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About this Guide

This usage guide is intended to showcase E-mail, Calendaring and the Global
Address List lookup in FASmail using Outlook 2013.
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The Outlook Layout

The Outlook client separates the Email layout into various components
including:

Email accounts and folders

Listing of Emails

Preview window for an Email

Calendar with reminders

The rest of this guide will give you an introduction to each of the components
above.
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Outlook Features - Tabs

Tabs in Outlook offer you the ability
to quickly switch between Mail,
Calendar, Contacts, and Tasks
functionalities within the same

Outlook 2013 window. Mail Calendar People Tasks -

ITEMS: 6 UNREAD: 4

Examples: | 1
- Clicking the Mail tab shows

Email on your screen.

- Clicking the Calendar tab shows
calendaring on your screen.
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How to Compose an Email (1)

In order to compose an Email,
ensure that you are in the Mail
section.

HOME SEMD / RECEIVE

Then, click on the "New Email” icon
at the top left hand side to create a
new Email message.

Deleted Items

4 UBCIT Test Account

Inbox 4
Drafts [2]
Sent Items

b Deleted Itemns 2
Junk E-Mail
Outbox
RSS Feeds

b Search Folders

b zzUBC-UIT Client Services Test A...
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How to Compose an Email (2)

Once the new Email box appears,
you can search for an Email
address by clicking on the “To...”
button or on the Address Book
button.

If you know the Email address of
the intended recipient, you can
type it into the Email box next to
the “To...” button.
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How to Compose an Email (3)

You can also type in a person’s ,
name [lastname, firstname] in the T N R
“To”, “Cc”, and “Bcc” fields and ‘ 4 bl il
press “Check Names”. FASmail will
then try to look up their Email

address in the Global Address List.

s

Type in the subject, content, and
click the “Send” button to send
your Email.
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Using the Global Address List

Once you click on the “"Address Select Names: Global Addresstist x|

Book”, the Global Address List will ~ _ gt C_J e e ] st

ShOW up. | Mame | Title | Busingss Phone | Location
A

First, try to find a user [lastname, R

firstname] in search field, and select  |&wcme -

the appropriate entry from the Inem mw

search results. s , =
R

Second, click on the “To”, “Cc”, or e || —

“Bcc” to add the result.

You can also narrow down the search

results by selecting a department

from the address book drop down

list.
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Using the Global Address List (2)

Ad va n ced Sea rCh - Select Names: Search Results - Global Address List g
n
Search: " Mame only " More columns  Address Book
|Fasmai1 Go ]Search Results - Global Address List ;] Advanced Find
A
ame \ Title

,

e

The advanced search is available by
clicking on the “"More columns” —
button.

This view allows you to perform

Business Phone

[ Location

partial name searches such as oo ||

[firstname] while the “*Name only” Erl

view requires exact
[lastname, firsthame] searches.
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Outlook Data File

Personal/Archive Folders:

This folder contains archived Emails
or large attachments.

Messages in these folders are
typically stored locally on your own
computer, while the contents inside
the Inbox is stored on the server.
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The Calendar Tab

The Calendar tab gives you access to
a multitude of features such as:

—E—————""_'__—

&
-

- Personal calendaring with day, |
week, or month views. S
- Seeing recipient’s availabilities, - .
and sending conflict-free meeting ' ? |
requests. finiaes
- Sharing your calendar with trusted
FASmail users such as an o
assistant.

- Setting reminders to trigger
minutes to several hours before a
meeting.

- Booking of resources such as
meeting rooms and equipment
(e.g. projectors.)
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The Calendar Tab

You can change the calendar view by

clicking on “Day”, "Week"”, "Month”, "YIYLEEE L

or “Work Week” views.

If you have access to public
calendars, shared calendars, or
delegated access to someone else’s
calendar, they will show under "My
Calendars”. &
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Multiple Calendars and View Management (1)
: : , e = Sy [ Finda Conta
With FASmail, you can view your HSEEEE 8 G, 0 s ok
own calendar along with other e | Vrngeconar | o
calendars side by side. < » February-04-11
Calendar x L] lendar x
4 Friday 4Q Friday
You can also superimpose calendars |o
overtop of each other to see how 10
your entire day looks like. 11
12Pm
Simply click on the left arrow on Lo
each calendar to overlap them 2 —
together. Sl - ]
400
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Multiple Calendars and View Management (2)

) . [ |
Once they have overlapped, you can |E=o mes C | Bl ) o

See What your Work day Iooks Iike. Recurrence | Categorize

A Reminder: 15 minutes - > § LowImportance

Options Tags

4 » February-04-11

W Calendar X % Calendar X
4 Friday

9 am
10 0o
11 0o

J_2 pm

2 (W] Meeting 2
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Scheduling a Meeting (1)

FASmail allows for scheduling
conflict-free meetings with other
FASmail users.

