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Key Point

You can only view calendars, schedules, eMail, etc. of other campus Webmail or Deskmail users on
campus. If the other person does NOT use Campus Webmail or Deskmail, you can add them to a Group
Calendar or Schedule list, but you will be unable to view théarmation.

Miscellaneous but important notes

Campus Webmail actually has a variety of tools that, used together, can make processing your calendar
much easier and provide you with control over who sees your calendar, and mail, and what they can see
and do while accessing your calendar, if you permit access at all. Here is an overview of some of the
tools:
o Delegation settingg use these to determine who can/cannot read, create, edit and/or delete mail
and/or calendar and To Do items.
e Confidential i use this when creating a meeting that you do not want others to be able to view,
even if they can see other calendar entries
e Work Hours setting i use this to determine which hours you have available for meetings. Set
your typical work hours here and lishich people can view them (not the details on WHAT you
are doing, just if you have meetings scheduled at any given time)
e Automatically Process Invitationsi use this to handle incoming invitations automatically. The
meetings are placed on your calendsd the eMails are removed without any action from you.
e Address Booki if you create a group for eMail, use the same group for invitations
e Schedulei use this to determine if/when invitees are available while you are scheduling a
meeting. You are looking #éheir Work Hours settings, if they allowed you to, and their calendar.
Unless they granted you permission, you cannot view what they are doing, only that they are busy
e GroupCalendariuse this to view multiple pdevpybreds fre
to in Work Hours settings, and what they are doing, if they have granted you access to their
calendar.

Address Books

Remember that in Campus Webmail, you can access names from two different address books:
1. CSU EMail Directoryi this containgll CSU faculty, staff and students who have not requested
that their eMail address not be made public.
2. Contactg this is your personal address book. It contains any information you had added and can
be CSU or notCSU addresses. You cannotviewf@B8Up eopl eds cal endars or

Note: It is recommended that CSU eMail addresses not be added to your personal address book if they are
|l isted in the public directory. Reason being if
automaticallybe updated in the public directory, however, the address listed in your personal address

book will not be updated.



Calendar Views

To access the calendar from Campus Webmail select

| [y Maikinbox x .

N\
EEE]
Email Administrator
steml1b.csuchio.edu
4 Inbox

@ Drafts

In Campus Webmail, you have several options fewing you calendar: One day; two days; one work
week; one week; two weeks; one month; or one year.

You also have the ability to set the default view for when you open your calendar. To set the default view
select OPreferencesbd

l_l @ '_@ @ b @Page - .@ Tools - »

Full = | Preferences | Logout |

Z! Search

& Tl Mew - &=Reply - @Replv To &l + (2 Forward ~ =3 P * Mark Az~ @' ore = @ CH showe =

On the Preferences window, expandC a | eanndda rt6h eGenesale | ect 6

x ﬁj (EVINETEG M [ | Preferences X

Basics Calendar Defaults
Calendar |M0nth |V|

Mail Calendar entry type |App0intment |'|
5 calendar Appointment and meeting duration rninutes
W . Anniversaries repeat for WEArs
NSt [

Autoprocess [ pisplay time zone on new calendar entries

Wwark Hours

Ranrns Resnnrres | Autarmaticalle check far tirme canflidks when srhedulina



Under the section nCalendar Defaultso select t he

. A
Basics Calendar Defaults —
Calendar Maonth ( |Y ’
Mail —
o Calendar entry type Cne Day
Two Days
[E calendar Appointment and meeting duration One Work Week
General Anniversaries repeat for Cne Week
Displ T Two Weeks
izplay Month
Autoprocess I:l Display time zone on new calendar entries
Wwork Hours
Roormns Resources | Autornatically check for time conflicts when scheduling

Sel ect 60KO6 to save

Alarm MNotitication

[“lenable calendar alarms ‘

ﬂ ancel| Help :

Read details on an entry

You can click on any entry to open the entry gigiv the details

H| Calendar-One... x

|>_-| Mew - %Saue % Close Save ép’ Forward = Check Calendar Delivery Sptions... 3 ﬁ @
Appointrment
[ confidential (] pencil In Categorieﬂl:E
Subject:
|Week|l,' rneeting |
Wwhen whera
Starts: Tirne: B iEms Location: [10th floar conference |
[Thu 07/08/2009 [+] [10:008M [oth oom | E]
Ends: Tirne:
Thu 07/09/2009 11:00AM
I:lAlarm l:l
Details+
Attachrents—

