pack 3 (SP3) or later; or
Windows XP or later.

Display e Super VGA (800 x 600) or a higher-resolution monitor.

Microsoft Outlook e Microsoft Outlook 2003 (with Service Pack 2)

2.2 \Where is My Outlook Data Stored?

Outlook gives you access to data stored on a server. In our case this means email messages and
calendar entries only. Outlook takes a copy of your messages, which are held on the College’s email
server. It then periodically synchronises what is on the server and what is on your ‘local’ computer
(that is, the one you are currently working on). When you read a message it will be marked as read
on the server on synchronisation. Deleting similarly takes effect when you synchronise.

All other Outlook data is saved on the computer on which you are working. This means that if you
are working on another computer you will not have access to it. This applies to Notes and Journal
only.

2.3 Overview of Outlook Facilities

Please note that we are not currently running an Exchange server so, if you have used Outlook
before, there may be some advanced feature, which you cannot use. Please see Overview of
Outlook Functionality on page 39 for further details.

2.4 Installing Outlook

To ease the introduction of Outlook within College we are deploying it on a department-by-
department basis. If your department is now being offered the chance to use Outlook instead of
Mulberry, the Applications Team will be in contact to arrange a mutually convenient date and time
for it to be installed.

It should also be available to use on any Open Access PC if you have a staff username.

Administrator Rights to your PC are required for the installation. The easiest way to determine
whether you have these rights is to right click the green Start button in the bottom left hand corner
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of your screen. If the options ‘Open All Users’ and ‘Explore All Users’ is not listed, then you do not
have these rights. Please contact the IT Services Helpdesk to submit a request for a Technician to
provide you with these rights.



3 What's different with Oracle Connector

This chapter describes the differences between the basic MS Outlook package and the enhanced
Outlook package that uses the Oracle Connector add-in.

3.1 Location of “Sent Items” and other folders

When MS Outlook is deployed with the Oracle Connector add-in, all e-mail folders (including “Sent
Items”, “Deleted Items” and “Drafts”, as well as “Inbox”) are stored on the Goldsmiths e-mail
server.

As a result, in the Navigation Pane in Outlook, you will see all these e-mail folders appearing in the
same parent folder (see illustration below).

& Inbox - Microsoft Outloo

! File Edit Mew Go Tools

Padnew - | S 25 X |

Fawvarite Folders

L] Inbo
| Lhread Mad
| Foe Falow Lip
L= Sent Items

&l Mail Folders

= E6t Oracle - Gareth Scarlett
(3] Deleted Items (12}
¥ Drafts
H L] Inbox
L@ Junk E-mail
L= Cutbece
L= Senk Items
# L) Search Folders
H = Oracle - Public Folders
H = Oracle - Shared Folders

This is different from the behaviour of the basic Outlook package, whereby the “Inbox” is stored on
the Goldsmiths e-mail server but other folders (including “Sent Items”, “Deleted Items” and
“Drafts”) are — by default — stored in the user’s personal e-mail file on the workstation: hence with
basic Outlook the “Inbox” — by default — appears in a different parent folder than the other e-mail
folders.

Moreover when using the Oracle Connector add-in, it is no longer necessary to apply a “rule” on
each workstation where Outlook is used, in order to force sent items to be stored on the server
instead of the current workstation (this rule is described in section 2.3.8 “Centrally stored e-mail”
in the document C431.doc).



3.2 Deletion of e-mail messages

When MS Outlook is deployed with Oracle Connector, the deletion of e-mail messages is handled
differently than with the basic Outlook.

With the basic Outlook package, when an e-mail message is deleted it will remain in its containing
folder —i.e. will not disappear — but will be represented with a line through it (as though it has
been “crossed out”). In order to finally purge any “deleted” messages from the system, it is
necessary to run the “Edit — Purge Deleted Messages” menu option.

With the Oracle Connector add-in, however, deleting an e-mail message causes it to disappear
immediately from its containing folder, and to be moved to the “Deleted Items” folder. Deleting it
then from the “Deleted Items” folder will cause it to be purged finally from the system.

3.3 Availability of the Calendar and other features

When using Oracle Connector rather than the basic Outlook, it is possible to use the Outlook
Calendar feature in its entirety.

With the basic Outlook package, the Outlook Calendar and any appointments/meetings in your
diary would only be stored locally on the workstation where you are currently working and hence
would not be accessible from other workstations.

When using the Oracle Connector add-in, however, you can access your diary from any computer
connected to the network and also over the web from outside the College using Oracle Calendar
(formerly known as Corporate Time). This is because your diary information is stored on a
Goldsmiths Calendar server rather than on disparate workstations.

As well as the Calendar, there are also limitations on the functionality of the Tasks feature when
used with the basic Outlook package rather than with the Oracle Connector add-in.

Instructions on how to use these features are provided in the following chapters.

3.4 Known Issues with Calendaring in Outlook with
Calendar

¢ Designate functionality: In some instances users are unable to edit and delete entries in
designate diaries. There is no solution to this at present and users are advised to use the
standalone Oracle Calendar desktop client for designate functionality.

e Reoccurring appointments/meetings: If there is a conflict when creating a reoccurring
appointment/meeting, the entry is saved to your Outlook but not saved to the Oracle
Calendar server. To create such appointments/meetings users are advised to use the Check
Conflicts functionality in the standalone Oracle Calendar desktop client.

e Departmental groups: groups created by IT Services such as dept-drama or dept-pace are
not available in Outlook with Calendar. You can either create your own distribution list,
which you will be responsible for updating or you can use the standalone Oracle Calendar
desktop client. For instructions on how to create a distribution list please see section 8.1.4.



4 Outlook Workspace
4.1 Exploring the Outlook 2003 Workspace

e Double-click the Microsoft Office Outlook 2003 icon to start — or select it from the Start menu.

Q_ . C Micrasoft OFfice Outlook 2003

LMECSOEE
IEEME IO

E 0

¢ When prompted enter your College username and password.