You start by clicking on “"New
Meeting”, to find a free timeslot for

the meeting.

You will get an Email reply back once
your meeting has been confirmed by
the recipient FASmail user.
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Scheduling a Meeting (2)

Once you click on "New Meeting”, a

new window will appear. SR
XBow BEE B B B TenEm 1O 288

Simply enter:

- Subject B

- Date

- Start and end time

- Location*

- Click on “Scheduling Assistant” —
— n -

*This feature is available only if your department has
meeting rooms and equipment setup as resources.
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Scheduling a Meeting (3)

Once the Schedule Assistant

appears, click on: - X L

“Add Attendees..”* to add FASmail — = &

users to your meeting.

“Add Rooms...” to add a FASmail —

resources to your meeting.

- Examples: Laptops, Rooms, T
Projectors, etc... N —— 4| ==

PO I A -

*Non-FASmail attendees may produce unexpected
behaviours. Results will vary across different Email
service providers.
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Scheduling a Meeting (4)

Once you have clicked on “Add x|

Search: % Name only " More columns  Address Book

AttendeeS", the FAsma I I GlOba I '9 Itesﬂ ;‘ IGIobaIAddress List- . L] Advanced Find
Add ress Llst (GAL) Of a ” FAsma II [ame [Title [Business Phone | Location
:

users and resources will appear. 3 et ps s

:’: I::: 2081[.:! Title = Office

& Test Account 2 Arts IT

. . . o Test Account &rts IT

Find the FASmail user in the Search Grestcomot -
fie | d . - :7, Test ISPT Logon, ISPT Director =a Q4B

& Test Mailbox

& Test Mark Belsito _J_vJ
»

d
. . equired -> ]
Then click on “"Required” or — [

“Optional” attendee respectively. |

oK I Cancel

The same process applies for “Add
Rooms...”

- Once you have found a resource,
click on “"Resources” to add it.
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Scheduling a Meeting (5)

Once you have added all of the

FASmail users and resources of
interest from the GAL, you’'ll see
their availabilities.

You can then pick a time that is
available for all users. |  ( { F

Click Send to send the meeting e
invitation.

Fri 771272013
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Details on Booking Resources (1)

In order to book a resource in

FASmail, click on "Add Rooms...” ez L
from the New Meetings button. XBowe EHE B 8 3

3:00 PM - 330 PM
No conflicts

330 PM - £00 PM
490 PM - 430 PM

430 PM - 500 PM
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Details on Booking Resources (2)

. . | elect Rooms: Globa ress Lis . i |
FASmail resources are categorized e . 8 . _
. Search: @ MName only More columns  Address Book
I ntO tWO ty pe S : ubc- Go Global Address List - seg@mail.ubc.ca Adyvanced Find
- RO O m Re SO u rce S | ame = = Title Business Phone Location
- Equipment Resources e

8 UBC-ITSV Admin Test

8 UBC-ITSV FASmail Suppart
€8, UBC-ITSV ML Test List
& UBC-ITSV Recovery Maibox

Room resources are typically [ UBC-ITSV R_AM Test Raom Reso...

8 UBC-ITSV Test Mailbox

common-space, designated meeting § ubcitsv-systemevents

- - * l.J UBC-FS R-RM MCM 266
rooms within a department*. § UBCMUSA WA el
8 UBC-SCOP SdenceCoop Admin
g UBC-5COP ScienceCoop CompSc

Equipment resources are typically
laptops, projectors, etc. within a ok | [ caned ]

department.

*Departmental Administrators may choose to lock down
resources for use within their own department.
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Details on Booking Resources (3)

Select Rooms: Global Address List . . [ ] Lﬂ_hj

Like booking a FASmail user for a meeting, you o © oy st Adiress ook
can book resources in a similar way. S —

Room resources take on the convention of:

o] UBC-EDUC R-RM SCRFL 5A
& UBC-ITSV Admin Test

- [IAM Client Display Name] R-RM [BLDG] § et s
Room+#
& ubctsv-systemevents
-  Ex:UBC IT R-RM LSK 201 i

£ UBC-5COP ScienceCoop Admin

& UBC-5COP ScienceCoop CompSd

© | IRC-SCOD Sriancalnnn CannA A
I

This specifies that the room resource belongs to =
the UBC’s Information Technology unit and it’s in
the Leonard S. Klinck building Room 201.

- [IAM Client Display Name] is the department’s
common name that was selected as a prefix
for all non-user mailboxes.

