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OFFICE 365 OUTLOOK

What is Exchange online

Electronic mail use to share information between users over electronic network using the
internet. The exchange online Email is similar to Outlook but with improves and better
capabilities.

How to use e-mail
1) Open the Office 365 log in site
2) Enter your account and password on the text box to sign in

&~ - 0O ‘ £  loginmicrosoftonline.com/login.srf?wa=wsignin1.08upsnv=4&ct=14667350248uver=6.6.6556.08wp=MBI_SSL&wreply=https%3a%2fo62foutiook.office365 w | =

] Office 365

* # E - Ee i Work or school account
\ 5 A

Connect Jialgi g < 5 ot abd.majid@smr2.moe.edu.bn

[JKeep me signed in

®  Yhdista

. BT LXXTYYYY]
| I | =
8 Verbinden  on¢ Z
SNYVd ]

Can't access your account?

© 2016 Microsoft B Microsoft

Terms of use  Privacy & Cookies




3) Click on the mail menu button
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How to send E-mail

The folders menu consists of several list of sub folders. The inbox folder is where all the incoming
mail get stored. Clutter is an email sorting tool. Sent item folder is the collection of all the mail
that has been sent. Delete item is where the trash file is stored. To send an email to recipients:

1) Click the New button
2) Press the ‘To: field button
3) Select the recipients that you want to send to then click send
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How to use the Carbon Copy (cc)
The carbon copy (cc) is use to send mail to more than one recipients. If the message is intended
for one person but is also relevant to other people as well then Cc is the best way to send mail.

1)

Press the ‘Cc’: field, Select the recipients that you want to send to (as in this case user 11)

2) Click send button to send the mail. The Cc: field will send the mail to user 11 along with user
10 and user 17
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How to use Blind Carbon Copy (Bcc)
Blind carbon copy hides the address from the people in the 'To' and 'Bcc' box. The Bcc enable
privacy and prevents spams and virus.

1) Press the Bcc to open the ‘Bec’ field
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2) Select the recipients that you want to send to (as in this example user 3 and user 14)

i Office 365 Outlook
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3) Click Send. The other users will not be able to know that user 3 and user 14 also receives the
mail.

s | Office 365 QOutlook

Search Mail and People ,Q = Send [ Attach @ Add-ins Discard s _E
A Folders Inbox All v I To User 10 % @ User 17 %
Inbox 5 Wednesday
Ce @ User 11 %
Clutter 1 User 1
Sent ltems You've joined the TechOne group Wed 10:28 AM
Welcome to the TechOne group. TechOne Public gro... Bec @ User3 X @ User 14 %
Conversation History
Tuesday
Deleted Items
|
Maore User 4
User 4 added you to the ShareNewGroup grot  Tue 11:25 AM
e
v Groups Welcome to the ShareNewGroup group. ShareNewGr...
Two weeks ago
User 1
You've joined the SUPERGROUP group 6/1/2016
Welcome to the SUPERGROUP group. SUPERGROUP...
User 18
User 18 added you to the Group Hai group 6/1/2016
Welcome to the Group Hai group. Group Hai Public gr...

User 14 o T T
b SEMBANG2 §/1/2
alum g mnum kh?._hih m Discard @J B @ 24 S v Draft saved at 10:48 AM




How to create signature
You may create a signature for your email messages. Your signature can be added automatically
to all outgoing messages, or you can choose to add your email signature only to specific messages.

1) Select the options button on the right top hand corner.
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2) Select the mail button
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Create an automatic reply (Out of office)

3) Select Email signature
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4) Type in your name on the text box. Select the tick box if you want your assign your signature
automatically.
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How to auto reply (out of office)

Auto Reply let people who send you email messages know that you're not available. It let people who
send you email know that you won’t be responding to their messages immediately. After automatic replies
are turned on, they’ll be sent once to each sender.

1) Select the Automatic replies
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2) Select and tick the send automatic replies and choose the best course of options that suits your
needs.
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Using clutter

Clutter is an Email sorting tool that moves your low priority messages out of your Inbox so you can easily
scan for important messages. You have the options to enable or disable clutter

1) Select mail on the option menu

2) Select clutter. You may select and tick the box to enable or disable clutter.
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How to attach files in email

In online exchange you may send mail by attaching files in forms of images, audio and animation.