Below is the default Outlook layout:

Navigation Pane Folder Pane

Reading Pane
—
Iﬁ—l outlook_deployment - Microsoft Outlook g@
Main Menu —Fle  Edit Wegv Go  Iools  Actions Help  Adobe BDF Type & question For help -
Toolbar adnew ~ | (|3 XK | CaReply i Replyto sl (5 Fotward | S SendiReceive ~ | BoFind [ | [ Tvpe acontact fofind - | @) B
Mail ] outlook_deploym
Favorite Folders Arranged By: Date |Newest ontop T Contents of file: OUtIOOK—depIOy'IOQ
3 Inbox (2) csapps@aold.ac.uk
= sert Ttems = Today To: csapps@gold. ac.uk
[ Entourage - rsappsi@gold, ac.uk : ==== ====
[ oracle calendar Contents of file: outlook_deploy.log | ZO0/0Z/2009::10:02:22.76 Starting
(3 outlook_deployment Outlook Install
[ outlock @ vesterday 20/02/2009::10:02:22.76 cOmMputernsme
[ peounter D272
. (= csapps@gald.ac.uk Thu 10:30
[ css02ms in Oracle - Shared A Contents of Fie: outiack_deploy.log 20/02/2009::10:02:22.76 displayName C3
i - Technicians
AlMal Folders (23 esappsi@igold ac.uk UsITEH 20/02/2009::10:02:22.76 emailldlias
= %‘1 Oracle - Meeta vekaria Contents of file: outlook_deploy.log techs
ﬂ@Del:e?I]tems (352) 3 wednesd 20/02/2009::10:02:22.76 username
L#| Drafts [S = ednesday was0lye
= L:’f‘ Inbox (2? (=i rsapps@gold.ac.uk Wed 16:52 20/02/2009::10:02:23.12 Running
L-Q Junk E-mail Contents of file: outlook_deploy log setup.exe
té’} S:I:':?;‘ems £ esspps@aold.ac.uk e P 20/02/2009::10:03:09. 18 Running Service
3 cearch Folders Contents of file: outlook_deploy. log Fack
20/02/2009::10:03:09.18 5 i Pack
# 3 Oracle - Public Folders & csapps@gold.ac.k iR CD:nplit,ion Status 0 [0 = iz:;:ial?c
@ (3 Oracle - Shared Folders Contents of file: outlock_deplaw.log 3010 = successtul] !
= Tuesday Z0/02/2009::10:03:25.55 Funning regedit
pop.reg
(=1 csapps@gald.ac.uk Tue 15:43 20/02/2009::10:03:29.17 Running regedit
Contents of file: outlook_deploy.log default_client.reg
(=i csapps@gold.ac.uk Tue 15:40 20/02/2009::10:03:29.31 Bunning regedit
Caontents of File: outlook_deploy.log address_suggestion.reg
a csapps@gold.ac.uk Tue 13125 20,-.’02!2.009: 110:03:29.46 Bunning
Contents of file: outlook_deploy.log LCEb R G S
a Z0/0Z/2009::10:03:46.95 Creating
- : csapps@gD'dja"”k Tue 10:24 mailpl.txt file in e:\gits
[ i ‘ o ' 1:10:03:47. inishe
d Mail Contents of File: outlook_deploy.log 20/02/2009::10:03:47.01 F hed
(=1 csapps@gald.ac.uk Tue 10:21
,:3:13 Calendar Contents of file: outlook_deploy.log
Buttons
3:1 Contacts & Monday
Task (= csapps@gold.ac.uk Mon 9:54
asks Contents of file: outlook_deploy.log
» || (20 csapps@gold.ac.uk Mon 2:52
- Contents of file: outlook deplow.log
497 Items
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4.1.1 Arranging the Panes

Change the layout of the panes: View =

Reading Pane = Right; Bottom; or Off.

If the Navigation Pane is not already open,
from the main menu, choose View =
Navigation Pane:

4.1.2 Navigation Pane

the ‘buttons’ in the 0y

Navigation Pane to ﬁ Calendar

Wiew | Go  Tools  Acktions He

Arrange By k
. Mavigation Pane  Alt+F1
¥
Reading Pane bh'“

< AutoPreview

Toolbars 2

o

pen in Mew Window

display a pop-up menu. -/ contacts

| Mavigation Pane Options, .. Q

Select Navigation
Pane Options... /] Tasks

Mavigation Pane Options

Display butkons in this order

il

[0]'4 I Cancel

Tick all the options to display
all of the buttons in the
Navigation Pane.

Click OK to close the
Navigation Pane Options
dialog box.
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Click on the Mail button. Favorite Folders
] o [Z] Inbox (2}
Your mail folders are made visible in (3 Sent Ttems
the Navigation Pane. 3 Entourage
. . [ oracle calendar
The toolbar will change appropriately 3 outlook_deployment
too (see below) 3 autlook
[ pcounter
[ css02ms in Cracle - Shared A
Clicking the other options will display Al Mail Falders
their corresponding content. = 26 Oracle - Meeta Yekaria
# (5 Deleted Items (392)
|2| Drafts [5]
# [ ] Inbox (2)
L @ Junk E-mail

(&) outhee

(=3 Sent Ttems

[0l search Folders
=@ ﬁ Oracle - Public Folders
=@ ﬁ Oracle - Shared Folders

Lﬁ Mail

-':.tIi Calendar

&=| Contacts

Tasks

4.2 Main Menu

Explore the Main Menu by clicking on the various options, and expanding the menus. If you see
down arrows at the bottom of the menu, click on them to fully expand the menu:

File | Edit Wiew Go Tools Actions Help  create new email -
| Mew » | & Mail Message Chrl+M
Open » | %) Postin This Folder  Chri+Shift+5
Closg All Ttems Oy Folder... Ctrl+Shift+E
Save fs.., Ll SearchFolder...  Ctr+5Shift+pP
Save Attachments ¥ | B appeirtment Crl+ShiFt+
Ealder ¥ |5 Meeting Reguest  ChrbShift+Q
Import and Export. .. 8= Contact Chrl+5hift+C
Page Setup v |[E]  Distribution Lisk Chrl-Shift+L
|4 Print Preview & Task Chr Shift+K
=4 Prirt... Chrl+F o | Mote Chrl+5hift+M
Exit Choose Farm...
¥ Cutlook Data File. ..
I C N

Expand
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4.3 Toolbars

Experiment with the Standard Toolbar by clicking on the various menu options:

=4 13 K | CiReply (i Reply to 8l (5 Forward | 5 sendireceive ~ | EpFind [ | W Typeacontacttofind | @)
Ijﬂ Mail Message Chrl+M
Post in This Folder  Ctrl+Shifk+3
Appoinkment Chrl+35hift+a
Meeting Reguest  Chrl+3hift+0
Conkact Chrl+5hift+C
Task Crl+5hift-+k
¥

Select any option in the Navigation Pane and the toolbar changes accordingly. For instance, select
Contacts in the Navigation Pane and notice how the toolbar changes:

Standard
SBdnew - | S B3 X | B & - | BoFind | @ Typeacontacttofind x| @)

4.3.1 ‘New’ Pull-down Menu

- @

. & The type of new object you are creating changes according to which
object is selected in the Navigation Pane. For example, with Mail

Hew Mail Message selected in the Navigation Pane, the New button will create a new mail

message. With Contacts selected in the Navigation Pane, a new
contact is created, and so on.

