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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 their information.

Miscellaneous but important notes

Campus Deskmail 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 settings — use these to determine who can/cannot read, create, edit and/or delete mail
and/or calendar and To Do items.
¢ Confidential — 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
o Work Hours setting — use this to determine which hours you have available for meetings. Set
your typical work hours here and list which 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 Invitations — use this to handle incoming invitations automatically. The
meetings are placed on your calendar and the eMails are removed without any action from you.
e Address Book — if you create a group for eMail, use the same group for invitations
e Schedule — use this to determine if/when invitees are available while you are scheduling a
meeting. You are looking at their 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 Group Calendar — use this to view multiple people’s free time quickly, if they have allowed you
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 Deskmail, you can access names from two different address books:
1. CSU E-Mail Directory — this contains all CSU faculty, staff and students who have not requested
that their eMail address not be made public.
2. Contacts — this is your personal address book. It contains any information you had added and can
be CSU or non-CSU addresses. You cannot view non-CSU people’s calendars or eMail boxes.

Note: It is recommended that CSU eMail addresses not be added to your personal address book if they are
listed in the public directory. Reason being if an individual’s eMail address should change, it will
automatically be updated in the public directory, however, the address listed in your personal address
book will not be updated.



Calendar Views

There are three different ways of accessing your calendar from Deskmail. All three will access the same
calendar; it is simply what method you are comfortable with using.

1. In the upper left corner you may see a button titled ‘Open’. If not, skip to step 2 or 3. Expand
‘Open’ and select ‘Calendar’

‘E N =5 Workspace
~— p—

| Clear |

[, Mail

£} Contacts
To Do

If you do not have these icons, but would like them, right click on the ‘Open’ button and select
‘Dock This List’

File Edit Wiew Create Actions Tools

[T == Wnrkspace x
Use Large Icons
Dok e Lisk

3. Open your mailbox, expand menu options and select ‘Switch to Calendar’

@I ﬁ Warkspace ® EEmail Administrator - Mail x I

BEFEXLEADERCHB & |

Email Administrator ( = ;ﬂ New ~ =1 Reply -
stemlla Switch ko Calendar

Switch to To Do
whatsup

----- &]Inbox

@ Drafts

= I = sent

EETED

whatsup




In Campus Deskmail, you have several options for viewing you calendar: One day; two days; one work
week; one week; or one month.

You also have the ability to set the default view for when you open your calendar. While the calendar is
opened, simply select the view desired and it will automatically become the default for when the calendar
is opened in the future.

) E\ﬁews
E Cne Day
E Two Days
E One Wiork Wieek
% One Yveeak
ﬁ One Manth
5 Lists
@ Entries and Motices

2l malandar Ertrins b

Read details on an entry

You can click on any entry in the view to open the entry and view the details

|Z]9Edit _‘ﬁg.PanicipantActions' RequestInformation...  Check Calendar... 'i'_}'

\/". Staff Meeting
(@ w Fri 07/31/2009 11:00 Ak - 12:00 PM
\!ﬁ Attendance is required for Email Administratar

Chair: Carl R Prince/c.prince/CSUOHIO
Mo Location Information

Required: |Emai| Administratorfemail. administratonCSUOHIO@CSUOHIO

Description l Personal Notes




Or you can preview the entry, expand ‘Show’ and select either ‘Preview on Bottom’ or ‘Preview on Side’

Batkarm
Preview on Side Sun :
L] Hide Preview
Filter by 3
Summary
v Calendar Fooker
. T 1z
Resulting in (preview on bottom was selected for this example):
fl Mew - %Panicipanmctions + Copy Into Mew - ?ﬂ Mare - Q 3 H show -
q July 2009 »
IMan ; Tue . Wed ; Thu i Fri . Sat Sun
-
13 14 15 16 17 15 19
20 21 22 23 24 25 6
27 28 29 30 31 Aug 1 2
Order hardware Create Webmail docu[F’osterfor Skillport 2% GR 3
[Install zoftware : 02:00 P new mee B
Day 212 - 153 days left in the year_v -
-~
Staff Meeting
Fri 07/31/2009 11:00 AM - 12:00 P
Attendance is required for Email Administrator 3
Chair: Carl R Prince/c.prince/CSUOHIO F
Mo Location Information
Required: |Emai|AdminiStratorIemaiI.adminiStratorICSUOHIO@CSUOHIO
Description I Personal Notes
v