The maximum files are 35 pix. Please use one drive for large data.

1) Select Attach to open the files that you intend to send

Office 365

Search Mail and People

~ Folders
Inbox 6
Clutter 1
Sent ltems

Conversation History
Deleted ltems
More

A~ Groups

e SUPERGROUP
e TechOne

@ Group Hai

e Sharecalendar 1

= Discover

+ Create

QOutlook

Inbox

Yesterday

User 4

?ED B Attac & Add-ins  Discard  ses

All v To |

User 4 added you to the Sharecalendar grou;  Mon %:46 AM

Welcome to the Sharecalendar

Last week

User 1
You've j

User 4

User 4 added you to the ShareMewGroup grot

Welcome to the ShareMewGrou

Three weeks ago

User 1

You've joined the SUPERGROUP group

User 18

User 18 added you to the Group Hai group

ned the TechOne group

e SUPERGROUP group. SUI

Group Hai group. Group Hai Public gr...

Sharecalendar...

o the TechOne group. TechOne Public gro...

Tue 6/14

up. ShareMewGr...

&M/20e

M AN B I

612016

Discard

u

»
|=
i
i
1l
L
W
Il
1]
1
il

[
3
®
L Y
»
4

®

Note:

2) Select the documents that you want to attach (as in this example test.docx)
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3) You have the options to attach as a one drive file or as a copy
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Create contact

You may create contacts in the address book. Once you’ve saved someone as a contact, you can type the
first few letters of their name into an email, and Outlook will fill in their email address for you. This enables
much faster search. Contacts only can be seen by owners whereas group directory may be seen by others.

1) Click the menu button on the top left-hand corner to list down the drop down menu. Select People
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3) Fill in the textbox to add in the name and email for the new contact
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Create new folder
You may create new folder to organize your files in order

1) Select the ‘+’ sign on the folder tab to create new folder. Name the folder (in this example Maths
Department)

Office 365 Qutlook

Search Mail and Peaple ,D @ New | v
A~ Folders Inbox All v
Inbox Today
Clutter i User 1
G [MamE You've joined the SEkolah Menengah Rimba 11:31 AM
Welcome to the SEkolsh Menengah Rimba group. SEk...

Conversation History

Yesterday
Deleted ltems Y
More User 4
User 4 added you to the Sharecalendar grou; Mo 9:46 AM
v Groups + Welcome to the Sharecalen Sharecalendar..

Last week

User 1

You've joined the TechOne group

ome to the TechOne group. TechOne Public gro...
User 4

User 4 added you to the ShareNewGroup grot Tue /14

Three weeks ago

User 1
You've joined the SUPERGROUP group 6/1/2016

Office 365

Search Mail and People ,D @ New | ¥
A Folders Inbox All v
Inbox 7 Today
Clutter 1 User 1
Sent ltems You've joined the 5Ekolah Menengah Rimba 11:31 AM
kolah Menengah Rimba group. SEk...
Cor ation History
Yesterday
Deleted ltems !
=
[ |I Maths Department User 4
User 4 added you to the Sharecalendar grouj  Mon 9:46 AM
More \ g g
Shar Sharecalendar..

v Grouns
Uruup) Last week

User 1

oined the TechOne group Wed 6/15

group. TechOne Public gro...

User 4

User 4 added you to the ShareNewGroup grot Tue 614

areNew up. ShareMewGr...

Three weeks ago

User 1
You've joined the SUPERGROUP group /172016




Using the search functions
Search function is used to search any keywords being written in the text box.

1) Type keywords in the text box as in this example ‘contact’
2) You may use the filter options to minimize your search
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How to create Groups
Groups enable collaboration among people. It allows people to work as a team.

1) Select the ‘4’ symbols on groups tab

2) Fillin the Name, Description, Privacy settings and language then click create.
3) You may choose the contact person that you want to add in the group

4) The new groups will be automatically added on the group list
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You've joined the SUPERGROUP group 6/172016
Wel o the SUPERGRCUP group. SUPERGROUP...
User 18
User 18 added you to the Group Hai group 6/1/2016
Wel e Group Hai group. Group Hai Public gr...