Click on the down Binew wf S BE X | SuReply 6§

arrow beside the New 31 Mail Message Chrl+N

g?;::)cigotSvﬁxr?lz?ﬂ}he w ) postin This Folder  Crrl+shift+5
[y Folder... CtrH-Shift+E
Ei Search Faolder. .. Crrl+5hifk+P

Mavigation Pane Shortcut,.,.

HH  appointment Chrl+-Shift+
izl Meeting Reguest  ChrShift+Q
|85 Contact Chrl+-Shift+C
[#=] Distribution Lisk Cerl+Shift+L
& Task ChrhH-Shift+HK
szl Task Request Chrl+Shift+L
&i Journal Entry Ztrl+Shift+]
[L Hote Chrl+Shift+1
5 Fax Chrl+Shift+

Chonose Form.. .

Cutlook Data File. ..
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4.3.2 Standard Toolbar

Print (i1 Delete (i} () (i) Rules (ix] {xil

Pophew v | 4 3 X | CaReply CdReplyto All (3 Forward | = Send/Receive - | f'pri_nd I_Jj | [ Tvpeacontacttofind  + | (@) B
I | | | |
| | |
Move to folder (i) (v} fwid iviiin  Address Book (x) Help (xii)

1) Print: the mail message that is selected will be printed on the default printer.

2) Move to folder: displays a list of folders to move mail message to. If the folder you wish to
% MovetoFolder...  Chrl+Shift+y

move message to is not displayed, select the |option. From the
list displayed, select the folder you wish to move message to followed by the OK button.

3) Delete: marks the selected message for deletion, represented by a line through the message.
This can be Purged at a later time.

4) Reply: displays the reply message window with the To: set to the sender’s email address.

5) Reply to all: displays the reply message window with all recipients’ email addresses set in the
To, Cc or Bcc fields.

6) Forward: displays the content of the selected message in a new mail message window.
7) Send/Receive: to send or receive any email messages.

8) Find: searched for criteria entered in specified selected folders.

9) Rules: displays the Create Rule window, where you can define mail-filtering rules.
10) Address book: displays the Address Book window.

11) Find a contact: displays the contact information held for contact searched for.

12) Help: opens the Outlook Help task pane.

4.4 Getting Help

There are three ways you can search for help: the type a question box, the Help menu or the Office
Assistant — it's up to you. The example below shows the Office Assistant:

e From the main menu, search Results - w
choose Help = Show the 2| &
Office Assistant. e
e Click on the Office Assistant For additional and updated ;
to displav the balloon in conkent, search Microsoft Office e The _hEIp resu_lts will
JiIsplay anline. be displayed in the
\éIVS:S?Eg/r?U can type a @ Learn more gearch Results Task
. ane.
e Click Search. 20 results

g About creating new iterns ﬂl
from existing ikems

" 4 . .
what would you like to do? @) Create a message from a e Click on a topic to
~ contact read the Help content.

) Create a message ;“

create new ermail

Search e Close it when finished.
. Qptions L\g_l/ Search J |OFFIine Help | 1|r|
e, |n:reate ness ernail | a
() Can't find it?

P

s
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5 Mail

5.1 Creating Messages

5.1.1 Creating a Message

CClick on Mail in the Navigation Pane and then click the New button in the Outlook toolbar
to open a new message window.

OOR from any part of Outlook click on the arrow beside the New button to open the full drop-
down menu, and select Mail Message.

5.1.2 Selecting a Message Recipient

Type an email { i=35end | | S | | (&% 1 T Attachas AdobePDF | [ B, |4 ¢ & | [
address directly into

the To field:

To add another one

separate using a St

semicolon.

Click on the Check

Names button &
to look the name up
in your address
book.

To include an address without the other recipients knowing select View = Bcc Field

OR Click on Contacts in the Navigation Pane to display your contacts in the Folder pane.

E-mnail; jdoed open

=4 Print
e Right-click on a contact, and 3 Forward
select New Message to
=
Contact from the pop-up |'_-| et [MEsEaEE e el :
menu: Mew Appaintment with Contack

Contacts are stored locally, so you cannot do this in Open Access teaching rooms. See Contacts
below for further information.
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5.1.3 Modifying Message Formats

Sometimes you might want to
change how your email text

appears...

e From the main menu,
choose Actions = New
Mail Message Using =

select from the list
provided:

5.1.4 Attaching a File to a Message

e Create a new mail message.

e From the message’s
menu toolbar,
choose Insert =
File:

Click on Insert.

Insert | Format Tools  Tat

| File...

Picture k
M I
L’gtrIH(

o

=

Hyperlink. ..

3 -

5.1.5 Saving Draft Messages

¢ Create a new mail message.
e Type Example of Saving a Message in the Subject field.
e Type This is an example of how to save a message in the body of the email.

e Click on the X icon in the top right hand corner of the message box to close the message.
Outlook will respond with a query dialog box:

Microsoft Dffice Word

! !-. Dn you wank ko save the changes b "Example of Saving a Message"?

‘fes Mo |

Canicel |

tions | b
S Mew Mail Message  Chrl-N A= jﬁ mﬂ
| e Mail Message Using ] Example of Mew Stationery
Fallaw Up 3 Maore Skatianery. ..
Junk E-mail 3 Microsoft Office Cutlook (HTML)
~:ii Reply Ckel+R Micrasaft Office
,‘. Reply bo All - Chrl+Shift+R Plain Texk o
& Forward Chrl+F Rich Text Hh
HTML (Mo Stakionery)

OR click on the
Paperclip icon

;ﬂm&;

within the Insert File
message menu
bar:

In the Insert File dialog box, browse to and select the file.

e Click on Yes to save a copy of the message to the Drafts folder.
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5.2 Setting Message Options
Here are some simple ways of personalising how Outlook works by default such as setting a font or

adding a signature. These will only apply to messages created after the option has been set. All
options are accessed from the menu: choose Tools = Options

5.2.1 Setting Message Formats

Instead of having to modify each message format individually, you can set a default one and only
change it when you really need to.

e From the main menu, choose Tools = Options = click on the Mail Format tab:

Options @R

Preferences I Mail Setup  Mail Format ISpeIIing I Security I Cther I

Message Format
Choose a Format for outgoing mail and change advanced settings.

Compose in this message Format: [HTML j

[w Use Microsoft Word ko edit e-nfHTML
Rich Text

[ Use Microsoft Word ko read Ri

Inkernet Farmat. .. International Options. ..