Or you can hold your mouse over the meeting title for an overview of the information for the meeting

g El

10:004M Weekly meeting

5 10:00AM - 11:00AM
Weekly meeting
10th floor conference

\ : . f the
|07:004M vacation ||o7:008m

3



Create Calendar Entries

1. From the calendar
exampl eg® Mwieltli nbe

expand
used)

6 Newbod

|| Calendar-One... %

Appeintment
All Day Event
Anniverzary

| =

0

0 Mezsage

Phone Message
g| Contact
Group

— th oo = o

Notebook Page
1| To Do

Meeting

Reminder

r

2. Enter the subject and set the date and time for the meeting
3. If desired, enter any special notes or the agenda in the details section

4, Sel

ect 6Save & Sendbéo

andinthie | ect

entsw

Meeting ~
Requ onze Confidentia il In Categories:l:E
Subject: Chair:
| \ | [ |
Wwhen where
Starts: Time: Duration: Location: | |
\F'{e 07/28/200% [+| [02:00PM [01h 0om E—
[Foom: |
Ends: Time: | |
Tue 07/28/2009  O3TOOPRT Resource:ll |
DAIarm l:l
DOnIine Meeting
Invitees
Invite: || |
Optional:“ |
I |
Details=

t

he



Type of Calendar Entries

Your calendar can contain different typesaofries. The most common are meetings. The type of
calendar entry to be created can be selected when creating a new entry, from the calendar view expand
entry

ONewd and sel ect
from the list.
Q Maik-inbox b4 “E Calendar-One... %

Meetin

t he

& el &l @ B

/N

Email Administrator
steml1b.csuchio.edu

Today | Jul 28, 2009

July 2009
SMTWTFS
282030 1 2 3 4
567 8 910M
12 13 14 15 16 17 18
1920 21 22 23 24 25
26 27) 28 29 30 31 1

@ Views
uﬂ One Day

gs

[

,@ HENEW - q') ravard T

eeing ——
Appointment
All Day Event
Anniversary
Reminder

W ge
Phone Meszage
| Contact

Group
Notebook Page
1| To Do

|

OR

cal

endar

B Maikinbox X

type,ngor

i_'flj Calendar-One... X 18

New Calenda... X

(&Rl @ B v

Email Administrator
steml1b.csuohio.edu

Today | Jul 28, 2009

July 2009
SMTWTF S
222930 1 2 3 4
S5 7 8 31011
12 13 14 15 16 17 18
1920 21 22 23 24 25
26 27/ 28 29 30 31 1

'ﬁ Views I

Meeting ™

Meeting

Appointrnent
All Day Event
Anniversary

Ferninder

ave & Send Save As Draft

[Confidentia

When

Time:

S
[Tue 07/28/2003 [+] [02:00PM El@

Ends:
Tue 07/28/2009

Time:
03:00PM

/..

once

Meetings are for a set period of time, but can be repeated at specified intervals, and you can invite others

to your meetings (they will receive an eMail with the meetingior mat i on) .

af i

meeting, you can also check their meeting schedule against the time of this meeting to avoid any

conflicts.
e
Request Response D Confidential D Pencl In Categories:l:E
Subject: Chair:
| | | |
Wwhen Wwhera
Starts: Time: Duration: Le=iien | |
[Tue 07/28/2009 [+] [0z:00PM [oth oom | Roam || |
|room: |
Ends: Time:
Tue 07/28/2008  03:00PM Res‘._,l_,rce:ll l
I:lAlarm l:l
DOnIine Meeting
Invitees
Invite: || |
Optional:” |
FYT: I |
Detailz=

Attachrments—

nvi

t

n



Appointments

Appointments are for a set period of time, but can be repeated at specified intervals. You cannot invite
people taappointments. These are typically for entries such as personal appointments or meetings with

nonCampus people.

 sepcemene + |
[ confidential (] pendil 1n Categories=|:|2|
Subject:
|
When Where
Starts: Time: Duration: Lee=tiEms |
[Tue 07/28/2009 [+] [02:30PM [p1h 0om |E
Ends: Tirne:
Tue 07/28/2009 03:30PM
O atzrm [20]
Details=
Attachments—
Reminders

Reminders have a start time, but no end time. They are designed to remind you of a task at a specific

time.