Office 365 Qutlook

| Creste ¥ Discard

Create a group

A group provides a space for shared conversations, files,

and a group calendar.

Choose a name

Add a description

Privacy
Public - Anyone can see what's inside -
Language for group-related notifications

English (United States) -

Supscrioe
conversations and calendar e

Otherwise, they'l only see them in the graup inbox




Office 365 Qutlook

HAdd X Notnow

3 Add members

Peaple you add will receive email announcing the new

group.

fiter the Name of a Person or a group

Office 365 Outlook

Search SEkolah Menenga... O SEkolah Menengah Rimba

Public group & 1 members
v Folders + Conversations Calendar Files Notebook Connectors loined v
A Groups + ~
@ N t : ;
© suvrercrov The new SEkolah Menengah Rimba group is ready s v
e TechOne The new SEkolah Menengah Rimba group is... SEkelzh Menengah Rimbz;

SEkolah Menengah Rimba . v
Welcome to the SEkolah Menengah Rimba group. U... SEkolah Menengah Rimba
10:43a Tue 6/2172016 10:43 AM

Welcome to the SEkolah Menengah Rimba group.

Sharecalendar 1

5 Discover Use the group to share ideas, files, and important dates.

+ Create
Start a conversation View group files
Read group conversations or start  Organize files in one location to
your own. easily share and participate.

D




Conversation in Groups

You may have conversation between recipients in the groups. This is suitable if you need to be replied on
time

1) Select on the new conversation

Office 365 Qutlook

Search SEkolah Menenga... S SEkolah Menengah Rimba

Public group & 1 members

v Folders + Conversations Calendar Files Notebook Connectors Joined v
New conversation . .
© surcrorour The new SEkolah Menengah Rimba group is ready s v
. . SEkolah M h Rimb:
e TechOne The new SEkolah Menengah Rimba group is... olen Menengah fimba
SEkolah Menengah Rimba . v
e Group Hai Welcome to the SEkolah Menengah Rimba group. U... SEkalah Menengah Rimba
10433 Tue 6/21/2016 10:42 AM
@ SEkolah Menengah R
[ JE—— Welcome to the SEkolah Menengah Rimba group.
5 Discover Use the group to share ideas, files, and important dates.
+ Create
Start a conversation View group files
Read group conversations or start  Organize files in one location to
your own. easily share and participate.

co




2) You may write on the text box to start your conversation then click send

sz Office 365 Outlook 6 ¥ 2 Q

Search SEkolah Menenga... JO SEkolah Menengah Rimba

Public group

& 1 members

v Folders + Conversations ~ Calendar Files Notebock  Connectors loined v

~ Groups + )
(& Mew conversation To: SEkolah Menengah Rimba =
e SUPERGROUP

d 2 )
e TechOne Good Morning, . Good Morning,

User 1 Welcome to SEkolah Menengah Rimba Group
e Group Hai @ Good Marning, Welcome to SEkolah Menengah Ri...

:22a
@ SEkolah Menel 1

' . .
e Trree e © The new Stkolah Menengah Rimba group is...

SEkolah Menengah Rimba
= [fasros Welcome to the SEkolah Menengah Rimba group. U...

1162

+  Create

m Discard EIJ |Q| @ f;‘/‘ (‘I‘) v Saved to your Drafts folder at 11:49 AM




How to leave group
You may leave the group if you do not intend to be part of the group anymore

1) Select the Join command to open the list then click leave group

Office 365 Outlook

Search SEkolah Menenga.. SEkolah Menengah Rimba

Public group & 1 members

v Folders Conversations Calendar Files Notebook Connectors loined v .