Create Calendar Entries

1. From the calendar expand ‘New’ and select the type of calendar entry to be created (in this
example ‘Meeting’ will be used)

ﬂ Mew = hore -

Meeting

Appaintrient

All Day Event
Anniversary
Reminder

Ewvent dnnouncement

Message
Contack
Group
To Do

I

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 (scroll down to view this
section)
4. Select ‘Save and Send Invitations’
Save and Send Invitations  Sawve as Draft  Display>  Delivery Options... Check Calendar...
~
[T Returnreceipt T Sign [ Encrypt ™ Mark Private Tl
% Calendar E ™ Motify Me
Type: Meeting ™ Mark Available
‘ Subject: | |
When: Starts: [Thuo7saoizo0 s (0345 M [ [Local time
1h
Ends: [Thu 071302008 [04:45PM (5] [Local ime o
Repeat: This entry does not repeat
Wi ™ Do notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Required: | |
Optional: | |
FYl: | | u
Wihere: Location: | |
-
You have not entered any conference call information into your Calendar conference call preference.
Rooms: | | Find Rooms... |
Resources: | |[ Find Resources.. |
Online Meeting: There is no anline meeting
Category: | ‘ v




Type of Calendar Entries

Your calendar can contain different types of entries. 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
‘New’ and select the calendar entry type, or once in a new entry expanding on the type tab and selecting
from the list.

vl NevOMDre -

Meeting
Appainkment
All Day Event 1 MEWNIELEIPL 1 31yl 1 EHLIYEL
Anniversary Calendar Entry
Reminder -
Event Announcement Type: Meeting .
Message Appointment
Contact All Day Event
Group I: Anniversary
To Do Reminder
OR Starts: [Thu 07/302008  [se] | 03:45 P

Meetings

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 meeting information). If inviting other’s to a
meeting, you can also check their meeting schedule against the time of this meeting to avoid any
conflicts.

Save and Send Invitations  Sawve as Draft  Display~  Delivery Options... Check Calendar...

= [T Return receipt ™ Sign [ Encrypt ™ Mark Private
c Calendar Entry ™ hotify Me {5
8 e Mesting ] ™ Mark Available
Subject: |
Wihen: Starts: [Mon Dgi02i2008  s] [ 10:00 AM ] |Local time
1 hour

Ends: [Mon 0gi02i2008 s] [11.00 AM ] |Local time

Repeat: Thiz entry does not repeat
Wik [T Do natreceive responses from invitees [ Prevent counter-proposals [ Prevent delegation

Eeguired: |




Appointments

Appointments are for a set period of time, but can be repeated at specified intervals. You cannot invite

people to appointments. These are typically for entries such as personal appointments or meetings with
non-Campus people.

Save and Close Display™ Check Calendar...
N I~ Sign T Encrypt -
(L Calendar Entry ™ Mark Private
™ Notify hte £
Type: |Appaintment ] I~ Mark Availahle
‘ Subject: || |
When: Starts: [Man oainzzo0s s [10:00am @] [Local time
1h
Ende: [Man oainzzo0s s [ 110040 [ [Local time Dur
Eepeat: Cancel Repeat
Wihere: Location: | |
Category: |
Reminders

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

Save and Close Display™ Check Calendar..

L ‘*\-J I™ sign ™ Encrypt ™ Mark Private
() Calendar Entry ™ Notity Me 3
Sedf Type: |Reminder il

‘ Subject: | | ‘
Wihen: Starts: [Mon 08300 el [ 1000 M [F] [Losal time

Repeat: Cancel Repeat
YWhere: Location: | |

‘ Category: | ‘




All Day Events and Anniversaries

All day events and anniversaries are not time based.

Save and Close Display>  Check Calendar...

Subject:

When:

Where:

Categary:

Invite people to meetings

[~ Sign [ Encrypt

Calendar Entry

All Day Event
Starts: hon 08/03r2009 |16
Ends: hon 08/03r2009 |16
Repeat: Cancel Repeat

Laocation:

They appear on the date specified in the event.

Save and Cloge Display> Check Calendar...

4

)
-

Al

Subject:

When:

Where:

Categary:

[~ Sign

™ Encrypt

Calendar Entry

Starts:
Repeat:

Annivarsary

Mon 08/0372009 |15

This entry does not repeat  Cancel Repeat

Location:

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

the ‘Required’ field. When you select ‘Save and Send Invitations’, they will receive an eMail invitation.
Depending on what eMail system they are using, they may also be able to reply and automatically add the

meeting to their own calendar.