[ confidential Pencil In

Subject:

when
Starts: Tirne:

[Tue 07/28/2009 [+| [0z:000m EI@
DAIarrn l:l

Detailsw

Attachrnents=

Wirheras

Location: | |

All Day Events andAnniversaries

All day events and anniversaries are not time based. They appear on the date specified in the event.

I:l Confidential I:l Pencil In

Subject:

Wwhen
Starts:

Tus 077283005 ¥
DAIarm l:l

Detailz=

Attachments+

SO I _

[ corfidential | Pancl In

Subject:

When
Starts:

T 0772672009 [
DAIarm l:l

Details=

Attachrnents=




Invite people to meetings

You can invite one or more people to meetings by creating a calendar entry and entering their names i

the 6l nviteobselecibosSlade &WICémsyedy t hey will receive a
what eMail system they are using, ¥heay also be able to reply and automatically add the meeting to

their own calendar.

Invite field not available?

Campus Webmail allows various types of calendar entries. You can invite people to meetings, but not
appointments or other types of entries. I f you d
6Meetingéb

r: gue & Cloze Save Inwitation

Appointrment ™
Mesting
Appointrnent

&l Day Event

1. Select the droplown arrow nexto the
entry type
2. Sel ect 6Meetingb

Anniversary

Ferninder
when

Campus Webmail provides several methods for inviting people (this will look similar to addressing an
eMail)

1. Type the eMail address OR
2. Select the address from the directory (address book) OR
3. Start typing then request CaopWebmail to locate matches

Type the eMail Address

In the 6l ndiaed, 6B6OPdi Pin@all ds you can manually ent
meeerns - T
Request Responsel:‘ Corfidertial (] Pencil In Categmies=|:|2|
Subject: Chair:
|New rmeeting | | |

when Wwhera
Starts: Tirne: Duration: Location: | |
[wed n7/29/2009]| |D.2:DDPM [oth oom | E] [ — ll |
Ends: Time: '
wed 07/29/2009 03:00PM Resource:
|resource:|
I DAIarrn l:l | |

| [ online Meeting

Invitees
Invite: ”johndoe@hotrnail.com,janedoe@yahoo.com |

optional: |[adarnwe st@wildwest. corn |
FYI: I[ |

Details—

Attachments=



Select from your Contacts or the Public Directory

mit=: | You can use both your Contacts and the CSU eMail Directory, which contains all publicly

Cptional:

ol avail able faculty, staff and students. To use
Select from the Contacts list by select the desired nameand geli ng &6l nvi ted, &éOption
Repeat i f additional people are to be selected.
Select Addresses o2
Search in: |Contacts V| Wiew b';'=|List by nare V|
Search For:l | Search |
Search results: Recipients:
& admin secion | ruite > Invite:
B Cronkrite, Walter # Dptional:
& Doe, Jane Optionali=> | [FYI:
88 test e-rnail Presenters:
42 Test Group FYli=3
Dretailz
L ey |
Rermove | Rernouve All |
[s134 | Cancel | Help |

Select from the CSU eMail Directory

1. Change from the

O60CMai AcDsdebbok ydo

6CSU E

select Addresses

o

Search in: | Contacts

Search far:

& adminsection |
8 Cronkrite, Walter

8 Doe, Jane

45 test e-rnail

& Test Group

View by:

Search

Inwite:=>
Cptionali==
Frli=s

D etails
Lo |

(=]

|List by name v|

Recipients:

Inwvite:

Optional:
FYI:

Presenters:

Reraouve | Rermaove All |

K | Cancel | Help |




2. Type t

namndthesdSeatr chSdadmr dh d i

3. Sel

ect

4. Repeat

he name |
Select Addresses x
Search in: | CSU E-Mail Directory ¥ view by: | List by name ~]
Search For:lprincel | Search |
Search results: Recipients:
> Invite:>> Invite:
B 0035684405/ Laptops/IST = Dptional:
B, 0035654406/ Laptops/I5T COptional: == FYI:
B 1097449109 Laptops/IST Presenters:
2 1student , Aduising Frli==
S 2009, DSA
Presentersi>>
& 2student , Advising
& &0, Project
& Aaron , Lisa ©
&8 Aaron, Rosshawnda C Dretails
& Asup, csu
Co
& Abang, Etta D b BY
Remoaouve | Remauve All |
QK | Cancel | Help |
the desired name then ei
Select Addresses x
Search in: | CSU E-Mail Directory | ¥ | view by:| List by name ~|
Search For:lprince | Search | F
Search results: Fecipients: L
5 Prince , Anjela ¥ Invite:ss Invite: [
Optional: L
8 Prince , Courtnay ] optionali== | [FYI: L
& Prince , Krishna L Presenters: r
5 Prince , Kyria A Frli==
& Prince , Tarmika M
Presentars:>> L
& Prince , Tanya M |
8 Prince , Yasmeen M :
Dretails i
o com |
Rermove | Remove All |
Ok | Cancel | Help |
above steps i f additional