[l GFOUPS . Subscribe to this group by email
FHN i H
© svrevrovr # Hew conversztion The new SEkolah Menengah Rimbalgrol e gos
e r . SEkolah Menengah Rimba;
TechOne Good Morning,

User1 .
v
@ Group Hai Good Moming, Welcome to SEkolah Menengah Ri.. SEkolah Menengah Rimba
. Tue 6/21/2076 115 AM
£
@ SEkalah Mene: 1

4
The new SEkolah Menengah Rimb ... :
[ St SRl UL BB R Welcome to the SEkolah Menengah Rimba group.

SEkolah Menengah Rimba
<) EiE Welcome to the SEkolah Menengah Rimba group. U... Use the group to share ideas, files, and important dates.
1t16a
+ Create ;
Start a conversation View group files
Read group conversations or start  Organize files in one location to
your own. easily share and participate.

co




How to add members
You may add several recipients to you group.

1) Select members on the top right hand corner

st Office 365 Outlook

Search SEkolah Menenga... O SEkolah Menengah Rimba 1
Public group ‘ & 1 members
v Folders Conversations Calendar Files Notebook Connectors Joined v
A Groups B
@ Mew conversation .
e SUPERGROUP Good Momlﬂg, S |v
q SEkolah M h Rimb:
e TechOnes Good Morning, cen Menengan mbe:
User 1
v
e Group Hai Good Moming, Welcome to SEkolah Menengah Ri... User 1
11223 ) Tue 6/21/2016 11:22 AM
@ SEkolah Menengah R
e The new SEkolah Menengah Rimba group is... Good Morning,
Sharecalendar 1 SEkolzh Menengah Rimba Welcome to SEkolah Menengah Rimba group
3 Discover @ Welcome to the SEkolah Menengah Rimba group. U... .
Tz ke
+ Create :

Reply all

2) Select the Add members to add new recipients

Office 365 Outlook

@ New SEkolah Menengah Rimba

Public group & 1 members

Search SEkolah Menengah Rim.

Conversations Calendar Files Notebook Connectors Joined v
All  Owners
Sort by Frequent contacts -
~ Your contacts
User 1
_ o
v Directory
~ Groups

e SUPERGROUP

e TechOne

o Group Hai

@ SEkolah Menengah R

e Sharecalendar

Discover

+ ¥

Create




3) Enter the name of the recipients on the text box (as in this example user 2 and user 1) then click
save

# | Office 365 Outlook

i save ¥ Discard

SEkolah Menenga...

sekolahmenengahrimba@techo...
Public group

Enter the name of a person or a group

2 newly added members

User 2 X eee
user?@techoneglobal.org

User 1
C] user]@techoneglobal.org

4) The new user is added to this group

Office 365 QOutlook

@ New SEkolah Menengah Rimba

2
FuliFeano: & 2 members

p Search SEkolah Menengah Rim...

Conversations Calendar Files Notebook Connectors loined v aee

All - Owners
Sortby Frequent contacts -
v Your contacts
User 1
. (-]
v Directory
~ Groups User 2

0 SUPERGROUP
e TechOne
@ Group Hai

e SEkolah Menengah R

° Sharecalendar

=» Discover

4+ Create




OFFICE 365 CALENDAR

WHAT IS CALENDAR FOR MICROSOFT 3657
Save date schedule, for reminder and notify. Add meeting, appointment and other event to your
calendar in Outlook Web App track and share with others.

What teachers need in the Calendar?

Holiday date
Exam date
Meeting date
Report date
Graduation date
Event date.
Birthday date
Personnel date.

Where we can find the Calendar button in the Microsoft 365?

Press at the menu site, then will show the button of the calendar.

i Office 365 Home

Calendar

Settina up...

rate with Office Online

~
OneDrive Si i —
‘ <
Calendar People Yammer

N

PowerPoint OneNote

Excel Online

What are the function in the Calendar Microsoft 365? And how to use each function describe?

NouhkwnNpe

Add Schedule

Delete Schedule

Create own calendars

Create group to share calendars
Share calendars.

How to add member in the group.
Search function.



Interface office 365 Calendar.