Stationery and Fonts

Use stationery to change wour default Font and style, change colars,
and add backgrounds to your messages,

Use this stationety by default: I{Nu:une} j
Fonts... | Stationetry Picker... |
Signature
Select the signatures ko use with -
% the Following account Ishawmall =l
Signature For new messages: I::Nune:- j
Signature Faor replies and Forwards: I::Nune:- j
Signatures. .. |

(o] I Cancel | Fa ] [ |

¢ Inthe Message format section, choose HTML from the Compose in this message
format drop down list.

e Click OK to close the dialog box or Apply to continue to the next section.

5.2.2 Adding a Signature to a Message

1) From the main menu, choose Tools = Options = click on the Mail Format tab.

2) Select the Signatures button at the bottom of the tab to open the Create Signature dialog
box.

3) Click the New button to open the Create New Signature dialog box, and follow the steps to
create a personal signature.

4) Enter Default in the Enter a name for your new signature field.
5) Click on Next.
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6) In the next step, type the signature in the Signature text field. The signature should be in the
following format, replace items in underlined italics with your own details:

Firstname Surname
Job title or Department of department
Goldsmiths, University of London
New Cross, London SE14 6NW
t: +44 (0)20 7XXX XXXX
e: e.mail@gold.ac.uk
www.goldsmiths.ac.uk
7) Click Finish, then OK to close the Create Signature dialog box.
8) Click on the down arrow for Signature for new messages option and select Default:

Signatures
7—51 Select signatures for account: Goldsmiths Email - Meeta Vekariz| v
Signature For new messages; default b
Signature For replies and Forwards: | <hones w

9) Do the same for Signature for replies and forwards.
10) Click OK to close the Create Signature dialog box.
11) Click Apply followed by the OK button to close Options dialog box.

5.2.3 Checking the Spelling and Grammar

e From the main menu, choose Tools = Options = Select the Spelling tab:

Options |

Preferences | Mail Setup I Mail Format  Speling |Securit';.r' I Cther |

General options
ab v Always suggest replacements for misspelled words
J [~ Always check speling before sending

[ Ignore words in UPPERCASE
[ Ignore words with numbers
W Ignore original message text in reply or Forward

W Use sutoCorrect when Word isn't the e-mail editor

AutoCarrect Opkions, .,

Edit custom dictionary

Aadd, change, or remove words From your custom dictionary,

Edit. .. |
International dictionaries

@’ Choose which dictionary to use when checking wour spelling.

Language: IEninsh (LLE. ) ﬂ

(o4 I Cancel | Al
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e Tick the Always check spelling before sending option.
e Click OK to close the dialog box.

5.2.4 Modifying Delivery Options
For some messages you may want to change the default delivery options...

e Create a new message. From the message’s menu bar, choose View = Options to open the
Message Options dialog box:

Message Options

Message sethings Securiby

(i)— Importance: | Marmal v | Change security settings For this message,

Sensikivity: Marrmal il Security Settings...

“oting and Tracking options

@ [[]use vating buttans: b

{i) F Request a delivery receipt for this message

(iii) F ] Request a read receipt for this message

Delivery options

Have replies sent to: csapps@agold. ac. uk Select Mames., .,

(iv)— |L—V.J

(v) [¥]Save sent message ko: | Sent Ikems Erawse...

oo not deliver befare:

[CExpires after:
Atkachment Format: Default w

Encoding: Auko-Select hd

Close

i) Importance: select message importance from the Importance drop down menu.
ii) Delivery receipt: tick this box to be notified when a message has been delivered
iii) Read receipt: tick this box to be notified when a message has been read

iv) Have replies sent to: tick this box and enter email address if you would like email
reply to be sent to an email address other than your default. This is useful for shared or
departmental email accounts. You can also choose a name from your Contacts by
clicking the Select Names... button.

V) Save sent message to: click the Browse... button to select a mailbox to save the
email to if not the default Sent Items.

vi) Click on Close to set the delivery options.
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5.3 Opening and Replying to a Message
5.3.1 Opening and Reading a Message

e Select Mail in the Navigation Pane.
e There are two ways to open a message:

0 Double-click on the header line of a mail message in the Folder pane, and the
message box will open in a new window.

0 ORsingle-click to select and read the message in the Reading pane.

5.3.2 Opening an Attachment

e Select Mail in the Navigation Pane.

e Select a message from the Folder Pane that has an attachment, shown by a paperclip 1.

e Open the attachment by double-clicking on the name of the attachment in the Reading pane.
e Click on Open in the Opening Mail Attachment dialog box.

5.3.3 Saving an Attachment

e Select a message in the Folder Pane that has an attachment.
¢ From the main menu, choose File = Save Attachments.
e Select the specific attachment you would like to save:

File | Edit Wiew Go Toaols  Actions Help  Tvpe a guestion for help -

Mew 3
Cpen 3

Close all Ikems

Save As...
Save Attachments b m Business Plan.doc r\’\‘J
Eolder »

Import and Export. ..
Page Setup b
Prink Prewview

Print... Chrl+P

W e

Work Offline

Exit

L34

e Inthe Save Attachment dialog box, locate the folder you wish to save to using the Save In
drop-down menu.

e Click on Save to save the attachment.
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5.3.4 Replying to a Message

Open a message.
Click on the Reply button in the toolbar.

el | Reytofl | BForwad | LA ¥ S 03 X 2 -9 - A G 00

This will open a reply message, with the sender from the original message in the To field. Close
the mail message without saving.

Close the original mail message.

5.3.5 Forwarding a Message

Open a message and click on the Forward button in the toolbar.

This will create a new message, with the original email contained in the body text. Close the
mail message without saving.

Close the original message.

5.3.6 Marking Messages Unread

Select a mail message that has been read. You can tell because it is not emboldened.
From the main menu, choose Edit = Mark as Unread.

OR right-click read message and select Mark as Unread.

OR press the CTRL + U key combination.

Notice that the mail message is now emboldened in the Folder Pane.

5.3.7 Deleting a Message

1)
2)

3)

4)

Select Mail from the Navigation Pane.
Select a message to delete.

Click on the Delete icon and the message will disappear immediately from its containing
folder, and to be moved to the Deleted Items folder.

Deleting it then from the Deleted Items folder will cause it to be purged finally from the
system.
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5.4 Managing Messages

5.4.1 Sorting Messages

e Click on the Mail button in the Navigation Pane.

e Select the Inbox folder.

e From the main menu, choose View = Arrange By and select Date.

¢ OR click the relevant column header in the Folder Pane. The current “arrange by” option is
indicated by a triangle: downward-facing for sort by column in descending, and upward facing

for sort by column in ascending order
e Experiment by selecting various options.