t her

el d

addr esses

Ol nvitebo,

ar



Start typing then request Campus Webmail to Locate Matches

Typei

n the first

f Optional: ||

Meeting = | |

Request Response I:l Confidential I:l Pencil In

part

of

t

he name

in t

he

6l nvitebo,

Subject: Chair:

|New rneeting | | |
Wwhen Wwihera
Starts: Time: Duration: Lacation: | |
[wed 07/29/2009[+| [02:00PM [oth oom | E] Ere—
Ends: Time: | |
wed 07/29/2009 03:00PM Resource:ll |

DAIarm l:l

Invitees

I:l Online Meeting

Invite: ||prince

FYl: I

Detailz=

Attachrnents—

s

el ect t he

6Check

name(s) 6

button t

(0]

(Note: this button does not appear until information is entered into one of these fields)

The

t

he

eft

0 Amb i g scoeenswill 8lsplayepdssible matches. Select the desired name and then select

60 OKbd

e | Ambiguous Name -- Webpage Dialog,

This name is not unique:

prince

Ok

Use Name Anyway

Skip Name
. Cancel

Select which name should be used:
Namew |mail Address Directory Tvpe
Anjela ¥ Prince/a.y.prince/(simsima@ch.rr.com  Doming Parson
Carl R Prince/c.prince/C5Ut
(Courtney 1 Prince/c.j.princegiprince@gmail.com Dominc Person
Krishna L Prince/k.|.prince/ Domino Person
Kyria A Prince/k.a.prince/C Domina Person
amika M Prince/t.prince/C Domina Person

anya M Prince/t.m.princeftanyamichcole@yahoo.Dominc Person

asmeen M Prince/y.prince Domino Person

10
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Check Invitee Availability

Al t hough you may not have access to another perso
for a meeting. If the invitees utlee Campus Webmail, or Deskmail, calendar and if they have not

l'imted the calendar view to specific people, you
previously engaged.

In this example, 2 people have been invited to a meeting set for Z239rat

f_‘l Mew +* Save & Send Save Az Draft Delivery Options... Cancel Invitation Find Room or Resource -

Meeting -
Request Response O confidential (] pendil In Categories:l:E
Subject: Chair:
|New rneeating | | |
Wwhen Where
Starts: Time: BUGERIEmE Location: | |
[wed 07/29/2009[+| [02:00PM [oth oam | X — || |
Lmoom: |
Ends: Tirme:
wed 07/29/2009 03:00PM Resource:ll | I
DAIarm l:l
I:lOnIine Meeting |
Invitees
Invite:  |[Carl R Prince/c.prince/ CSUOHIO@CSUOHIO, Notes Admin/CSUOHIO @csuchio |
Optional: || |
FYl: I |
Detailz=
Attachrnents—

The 6Schedul ed tab is selected to confirm avail ab

mestng = | neauie [ I

Crate: Time: Duration:

wed 07/23/2008[v[02:00pPM [+]|[01h 0om |E

Wednesday, July 29, 2009

Invitees <J 10:00  11:00 12:;00PMO1:00 02:00 03:00 04;00 05:00 =3
Ernail Administrator/ema

Carl R Princef/c.prince/CS

Motes Admin/CSUOHIO@)

|—- Availability Definitions

|:| Free time |:| Busy time |:| Info Restricted |:| Mo Info |:| QK |:| conflicc <

Change Invitee List... Recornmended rmeeting tirnes: .
07/25/2009 051004M - 12100PM 5 If there are any conflicts, Campus

07/30/200% 09:00AM - 10:00AM —
07/30/2009 11:004M - 12:00PM Sl i ;
Sei2a0s snnem - 1oimoem | €—— Webmail will list suggested times
08/03/200% 09:004AM - 12:00PM .
08/04/2009 09:004M - 12:00FM when all are available.
08/05/200% 09:004AM - 11:004M
08/06/200% 09:004AM - 10:004M \_'

To change theitie of the meeting, select the desired time from the list of recommended times.