Outlook

Office 365

® New v M Addcalendar v ) Sharev & print ]

< une 2016 > < > June 2016 v
S M T W T F S Calendar ShareNewGroup
12 4
Sunday Monday Tuesday Wednesday Thursday

3 A My calendars +

Birthdays 9a Meeting #2

Other calendars  +

A Groups + - 5

° JSS KB

Description

1. Drop down menu

e New for add new schedule (meeting, appointment etc.)

e Add calendars

e Share (with other member inside and outside organization)

Search Function

Categories of calendars
Categories of groups

The different view for calendar

vk wnN




ADD SCHEDULE AT THE CALENDAR
Press New drop down then click Calendar event to add new schedule.

Office 365 Outlook

P search Cale Add calendar v ) Share v & Print
< une 20 > ) v Day Work week Week Month | Toda
M T T ewGr x
12 4
Sunday onda: Tuesday Wednesday Thursday Friday Saturday «
5 6 7 8 9 1

A My calendars

e Calendar 3 T

22 Good Morning Azmar
Birthdays

9a Meeting #2

Other calendars

A Groups

° JSS KB oY= 7
° ShareNewGroup

=2 Do

The outcome of new schedule, fill in the detail of your schedule.

== Office 365 Outlook

H save (i Discard @ Attach @ Add-ins Charm Vv Catggouze\8

— People £% Scheduling ass\sta,
1 -
” I scdragn @ Userd
4q ed 6/15/2016 ~ | |930aMm - All day
5 -

Add an email reminder
6 WO|= 1 umAr AZ iz EE v

Description

Add the title for the event

Add location for the event

Add room — list room in the directory

Choose a start time and duration, and adjust the time of reminder notification if you need to.
Show as list, choose how you want the appointment to appear on your calendar: Free, Etc.
You can fill in all detail description of the event

ok wWNPE



7. To add other member to share the calendars.
8. To save, discard, attach and add-link the calendar.

*There is another way to make add new schedule in calendar which is double click the date box inside
the calendar.

Notification and reminder by office 365 Calendar.

Calendar - User 4 - Qutle: X

<« C' | microsoft corporation [Us] | https://outlook.office.com/owa/?realm=techoneglobal.org&exsvurl=18&ll-c

Office 365

a&modurl=18&path=/calendar/view/Month g

Outlook

d

B search Calendar @ New | v 8 Add calendar v Q) Share v = Print

< June 2016 > < > June 2076 v

S M T W T F § Calendar ShareNewGroup

Sunday Monday Tuesday

A My calendars

o Calendar 2 3 4 15 =

82 Good Morning Azmar

Birthdays 9a Meeting #2

Other calendars 7 7 7; p E ;4 P, ’
~ Groups
° JSS KB 26 57
o ShareNewGroup

S Do

Description

1. The reminder will be pop up before the event happen.




CREATE OWN ANOTHER CALENDAR AND SECONDARY CALENDAR

To create your own calendar in My Calendar on the left side there is category name My Calendars then
just press the Plus (+) sign, then there will be textbox to fill in to add new own calendar.

Description

1. The category of My Calendar group
2. The plus (+) sign to add new own calendar

Calendar - User 4 - Qutlo: X how to take screenshot X
L o C | B Microsoft Corporation [US] | https://outlook.office.com/owa/?realm=techonec arl=1 cc=1033& |=1&path=/calendar/vie r e =
Office 365 Outlook ]
p Search Calendar “}' New | v [ Add calendar v <) Share v = Print
«
< June 2016 > < > June 2016 v Day Work week Week Month | Today
F s Calendar ShareNewGroup
Sunday Monday Tuesday Wednesda Thur Fric Saturday «
0 1
. N 2 -
718
4 25
1 ~ My calendars +.2
o Calendar 2 13 4 15 6 7
Birthdays 92 Meeting #2
3 9y 20 2 22 2 24
Oiber calend +
~ Groups + o v pls] 29

. = - %56pg
A0 T 0) B NG s

3. The text box to fill in the new calendar that you can to create

*For additional the other Calendar is an optional to use it.



CREATE GROUP TO SHARE CALENDARS

What is group share calendars in Microsoft 3657

To get start to create new group just press the Plus (+) button at the left side Group then you need to fill
in some detail.