5.4.2 Moving Messages between Folders

e Select a mail message from the Inbox. And drag it from the Folder Pane over top of the

folder you want to move it to:

Favorite Folders

Arranged By Size

7] Inbox (1)
[ Sent Ttems

All Mail Folders

| Largesk on top T ;I

=l Medium {25 - 100 KB}

=1 5 Personal Folders
B Deleted Ttems
L7 Drafts
[ Imporkant emails
L7 Inbox (1)
L@ Junk E-mail
L[4 outbox
[[=9 Sent Trems
[ search Folders
£ Hokmail

e Release the mouse button.

i Enrico Gonzales
Please review attached file

21/10,2003
a

2 Tiny {< 10 KB}

33
e OR click the move to button in the toolbar, and select the folder you want to move it to.

5.4.3 Searching for Messages

e Click on the Find icon in the Standard toolbar to open the Find feature above the Folder

Pane viewing area:

e Enter search

| Loak Far:

~ Search In = Inbox

Find Mow Clear Options = 3

criteria in the
Look for box.

e By default the currently
selected folder will be
searched. To change this
click on Search In and
select All Mail Folders
from the drop down menu:

22

Search In = | Drafts;Inbo okt o

Inbos

All Mail Folders
Mail I Received

Mail T Sent

Inbox °

Choose Foldets. ..

Click on Find Now.

All mail messages in all folders
that contain the search criteria
will be displayed in the Folder
pane.

Close the Find feature by clicking
on the cross to remove the filter.



5.5 Folder Management

5.5.1 Creating a New Folder

e From the main menu, choose File = Folder = New Folder or right-click = New Folder.

-~

Create Mew Folder

=,

Mame:

Falder conkains:

Mail and Post Tkems

Select where ko place the Folder:

- ﬂ—ff Oracle - Meeta Yekaria
j Calendar
5= Contacks
’E‘ Deleted Items (51)
Li# Drafts [4]

48 Journal
L Junk E-mail
| Mates

L Ok
LU=+ Sent Items

| o

l [ Cancel

5.5.2 Moving Folders

Type the folder name in the
Name field.

In the Folder contains
drop-down menu, choose
Mail and Post Items.

In the Select where to place
the folder area, select Inbox
under Oracle - <First name
Last name>.

Click OK.

The new folder will be visible
from the Folders List.

e Inthe Folders List, select the folder to move (eg Example of New Folder).

¢ From the main menu,
choose File = Folder =
Move “Example of New
Folder”:

| Folder

']

Import and Expoart. ..

Plmmm Smbim,

[y MWew Folder.., CerH-Shift+E

|‘_| Moye "Example of New Folder"....

My

(R N 1 1 o -1
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e This will open the Move Folder dialog box.

e Select Inbox from the list.
e Click OK.

e The folder will now be visible in its new
position in the Folders List:

5.5.3 Deleting a Folder

Fawvorite Folders

L] Inbox (1)

L—7 Zent Items

[ css02ms in Qracle - Shared Folders
|1 Entourage

[ oracle calendar

[ outloak,

|1 pcounter

[ outlook_deployrment

All Mail Folders

=] \E:ff Oracle - Meeta Yekaria
'-'_E' Deleted Items (51)
L.# Drafts [4]
= L] Inbox (1)

& [ a_0ld_Projecks

H [ a_Projects
| Apps_Meetings
[_JiExample of New Folder! %

¢ Inthe Folders List, select the Example of New Folder.
¢ Right-click on the selected folder and select Delete “Example of New Folder”.
e Click on Yes in the Microsoft Office Outlook dialog box to confirm the deletion.

5.5.4 Shared Mailboxes

You can view the messages in mailboxes, which others have shared with you. This can be useful for
departmental email accounts or if someone is going on leave and need someone to monitor their

email.

At present some shared mailboxes do not appear automatically. To work around this issue:

¢ From the main menu, choose Tools = IMAP4 Folders = Subscribe/Unsubscribe.

¢ |In the window shown below select the Inbox folder and click the Show Sub-Tree button.

e Then click the OK button.
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F = ]

Oracle - Meeta Vekaria

IMAP4 Falders

Select the folders wou wank bo showhide:

= .4 Oracle - Neeta Yekaria A
‘a! Deleted Items

+-_1 a_old_Projects
+-_1 a_Projects

1 Apps_Meetings

. Hoon

1 list-ct

A list-mulberry

1 Mike

1 saved-messages

1 Sent

_ sent-mail

_ spam ] |
@ Junk E-mail bl

’ Shiow ]I Show Sub-Tree ‘

[ 1] H Cancel ]

e From the main menu, choose Tools = IMAP4 Folders = Show All Folders.

Sharing mailboxes

You cannot share your mailboxes from within Outlook yourself. To allow a person access to a
mailbox owned by you, please email sysadmin@gold.ac.uk with your username, the name of the
mailbox(es) you would like to share, and the username(s) of the person(s) with whom you would
like them to be shared.
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6 The Calendar: Appointments, Meetings and
Events

This chapter provides instructions in how to use the Calendar functionality in MS Outlook. This is
functionality which is supported when you are using the Oracle Connector add-in with Outlook, but
not with the basic version of Outlook.

6.1 Appointments and Meetings

6.1.1 Adding an Appointment to the Calendar

e Open the Calendar view by clicking on the Calendar icon in the Navigation Pane.
e Use the arrows in the Date Navigator to move to the next month.

e Select 1 month forward from today from the Date Navigator.

e Click on the 9:00 time slot: e

¢ Right-click to open the Calendar popup menu,

f i
and select New Appointment. 08
09™
° Enter the ﬁ'Example of New Appointment - Appointment M=l E3
fOIIOWing Filz  Edit Wiew Insert Format Tools  Ackions  Help
information: |l save and Close | = (] | A% Recurrence... | 7 Invite Attendees | ¥ B | X - - | @ E
° Su bjeCt - Appoinkrient I Scheduling I
Example of | This appointrment oocurs in the past, |
NeW . Subject: IExampIe of Mew Appointment
Appomtment Location: IBoardroom j Label: ||:| Mone j
e Location -
Boardroom Starkbime:  [Sun 02{11/2003 = oo | T Al day event
e Show time End time: [5un 0271172003 x| Joomo 7|
as, Start
time End v Reminder: |15 minukes j ilél Show time as: I. Busy j
time and | -
Reminder —
Leave as
default
=
Contacts.., | I Cateqgaries. .. | I Private [

e Click Save and Close
Note: Click on Dismiss All if the Reminder dialog box is displayed. Click Yes to confirm
the dismissal.
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6.1.2 Editing an Appointment

e Right-click on Example of New Appointment and select Open from the drop down menu.