11



Set Your Calendar for Viewing

If you would like others to be able to see yetahedule availability, set your defaults:

Select OPreferenceso

Expand O6Del ega@a$Schmeadulam@d sel ect
Set options as wanted

Select 60KO6 to save

pPwnNpRE

Note: this will allow others to see if you are busy, but will not allow them to see the subject matter,
location, or details of your calendar entries.

Full = | Preferences | Logout |

alendar-One... x |:| Preferences %

Basics Who can see your schedule information

& Mail aou can contral how much information about your schedule (the information about free or busy time in your calendar) other

people can see when they schedule a meeting. If you have not given sormeone access to your schedule information, the

5 calendar schedule shows "Info Restricked" for vour details when that person schedules a meeting,
General
Display @Euergone can see your schedule inforration

Autoprocess
Wark Hours

Rooms Resources

ONO one can see vour schedule information

C)Onll,I the following people or groups can see your schedule information

What schedule information can they see

@ Only information about when vou are busy or available

|8 Delegation

. () Detailed information about your calendar entries
Mail, Calendar

g O <nly infarmation about when you are busy or available, but the following peaple can see detailed information

Security

Archive

Offline

Logout

< [s114 )Cancel Help

12



Set Your Work Hours of Availability

You candefine your work hours so that when others view your availability, only those times listed as
your work hours will be seen as available for possible scheduling.

1.
2.
3.

Display
Autoprocess

Select) feferences

Expand

6Cal

endar 6

and

s el

ect

6Wor k

Hour s o6

Select days on which you aseheduled to work, and define the work hours. To define a lunch
break, or any other break that will occur at the same time on a giyesagmrate the times
before and after the break with a comnRefer tofiTuesdag in the graphic belovior an

example
Sel ect

Calendar-Gro... X

0 OK©O .

ﬁj New Calenda... X

when

[] Preferences  x

compl et e

Full ¥

| Preferences |

Logout |

Search

ﬂ MNew ~ About.,,

@

Basics

&l Calendar

General

International

Delegation
Security
Archive
Offline

Logout

out of Office

Send an autornatic reply to let others know that you are out of the office and when you will return, Settings...

Work Hours

My normal office hours are:

D Sunday
Monday

§ Tuesdal,l

Wednesday
Thursdal,l
Friday

D Saturday

[07:004M - 04:00PM

[o7:008mM -

12:00PM, 01:00PM - O5:00PM

[07:004M - 04:00PM

[07:004M - 04:00PM

[07:004M - 04:00PM

13
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Update Calendar Entries

I f a meeting changes, you can easily move it on
You can drag/drop the meeting to another day and/or time
Or

1. Double click on the meeting to open the entry
2. Expand 6Actiensdo®edchiednl 8él

S Actions - B ﬁ'

Rescheduls

Cancel

Confirm

View Participant Status
Send Mermo to Participants

3. Change the informationasneegesh d t hen sel ect O0OKDH

& Reschedule Options -- Webpage Dialog

When would you like this meeting to be held? -@
Reschedule to:

Date: Time: Duration:

Fri 07/31/2008 [*|[0z:00PM vl@l [othoom [

Original:

Date: 07/31/2009 02:00PM Duration: 01h 00m
A notice will be sent to all invitees informing them the meeting
has been rescheduled.

D Include additional comments on notice

Any room/resource reservations for this meeting will also be

rescheduled.
Cancel

Check Schedulew
When you change a meeting to which you have invited people, Campus Webmail will automatically send
an update eMail to the invitees.

14



Create Repeating Entries

Some entries reoccon a scheduled basis. Instead of entering each meeting individually, you can
schedule an entry to reoccur as needed.