[ Calendar - User 4 - Outlo: X how to take screenshot - x
&« ealm=techoneglobal.org&exsvurl=18ll-cc=10338 I=1 =/calendar/vie nth 2| =
g . .
i Office 365 Outlook ® ~ &7 e
£ ses @ New | v (4 Addcalendar v (3 Share ¥ %= Print
«
< June 2016 > < > June 2016 ~ Day Work week Week Month | Today
S M T W T F 5 Calendar ShareNewGroup
1 2 4
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday «
5 6 7 8 9 10 1
2 13 Ln 6 17 18 - - -
9 20 21 22 23 24 25
26 27 28 29 30
o Calendar
Birthdays = - - 2
Other calendars  + 9a Meeting £2
1| ~ Groups + 2 T o - o - 4 -

10:23 pg
15/06/2016

~ 0 5 ) B ENG

Description

1. The group category that is available on the list
2. The Plus (+) to add new group on the list

3. Discover is you can join other group calendar, and create is another way to create calendar.



On the Right side there will be pop up to fill in detail of the new group.

Office 365 Outlook

Description

After you fill in all the detail then you press the create button to conform the new group.
Discover is undo to create new group.

Fill in the name for the new group with unique name.

The ID will automatically fill in with the name.

The description and detail of the group.

Privacy there is two option which is public and private

e Public —anyone can see what’s inside

e Private — only approved members can see what’s inside

Language to use.

8. To subscribe new members so they receive group conversation and calendar event in their
inbox. Otherwise, they’ll only see them in the group inbox.

ok wnN PR

™~

Then after you fill in all the detail of the group you can add member ® & =& 2
that you want to add. To be safe at the text box “Enter the name of a e
person or group” fill in the email instead eg. Userl@techoneglobal.org. Add members

People you add will receive email anneuncing the

new group.

User 10
user10@

User 11
userl1@techoneglobal.org

O search Directory




Result after adding user into the group in calendar.

Office 365 tlook
Sharecalendar
Public group & 5 members
Conversations Calendar Files Notebook Connectors Joined v
All  Owners

~v Your contacts User 4
ser

w Directory

A Groups New @ User 1
o Sharecalendar

User 2

e Azmanaying@ajim

User 3 User 5

960




After you already created the new group, then if you want to add new member in the group press the
menu button then Click People.

Press the menu the choose People to add member.

Office 365 Outlook

re v & Print
yz
= Day Work week Week Month = Today
Calendar Yammer
I% 6 5 Tuesday Wednesday Thursday Friday Saturday «
1 5 2 y
Newsfeed OneDrive Jun & 3 4

5 g 7 8 9

Excel

F 14 15

4a Good Morning Azman
9a Meeting #2

a
=
)
@
¥

Setting up

View all my apps .

A Groups = = - o

e ShareNewGroup
Q s« 2% 27 28 29 30
o CalendarShared

M
Iy
na
=
e}
il

22 Office 365 Outlook

@ New CalendarShared

Public group
p Search CalendarShared )
Conversations Calendar Files Notebook Connectors

Owners

v Your contacts User 4
ser

v Directory

A Groups New

9 ShareNewGroup
° JSS KB
o CalendarShared

= Discover

+ Create

Press the group that you want to add new member. Press the Add member.



Office 365 Outlook

Enter the name of a

User 1

user1@techoneglobal.org
) @ g q

CalendarShared

person or a

group

neglobal...

Choose the new member to add in the group.

The result after adding the new members.

Office 365

v Directory

A Groups Hew

e Sharecalendar

Sharecalendar

Public group

Conversations

v Your contacts @

User1

Notebook

Connectors

© 60

User 4

User 2

User5

& 5 members

Joined v




Go home button> click email.

I] Office 365 X / i Mail - User 4 - Outlook X -

&modurl=2 Ry

m=techoneg

- C' | Microsoft Corporation [US] | https://outlook.office.com, Lorg&exsvurl=18il-cc=10

dwm *

Office 365

|

People

6 E i9 AM
Newsfeed OneDrive SharePoint
a1

E
Excel

ﬂ

i0AM et

Setting up... 17 AM

View all my apps
T ureae uUser 2

(No subject) :27 AM

hellg e invited.