Change the Time

¢ Change the end time to 10:00:

Assign a Category

e Select the Categories button at the bottom of
an Appointment information box to open the
Categories dialog box.

e You can have more than one: tick Business
and Key Customer.

e Click OK.

e Click Save and Close.

Stark kime:

f3un 02/11/2003

x| Josoo +|

End kirne;

f3un 02/11/2003

| Joszo =

09:00 {0 minutes)

09:30 (30 minutes) _

[ Reminder: |15 minukes

10:30 (1.5 hu:uu%

Meeting \Workspace. .. | [ This is an

11:00 {2 hours)
11:30 (2.5 hours)
12:00 (3 hours) =

Categories E |

Itern(s) belong ko these cakegories:

Available cakegories:

EL=ine
Competition
Favorites
Gifks
Goals/Objectives
Holiday

Holiday Cards
Hok Conkacts
Ideas
International
Kew Cuskorner
Miscellaneous
Personal

Phone Calls

OF

:

Zancel

Masker Category Lisk, .. |

Ald b Lisk |

=
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6.1.3 Inviting Attendees

Adding attendees to an appointment turns it into a meeting in Outlook parlance.

e Right-click on Example of New Appointment and select Open from the drop down menu.

e From the toolbar, click the Invite

| Inwite Attendess I}\‘ § | X

Attendees button.
This adds the To field to the email.

Irwvike .ﬁ.ttendeesl

e Click on the To button. This brings up the Select Attendees and Resources dialog.

Please note: when sending a meeting invitation to a member of College, it is
important that you send it to their “core” email address (e.g. cssOlgs@gold.ac.uk)
rather than to their email alias (e.g. g.scarlett@gold.ac.uk): otherwise the meeting
details — when the invitation is accepted — will not be stored in the invitee’s Oracle
Calendar diary on the Goldsmiths Calendar server, and so will not be available for

other College members to view.

Using the “Select Attendees and Resources” dialog to retrieve an invitee’s name
from “Oracle — Global Address List” (see below for details) will ensure that the
invitation is sent to their core email address and not to their email alias.

Select Attendees and Resources @ °

Type Mame ar Select from Lisk: Show Mames From the:

| Cracle - Global Address List L

| Marme E-mail Address Busines
Richard@gold. ac.uk.
19LG-rooml 01100, 10001 @email.i...
19LG-roome 01101, 10001 @email.i...

escs01aj@gold, ac, uk
wos01ab@gald, ac,uk,
pasilac@gold, ac.uk

Abayomi Jogunla
Abigail Thatcher
Adarn Cresswel

Adam Dinham pas0lad@gald. ac,uk,
Adarn Hewitk drs01ahi@gold. ac,uk
Adam Jones csallaj@gold, ac, uk

Adam Peers sis0lap@gold, ac,uk
Adevemi Adebivi fis01aa@qgold, ac,uk
Adrian Marden A=t ar@nnld. a0k

optional -=

Resources - >

Advanced W Ik ] [ Cancel

e When you click OK the names will be added to the To field.

To add people from your
address book click on the drop-
down list labelled Show
Names from the:

e Select Contacts

e Double-click on the contact
from the Name list in the
middle to place it in the list
at the bottom.

If you want to add people from
the College, select Oracle —
Global Address List from the
drop-down list labelled Show
Names from the:

e Click on the button at the
bottom of the dialog box
Advanced = Find... =
and enter the surname etc.
This will find all the people
matching your search terms
and will place their email
addresses in the middle
pane.

e Double-click to add to the
list as above.

e Click Send if you want the recipients to be invited by email to the meeting.
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Please note that this will only send an email to the person(s) invited. Itis nota
dynamic invitation. If you make changes, you will need to send the invitation

again. You will be prompted to do this.

If you want to create a meeting from the outset rather than converting an existing appointment,
then choose File = New = Meeting Request to open a new Meeting form.

6.1.4 Setting Recurring Appointments and Meetings

¢ Right-click on Example of New Appointment and select Open from the drop down menu.

¢ In the appointment toolbar, click on the Recurrence button
e Enter the following information

Appointment Recurrence

K|

— Appoinktrnent Eime

Start: [09:30 |

End: IID:DD j Duration: |3III minukes j

~ Recurrence patktern

" Daily Recur evety |1 weekis) on:

* yeekly [~ sunday [7 Monday | Tuesday
" Manthly |~ Thursday W Friday ™ saturday
= Yearly

[ wednesday

~Range of recurrence

Start: |Fri31/10{2003

j & Mo end date

" End after: IIEI OCCUFTEMNCES

" End by

|Fri 02i01/z004

r

Cancel

o]

| Remove Recurrence |

e Appointment time options — Leave as Default
Recurrence pattern options —Monthly
Range of recurrence options —End after 12 occurrences

e Click OK.
e Click Save and Close.
e If prompted, click Yes to send an update to all attendees.

Note that if you edit a recurring appointment you will be asked if you want to edit

just that item or the whole series.

6.1.5 Deleting an Appointment

e Right-click on Example of New Appointment and select Delete from the drop down menu.
e Select Delete the series in the Confirm Delete dialog box and click OK.

e Choose whether to send a confirmation or not.
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6.1.6 Saving a Calendar as a Web Page

You can save a calendar as a Web page and then share it with others. This is a snapshot and will not
update as your calendar changes.

e From the Navigation Pane, select the Calendar button to show the Calendar view.

¢ From the main menu, choose File = Save as Web Page to open the Save as Web Page
dialog box.

e Enter the following settings into the Save as Web Page dialog box:

. Start Date—
start of next month ~Duration
° End Date — Start date: ISatDl,l'll,l'ZDElS j End date: j
end of next month ~Options
e Include appointment details B e
— Ticked I™" Use background graphic: I BfCSE |
. CalenQar title - D
Ap poi ntments and Tasks Calendar title: I.ﬁ.ppointments and Tasks far This Month
fO r Th IS Month File name: IC:'I,Documents and SettingshTwneriMy Documentstapp Browse. .. |
e Open saved web page in
brOWSGr - TiCked ¥ ©pen saved web page in browser Save I Cancel |

e Press the Browse button and
navigate to the Desktop.

e Enter mm-yyyy.htm into the name field (where mm = number of the month and yyyy =
the year in full) and press the Select button.