Create a new calendar entry

Select the type of entry (meeting, appointment, etc)

Select the ORepeatd tab

Select on (chett&k mae&hbodESet Repea

PwnNPE

ﬂ Hew - % Save & Close Save Delivery Options,.. Invitation @

Set Repeat

Repeats Curation

ey o [ orrzirzone
Ewveary ( w -

Sunday A ® i
ol O For
Tuezday
Wwednesday

Thursda
Saturday

5, Set the repeat pattern to meet your individual

At weekends

Set Alarm

You can set an alarm for each entry to ring just

1. Sel ect the O6Al armd check box

ﬂ Mew - %Saue & Close Save 155 Forward = Check Calendar Delivery Options... % ﬁ

Appointrment

D Confidential D Pencil In Categories:l:lzl

Subject:

Mew appaintrment |
when Wirheras
Starts: Time: Duration: Leeifiems |
[wed 07/29/2009[=] [02:00PM [oth oom | E]
Ends: Time:

wed 07/29/2009 03:00PM
[l atarm |Minute(s) V| |BeF0re V|

D etails—

Attachments=

2. Set the alarnmotice time and when it should occur

Ends: Tirne: Ends: Tirme:

wed 07/29/2009 03:00PM wed 07/29/200% 03:00PM

Alarm Minute(s] |V Befare % [#] alarm Minute(s] *
3 Minute( s) :

Detailsw Hour(s) Detailsw

Attachments— (Day(s Attachrnents—
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Change Default Settings

Within Campus Webmail, you can change many of the default calendar settings. For example, you may
want to createneetingentries by default, rather than appointment entries.y@rmay want your
meetings to last 30 minutes by default.

To change your default settings:

6General 6

Def aul

1. Select OPreferenceso
L L L L
Full ¥ | Preferences Logout | Help ™
2. Expand 6Calendar d and sel ect
Basics Cale
Caler
(& Mail
Caler
5] Calendar Appo
General Anniv
Dizplay
Autoprocess DD
Woark Hours
Roorms Resources | Autor
e
International
Tirm
& Delegation
- ®u
Security OC
Archive
Offline
e
Logout
3. Under the section titled fACalendar
Calendar Defaults
Calendar Cne Day |V|
Calendar entry type Meeting |V|
Appointrnent and rmeeting duration
Appointment
Anniversaries repeat far All day event
Anniversary
Rerminder
I:lDispIal,l time zone on new calendar entries
4, Sel ect 6 6eelifgs.t o save

16
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Manage Received Meeting Invitations

Invitations to meetings appear in your Inbox and look like this:

@& Fnew - ElReply » il Reply To &l + [ Forward ~ [ ~ [ - Mark s ~ [ More - &

=1 1Sender
[ Carl R Prince

Subject

Date

Ineeitation: Staff heeting (Jul 31 11:00 &k ECT) O7i29/09 02:32PM

When the invitation is opened, the details will be displayed as:

] Mew = ;/I Forward ~ Accept = Decline ~ Check Calendq

Invitation: Meeting

From:
Chair:
Invite:

Subject:
Date:

Time zone:
Categories:

Who sent the invitation along with the
people who were invited

Carl R Prince/c. prince/ CSUOHIO T =

Carl R Princefc, princef CSUOHIO

Ernail Adrninistrator’email. adrministrator CSUOHIO@CSUOHIO

Inwitation: Staff Meeting (Jul 31 11:00 AM EDT)

Fri 07/31/2009 Time:
Eastern

11:004M

Meeting details

Eshow -
Size & [P €:>
2K
@ 4 @

Duration: 01h 00m

Space for notes from the Chair, coulq
include agenda,

Tl

e

And the actions available to you are listed at the top of the invitation:

] Mew - ;/I Forward « Accept v Dedine = Check Calendar

r Accept v Dadline * Che

Accept with Comments
Tentatively Accept Decline
T e T " Decline with Comments

Decline -

2m

Check Calendar

Propoze Mew Time

2

If you accept an invitation, the meeting will be placed on your caleodamplete with details and notes
and the Chair will receive an acceptance eMail from you.

If you decline an invitation, the Chair will receive a decline eMail from you.

17



Deleting the Invitation

If you try to delete the invitation from your eMail, you wiiceive the following warning:

e Sel
e Sel
e Sel

Change Default Settings foAutomatically ManagingInvitations

ect
ect
ect

Deleting Calendar or To Do Entries

ou are about to delete one or more Calendar or To Do entriez from your
mail file.

Deleting these entriez may cause problems if the information they contain
iz later updated. Delete these entriez only if you are sure that you will
never need them again.

Removing these entries does not delete them, but instead just moves

them cut of this view or folder. Removed entries will still appear in
Calendar or To Do views.