Monday

User 4

You've joined the Sharecalendar group Mon 9:46 AM

Once the new user added to the group then will notify the user by email

T

Office 365

Outlook

Search Mail and People ,O ® New | v
A Folders Inbox All v
Inbox 63 Today
Clutter 1 User 4
Sent ftems User 4 added you to the Sharecalendar group 9:46 AM
Welcome to roup. S|
Deleted ltems 7
Lact vieelc
s b —
A Groups New User 4
User 4 added you to the ShareNewGroup groi Tue 6/14

e Sharecalendar 1

e SUPERGROUP 2 Three weeks ago Click here to
= Discover User 1
User 1 added you to the SUPERGROUP group 6/1/2016
v E=B W SUPERGROUP group.  SUPERGRO...
grouf

User25
'd like to share my calendar with you

User 3
» User 3 has shared ‘Document! 6/1/2016

ent that U




The view of share calendar with other user.

|2} Most Visited @ Getting Started

Office 365

QOutlook

£ Search Calendar ® New |v B Addcalendar v () Share ¥ & Print
< June 2016 > < > June 2016 v Day Work week Week Month | Today
S M T ow T E S Calendar User25 Sharecalendar
12 3 4
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Monday, June 20, 2016 »
5 6 7 8 8 10 1
un 1 2 4
2 13 14 15 16 17 18 o .
wsﬂzw 2 3 4 5
26 27 28 29 30 ~ - . -
2 / o = L
~
~ Other calendars 5 c 7 8
o User25
~ Groups a0 M 29 & 73 ~ 24 & o5
20 ey Ze C £33 £a S Vo]
o SURERGROUE 22 Share Mesting
@ Sharecalendar o . 5
> Discover
|+ Create v N

Different section within the calendar. To see this function, you need to click the calendar section where

it is at the right side of the screen. In addition, you can set different color for each event by pressing
right click at the calendar section.

Office 365 Outlook
P New |v [ Addcalendarv €3 Share v % Print
«
< June 2076 > < > June 2016 v Day Work week Week Month = Today
s oMoT T F S Calendar Birthdays ISS KB Sharecalendar
12 4
Sunday Monday Tuesday ednesda Thursda Friday Saturday <«
5 6 7 8 9 10 1
. un 2 4
8
25
A~ My calendars +
e Calendar 2 - 5 7
8a Goed Morning Azmar Muhammad Ali birthday
Birthdays 9a Meeting #2
Other calendars  + 20 . 2 ; 24 & Pl
8a Share Meeting
~ Groups + 82 Share Meeting
o 155 KB 26 - 5
° Sharecalendar




SEARCH FUNCTION

Make easy way to find your meeting or appointment in the calendar.

Office 365 Outlook

I8 Add calendar v X/ Share ¥ = Print

> < > June 2016 v

S M T W T F S Calendar & ShareNewGroup

Nork week Week Month | Today

Sunday Monday Tuesday Wednesday hursday Friday Saturday «

Birthdays

Other ca lars -
Other calendars 85 Good Morning Azman

~ 92 Meeting #2
A Groups

9w 203 2 22 23 24 25
ShareNewGroup
e CalendarShared
©Q s« 26 27 2 29

= Discover

+ Create




DELETE SCHEDULE AT THE CALENDAR
To remove the meeting and appointment in the calendar.

Office 365

A My calendars

o Calendar

Birthdays
Other calendars

A Groups

e ShareNewGroup

Outlook

®

<

Sunday

° IS5 KB 6

8 Add calendar v

> June 2016 v

Calendar

ShareNewGroup

Monday

w

< Share v

Tuesday

= Print
un
8
[ ————
15

| 8a Good Morning Azm
92 Meeting #2

Thursday

Day Work week Week Month

Friday Saturday

Wed 6/15/2016 8:00a - 8:30a m }

ClassRoom Techone

Good Morning Azman

You Have Meeting
@O User 4

# Edit [ Delete

24 25

Today

«

Right click the meeting at the calendar that you want to delete. There are two option which is edit and
delete. Press delete to remove the meeting or appointment at the calendar.

Delete event

Are you sure you want to delete this event?

Delete

Confirmation to delete will be ask by the applications.