- [BLDG] is the 3 = 5 character acronym of the
building as defined in the UBC Facilities
Archibus database.
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Details on Booking Resources (4)

. . . | elect Rooms: Globa ress Lis . ﬂhw
Similarly, equipment resources take | =i teafdde . &0 . _
. Search: @ MName only More columns ~ Address Book
O n th e CO n Ve n tl O n Of: ubic- Go | Global Address List - sssg@mail.ubc.ca »  Advanced Find

= [ IAM CI i e nt D i S p I a y N ame ] R- EQ | ame g g Title Business Phane Location
[eqUIpment Nna me] UBC—EDUC Resource Booking...
4] UBC-EDUC R-RM SCRFL 54

- Exg:UBC IT R-EQ Laptop1l & UBC 1o Facmat support

€8, UBC-ITSV ML Test List

& UBC-ITSV Recovery Maibox

l—_j UBC-ITSV R-RM TPTSt Room Reso...
This specifies that the equipment § et ayemeren
resource belongs to the UBC'’s 8 UeCHUSA WAM Gl

8 UBC-SCOP SdenceCoop Admin

Information Technology unit and it’s § UBC SCOP ScienceCoop CompSa

their loaner laptop 1. — :
PoP
oK Cancel

- [IAM Client Display Name] is the
department’s common name that
was selected as a prefix for all
non-user mailboxes.
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Details on Booking Resources (5)

. r:ﬁﬂ |= ntitled - Meetin |_El||§|-"s;h1
When you Want to bOOk a meetlng [ ] Meeting Insert Format Text Rl:lrie»:rd :levelo:er cb@
with people and resources, ensure X2 = |2 By e e B9
that they are booked together to e | oreine SRS i | 5 ) T g
ensure that both the attendee and - " foomtnin | vx
resource are available. T e e e ¢ T
[y - — = ([ Mestings | 1.2345
v @ e 6 7 & 9 10 11 12
H gUB’C-LFS ;-RM MCM 266 ;: ]2-1 ]2-3 ]2-2 ]2-1 ]2? ;2
Note: Resources will have a green = Ti _____________________________________________________________________ B
circle with a “house” in it. If it is not
green, then the resource booking
may not work.
4
M Busy [Z Tentative W Outof Office [N Mo Information Outside of working h - :
@ See more about: I:“:“:‘ e ?:SDF.'IN!I-S:DDPM =
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Calendar Availability Legend

When you are in the process of
scheduling resources or people, there
are blocks of colour. These colours
represents the states of availabilities.

The information contained here
explains what the colours mean.

Busy: The recipient is currently
booked and not free at the time slot.

Tentative: The recipient is has
accepted your meeting but may not
be able to attend if something else
arises.

Out of Office: The recipient is not in
the office that day.

— Example: Working from home
or away.

No Information:

— Outlook not connected to the
Internet.

— You are looking at information
that is too far ahead.

Outside of working hours: Some
recipients have specified their work
hours. They may not be able to
attend a meeting if it is booked
outside of their working hours.

B Busy - Tentative WM Out of Office .~ Mo Information Qutside of working hours
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View a Meeting

You can click on the calendar to view
a meeting.

If you see a white, striped bar on the A _— |
left edge, this indicates that the EXES exvEsEEEE
recipient has not accepted your onn s

meeting yet.

.....
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Accept a Meeting Request (1)

When you open up an Email meeting
request, you have a few options: ni— .

Accept: Accept the meeting with the
proposed date, time, and location.

5 9

Tentative: Accept the meeting, but
you may not make it if something
else comes up.

Decline: You will not attend the
meeting. r——

Be

Propose New Time: Propose a new
date, time, and or location to the
meeting requestor.
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Accept a Meeting Request (2)

Open up the FASmail meeting
invitation.

Click “Accept”.

An event will appear in your
Outlook’s Scheduled Events Panel
from the previous slide.
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Meeting Reminders

After accepting a meeting, you will f? Femindess s
get a reminder before the start of the || testmeeting1
meet|ng Start time: February-02-11 4:05 PM
Subject Due in
ﬁt&st meeting 2 54 minutes
Click:

“Snooze” to delay it.

“"Open Item” to view the meeting
details. Dismiss Al | Openltem | | Dismiss |

\\Dlsmlssn to remove the I"emlnder. Click Snooze to be reminded again in:
3 minutes |E|
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Benefits of FASmail

Efficiently and easily schedule meetings with other UBC FASmail users

Simple meeting invitations.

Propose changes in date, topic, location that all invited attendees
receive.

Informs you of conflicts with other scheduled tasks/events.
Automatically set reminders through scheduling.

Book meeting rooms and other resources.

Fast and reliable.

Mailbox backups and restores are available for up to a year.

Available as part of an Email Client or online using the Outlook Web
Application.

Personal and shared calendaring abilities.
Mobile device integration (BlackBerry/iPhone/etc...)
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