To Delete these entries from the mail file
To remove these entries from this view or folder

To cancel this action

D In the future, always remove Calendar and To Do entries instead of
deleting them

6Del eted to del e
6Removed to del e
6Cancel 6 to exit

t e
t e

the eMail
the eMail

the request

AND
but
and

You can also change your default settings so that when you respond to an invitation the eMail will be
removed but the calendar entry will remain.

To change the Calendar default setting for invitations:

1. Selectb Pr ef er encesb

2. Expand

Full ¥ | Preferences '

Logout

6Calendar 6 and select

Basics

[ Mail

&l calendar
General

Wwaork Hours

Roorms Resources

International

18
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3. Under the section titled fADisplaying Calendar
ifRemove Meeting Invitations from your Inbox af

DDon't dizplay new calendar entries and notices in the All Docurnents view of Mail

Llpon't display new Meeting invitations in the Sent view of Mail
Bfernove Meeting invitations from your Inbox after you have responded to them

Types of Meeting notices to be shown in your Inbosx| All w

4. Anotheroptiontassi st in managing the calendar is |

0Cé¢
Calendar Entries in Calendar Views?o. This opt
from your calendar, making that time available, or will leave the entry pemgjlbdt noted as

cancell ed. To turn on this option select (che

then select one of the two sub options.

I:‘Displat,I new (unprocessed) notices
Process cancelled meetings autornatically
O rernove from calendar
@ show as cancelled in calendar

Display To Do Entries

5. Sel ect 60KO6 to save

‘ OK’CanceI Help W

B ek & oo -
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Automatically Process Invitations

By enabling automatic responsekisallows you to specify an action to be performed on your meeting
invitationsautomatically Possible actions include: automatically accepting the invitation if time is
available; and delegating the invitation to someone else. You can also chaotamatically decline if

time is not availableYou can specify to limit this option to a specific person, group of people or to allow
it to process regardless of who sends you a meeting invitation.

To set this option, sedrcandPrlederealcectht eéAphopr @
AEnabl e automatic responses to meeting invitation
this option will appear, and need to be Ké&tat o me

the bottom of the screen.

Basics

il Enable automatic responses to meeting invitations
[ +] al

& calendar Wwhen a meeting invitation iz received from
General Anyone £
Dizplay Perfarm the following action:
Autoprocess Autornatically accept if time is available w

Work Hours ® and autarnatically dedine if time iz not available

Rooms Resources O and let me decide if time is not available

International

Delegation

Calendar Invitation Options:

When a meeting invitation is received from:
e Anyone(default)
¢ Any of the following people (a field will appear to enter the addresses of the people)
¢ Anyone except the following people (a fieldl appear to enter the addresses of the people)

Perform the following action:
e Automatically accept if time is availab{default)
¢ Delegate invitation to the follow person to attend instead of me (a field will appear to enter the
address of the person)
e Automatically accept even if time not available

Automatically decline if time is not available (default) or let me decide if time is not available.

When this process runs, an acceptance or decline notice will automatically be sent to those sending the
meeting invitation, depending on the settings selected.
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Group Calendar

Why use a Group Calendar?

With Webmail, you can create a group of people whose calendars you frequently check. This allows you

to view all their schedules simultaneously withbaving to reselect them each time. A group calendar
is a collection of schedule of people you select.

You can use a group calendar to quickly see if people in a selected group are free or busy at a certain
access

time. Additionally, if you have access to peo@ s

group calendar

The example below willl i s pl ay

cal

endar s,

3 peopl ebs 2
Campus Webmail/Deskmail. The third individual will not display since theyatrpanrt of our system.

of

you

wh i

can

c h

t hei

@ EﬁNew ~ Add/Remove Expand/Collapse = Wiew - 8 Maore -

Test A

4

Tuesday, August 04, 2009

4

@Email Administratar

@Motes Admin

@janedoe@yahoo.co

a7 ng

o9

10

11

This member's information doe

s not exist,

1z o1

H Busy Time

Types of Entries:
B Meeting

[ Mo InfofInfo Restricted

B Appointrnent

E all Day Event

21

O Anniversary

O Reminder
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Create aGroup Calendar

1. Openthe Calendarviewasde | ect &6 Group Cal endaré on the | ef"

'@ Views
uﬂ One Day
:ﬁ Two Days
f=] One Work Week
=§| One Week
% Two Weeks
fE one Month
=] one vear

2. Expand 06 Naewa®dG ra@atbmdad

3. EntertheGr oup Name and then select the 6Membersd b

-
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