¢ Click the Save button to generate the Calendar (it might take a few minutes, so be

2 Calendar - Microsoft Internet E xplorer MEIE |
Fle Edt View Favortes Tods Help | e
ek - ) - d IE‘ _;\J | /fj Search *Favuntes A vedia €f}| 3~ :? - _J m ‘a 33
Address |@ CACCTiMissyiMy DocumentsiOutiook 2003 Foundation Wark Folder|Appointments_11_2003.htm =l Go | Links »
Appointments and Tasks for This Month
November 2003
Iml— 26 November 2003 -
The picture that was requested to be sent today
} 08:00-10:00 (From 30609
2 3 4 5 6 7 8
q 10 11 12 13 14 15
16 17 18 19 0 21 22
23 4 25 8 7 28 29
09.00 The
picture that was
requested to be
=sent today
3n
Saved on 2 November 2003 21:46, (GMT-08:00) Pacific Time (US & Canada); Tiuana Created by 2 Wicrosof Outiook
[& [ [ [y Computer

Close the browser and then delete this file from the desktop.
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6.2 Events

An event is an activity that lasts 24 hours or longer. Usually, an event occurs once and can last for
one day or several days, but an annual event, such as a birthday or anniversary, occurs yearly on a
specific date. Events and annual events do not occupy blocks of time in your calendar; instead, they
appear in banners. An all-day appointment displays time as busy when viewed by others, while an
event or annual event displays time as free.

6.2.1 Scheduling an Event

Open the Calendar view in the main viewing area.

Select a day 1 month ahead from the Date Navigator

Click on the grey area at the top of the Appointment area, under the current date header.
Type Jane’s Birthday:

11 September |

1ane's Birthday]
08 oo

Note: Click on Dismiss All if the Reminder dialog box is displayed.

6.2.2 Removing an event

Select the Jane’s Birthday event.
Click the Delete button in the Standard toolbar or right-click and select Delete.
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7 Tasks

This chapter provides instructions in how to use the Tasks functionality in MS Outlook. This is
functionality which is supported when you are using the Oracle Connector add-in with Outlook, but
not with the basic version of Outlook.

A task is a personal or work-related errand you want to track through completion. Note a task can
only occur once: it is not possible in to create recurring tasks in Outlook with Oracle Connector.

7.1 Task Management

7.1.1 Adding a Task

e From the main menu, choose File = New = Task to open a new Task form:
¢ Enter the following information into the Task dialog box:

° SubjeCt _ Untitled - Task M= E3
Exam Ie Of NeW File Edit Wiew Insert Format  Tools  Actions  Help
Task P [l save and Close | % Ea 3 ) | OvRecurrence.., | (3 Assian Task | 3y # | X - ¥ - ,'%)E
o Due Date . Task I Details I
Subject: I
Next Wednesday
[ ] Start Date —_ Due date: INone j Status; INot Starked j
NeXt Monday Start date: INone j Priority: INormaI 'i %o Complete: ID% :I
° —
Sttaar{::ds NOt I Reminder: INone j INone j ﬁl CIAnEr: IJane Doe
- =
e Priority - Set
the priority of
the task, to Low.
e % Complete —
Set the %
complete to |
25% Conkacts... | | Categories. .. | | Private o
. =
e Note: this

changes the
status to “In
Progress

Click on Save and Close to save the task.

7.1.2 Update a Task

e Click on the Tasks button in the Navigation Pane.

e Click on the Simple List button in the Navigation Pane.
e Double-click on the Example of New Task.

e Update the Status field to Waiting on someone else:

Status; [ Completed j

Mot Skarked

In Progress

— ICompleted

V=LA W aiting on someone else
I ic cormmldDeferred

Pricrity:

e Click Save and Close.
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7.1.3 Filtering tasks

You can filter the tasks you see by selecting in the Current View of the Navigation Pane.
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8 Contacts
8.1 The Contact List

8.1.1 Adding a Contact

¢ From the main menu, choose File = New = Contact to open a new Contact information
box

e OR press the Ctrl + Shift + C key combination.

= Jane Doe - Contact M=l E3

File Edit Miew Insert Format Tools  Actions Help
|l Save and Close ﬁﬁ = 0l | ¥ ) ‘_'I:,};v . - W vH

General I Details I Activities I Certificates ] Al Fields I

Full Mame. .. | |Jane Dioe E-mnail. .. - ||'aneu:||:|e Hael, com II__,|J|

Jab kitle: |.C\|:Iministration cl Display as: IJane Doe {janedoe@ixxxi, oo
b
Compan: |><><><>< Web page address: I

File as: IIZ:II:naJ Jane j

M address: I
Phiome numbers
Busingss. .. | - ||§I311234-123456 :I
Haome. .. | - ||
Business Fax... | - ||
Mabile. .. |v||
Addresses
Business. .. | - |

[~ This is the mailing
address

¢ Click Save and Close to close the contact and have it entered in the contact list.
8.1.2 Finding a Contact

e Type Jane Doe in the Find a Contact field on the Standard toolbar.
e Press Enter to open the contact’s information box.

8.1.3 Editing a Contact

1) Select Contacts in the Navigation Pane.

2) Double-click on the contact in the Folder Pane.
3) Enter the edit text.

4) Click Save and Close.
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8.1.4 Creating a Distribution List

1) Select Contacts in the Navigation Pane.

2) From the main menu, choose Actions = New Distribution List to open the Distribution

List dialog box.
a) OR pressthe CTRL + SHIFT + L key combination.

3) Click the Select Members... button to open the Select Members dialog box:

-~

Select Members

Tvpe Mame or Select From Lisk: Show Mames From the:

Goldsmiths Direckory L

Cracle - Global Address List
Al Users
&l Resources
All Distribution Lists
Al Contacts

Cutlook Address Book,
Contacts

baoldsmiths Direckory:

Add to distribution lisk:

o) (et

6) Click OK to return to the Distribution List dialog box
7) Type a suitable name in the Name field:

4) To add people from your
address book click on the drop-
down list labelled Show
Names from the:

a)
b)

Select Contacts

Double-click on the contact
from the Name list in the
middle to place it in the
Add to distribution list
on the bottom.

5) If you want to add people from
the College, select GC
Directory from the drop-down
list labelled Show Names
from the:

a)

b)

Click on the button at the
bottom of the dialog box
Advanced = Find... =
and enter the surname etc.
This will find all the people
matching your search terms
and will place their email
addresses in the middle
pane.

Double-click to add to the
distribution list as above.
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E& Untitled - Distribution List
File Edit Wiew Insert Tools Actions Help
|l Save and Close | (= y [ | ' 55 X = - | @ E
Mermbers I Motes I
Mame; |Example of & distribution list]
Select Members. .. | Bdd Mesw., ., | Remove | IUpdate Mow |
lMame ¢ | E-mail |;|
5 -| Enrico Gonzales {egonzales@gonzales . com) egonzales@gonzales, com
8= Jane Doe (janedoe@ixsy, com) janedoe@xEs, com
Categories. .. | | Private [

8) Click Save and Close.

9) To send a message to your list, highlight the name, right-click and select New Message to

Contact.

8.2 Importing Contacts from Other Email Systems

You may have built up a substantial number of contacts in another email program such as
Mulberry. Rather than having to re-enter them, you can export them from the other program and
import them into Outlook. Once you use Outlook as your default email program your contacts will
not be automatically updated in the program from which you exported them. There should be a

similar process for most email programs.
8.2.1 Exporting from Mulberry

1. Click on the Contacts
Tab.

Double-click on your
username e.g. cssOlmj

&

fdew

File Edit Mailbox Message Address Window Help
&

Cpen

52 Mulberry {Connected)

8

Search

) IMSP:cssD1mj

=

Drelate

@
Datails

i

under IMSP.

< Hide Addresses |&_;,Add |@ Mew Meszage to |I

Select Address =
Export Addresses =
Outlook.

Save the file with an
appropriate filename e.g.
contacts.txt

‘8 Frances Fenton =

d |@ Mew Message to |I

I|| Addreszes: 2 Groups: 0

o

= Hide Groups |&E_‘,

Personal | Contact | Notes
Full Mamne:

Mick-name:

Emnail:

Comparny:
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8.2.2 Importing into Outlook

Open Outlook, and click on the Contacts tab (bottom left of the Outlook window).

Contacts - Microsoft Outlook |Z||E|f5__(|

I File Edit Wiew Go Tools  Actions Help Twpe a question for help =

Dacdpew - | o .00 A=W R %_)Fi_nd | G Tvpe acontact tofind - | @) !

o]
o
o
o
=
e}

1
*

Contacts | Look. For: + Search In= Conk: Find Mow Clear

My Contacts Contacts
&= Contacts 2

I

There are no items to show in this view,
Current Yigw

(® address Cards

() Detailed Address Cards
() Phone List

(O By Category

O By Comparny B
(O By Location

Double-click here to create a new Contact,

|
. o CH
@BHHHEHEEEHIEHEE &

) By Follow-up Flag A"
4 Mail
jﬁ Calendar
&=/ Contacts
z Tasks
o | 3. [2] =
0 Items

Select File = Import and Export... from the top menu.

Select Import from another program or file and click Next.

Select Tab separated values (Windows) and click Next.

Outlook may say that it needs to install some components. You should allow it to do so.
Select Browse to find your export file from Mulberry (e.g. contacts.txt).

Select Allow duplicates to be created and click Next.

The destination folder Contacts should already be selected. Click Next.

Ensure that your selected file to be imported is ticked and click Finish.

© N gk wDb =

Contacts - Microsoft Outlook |Z||E|r5__<|

i Fle Edit Wew Go Tools Actions  Help Type a question for help =

Padnew ~ | 23 X | v B 85 - [|BpFind|| @ Tvps & contacttafind 1 | u@!

Contacts | Look For: = Search In= Col Find Mow Clear COptions = X |

My Contacts Contacts

Outlook should import 8 Contacts s
your ContaCtS, WhICh yOU o “ra“ces Frances Renton
will see dISp|ayed in the O Address Cards E-rmail: rorenton@gold, ac, Uk
Detailed Add Card
Contacts panel. 8 petaled s Cord e
Full Marne: Meeta Vekaria
O By Category E-rnail: n.vekaria@gold. ac.uk

) By Company 3
O By Location
> By Follow-up Flag

|4 Mail

<

[~
1 =l o
Liaaa0aEEa8E

i s e [ 3 (2] 2

2 Ikems

w
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8.2.3 Importing into Outlook — Troubleshooting

If some contact information appears not to have been imported, repeat steps 1-5 above, and then
follow the instructions below.

6.

Select Replace duplicates
with items imported and
click Next.

The destination folder
Contacts should already be
selected. Click Next.

Ensure that your selected file to
be imported is ticked, and
select Map Custom Fields...

The fields shown in the left
hand pane are the fields from
Mulberry, and on the right the
fields which are available in
Outlook. Make sure that all
fields that you need from
Mulberry are dragged and
dropped into the
corresponding field on the
right hand pane.

10. Click OK, then Finish.

=

Map Custom Fields

-

Drag the walues from the source file on the left, and drop them on the appropriate destination figld
on the right, Drag the item From the right to the left ko remove it From the field mapping.

From: To:
Tab Separated Yalues (Windows) Microsoft Office Outlook
test, Exk Contacks
Walue b Figld rMapped from -~
First Marne B Mame
Lask Marne i Title
Micknarne: i ~Firsk Mame First Mame
Comparry ~Middle Mame
Work Street Addressiline 1) Lask Mame Last Mame
Work Street Addressiline 2) Ly i
Work Street AddressiLine 3) P Company Company w
< > < >
)| (oo ]
[ OK ] [ Cancel ]

Outlook should now import your contacts, which you will see displayed in the Contacts panel as
above.
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9 Overview of Outlook Functionality

Since we are not currently running an Exchange server there may be some advanced features which
you cannot use, which you might have expected if you have used Outlook before. Also there are
some features of Mulberry, which are not available in Outlook.

Available Not Available

e Central sent-mail
Please see section 3.1.

Centrally stored preferences

e Goldsmiths Directory e Centrally stored address book
This contains the email addresses of all e Shared address book
staff and students. Please note that this
service is not available for home use at

present.
e Personal Calendar ¢ Sharing mailboxes (available on request
The personal calendar feature will allow only)
you to arrange meetings with people To allow a person access to a mailbox owned by
across the College, and will update the you, please email sysadmin@gold.ac.uk
Oracle Calendar. with your username, the name of the
mailbox(es) you would like to share, and the
username(s) of the person with whom you
would like them to be shared.
e Viewing shared mailboxes e Ildentities
You can view mailboxes that others have This feature of Mulberry is not available in
shared with you, but cannot share your Outlook.

mailboxes from within Outlook.

9.1 Outlook Support from ITS Helpdesk

First check online http://www.goldsmiths.ac.uk/it/apps/outlook/ocfo/

If you cannot find the answer to a question, please contact the IT Services Helpdesk on extension
7555 or email them on helpdesk@gold.ac.uk.

9.1.1 We Do Support

IMAP (that is, server-based) email.

Outlook email contacts.

Export/Import address books from Mulberry to Outlook.
Outlook Calendar and Tasks

9.1.2 We Don’t Support, But Document

Outlook Journal and Notes — see ITS Guide C4.32 Unsupported Outlook Features
Importing PST files — see ITS Guide C4.33 Importing PST files

9.1.3 We Don’t Support

POP email — this is where you download your email to your local machine, leaving no copy on the
server.

PDA access to email — the variety of PDAs is too wide to offer support.
Outlook from home.
Outlook archiving — all your email is stored on the server so this is not necessary.
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