Invite field not available?

Campus Deskmail allows various types of calendar entries. You can invite people to meetings, but not
appointments or other types of entries. If you do not have an ‘Invite’ field, change the type of entry to

‘Meeting’.

1. Select the drop-down arrow next to the entry type
2. Select ‘Meeting’

Campus Deskmail 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 Campus Deskmail to locate matches

[T Sign [ Encrypt
Calendar Entry

Appointment

Starte:

Fri 07/31/2008

el [ 1000 am B8 | Local ime

2l



Type the eMail Address

In the ‘Invite’, ‘Optional’ and ‘FYT fields you can manually enter complete eMail addresses.

[T Returnreceipt T Sign T Encrypt
Calendar Entry

% Type: Meeting il

Save and Send Invitations  Sawe as Draft  Display™  Delivery Options...  Check Calendar...

™ Mark Private
[T Motify Me?;:j

™ Mark Available

‘ Subject: | |
When: Starts: [Friomsatizong sl [1o:0nam (3] [Local time
1 hour
Ends: [Frioratizong sl [11:00am (3] [Local time
Repeat: This entry does not repeat
Who ™ Da notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Reguired: [iane.doe@hotmail carn |
Qptional: |johndoe@yah00.com| |
FYI: [ |

Select from the Public Directory

Reguired:
Optional:
F1:

available faculty, staff and students. To us

e these, select ‘Required’.

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

To select an address from your personal address book, follow the steps listed below, except in

step 1, select your personal address book.

Select from the CSU eMail Directory

1. Verify the Directory is pointing to “CSU E-Mail Directory”. If not expand this field and select

‘CSU E-Mail Directory’

Select Addresses

Chooze the directary, then type all or part of the name.

Diirectary:

[csu EMail Directoy ([ v)

Prince's Address Book
LS E-Mail Directory

Find names starting with:

FERPA Direct
B 0036684404/ afygright Coter

0035684405/LagLocal Address Books
0035584405n_a3§f§itn

10974497 09/ Lapmp

15tudent, Advizing

2009, DSA

25tudent, Advising

rewwEEE

|£

<

|

Details... |

Tip: You can drag and drop the names

2] X]

Wigw by | List by name 4 |

Recipients:

Requied ™| |= Required

= Optional

Optional = = Fl

Frl =

Remove Remove Al
Ok Cancel




2. Type the name in the ‘Find names starting with’ field. The search will occur automatically as the

name is entered

Select Addresses [ |

Choose the directory, then type all or part of the name.
Directary: | CSU E-Mail Directory v | Wigw by | List by name v |
Find names starting with: |princ:e | Rlzchizrte

& Prince , Anjelay # | | Requied l-| = Required

5 Prince, CarlR == Optional

& Prince, Courtney J | Optional ® r=f F1

8 B .

F'r!nc:e . Krls.hna L il -

& Prince . Kyria & =

& Prince, Tarnika M

& Prince . Tanya bd &
i >

Details... | Add to Contacts

Tip: ou can drag and drop the names

Remove Remove Al
Ok Cancel

3. Select the desired name then either ‘Required’, ‘Optional” or ‘FYT” button.

Select Addresses

Diirectory:

Choose the directory, then type all or part of the name.

| C5U E-Mail Directory v| Visw by | List by rame v
Find names starting with: |p[ince | Rz
S Prince . &njela’y ~ Pl = Required
& Prince . Carl R tq Carl R Fri
& Prince . Courtney J M = Optional
& Prince, Krizhna L = Fvl
’ Frl =
8 Prince . Kyria & = Q
& Prince . Tamika b
8 Prince . Tanya b v
23 ] > 3/ | ]

Details... | Add to Contacts

Tip: You can drag and drop the names

Remove Remove &l
ak. Cancel

4. Repeat above steps if additional addresses are to be selected. Select ‘OK’ when complete.

10




Start typing then request Campus Deskmail to Locate Matches

Type in a name, or a part of a name, in the ‘Required’, ‘Optional’ or ‘FYT’ field, followed by a comma

Save and Send Invitations  Sawve as Draft  Display>  Delivery Options... Check Calendar...

I Returnreceipt T Sign [ Encrypt ™ Mark Private
% Calendar Entry [ Motify Me 7
Type: Meeting il ™ Mark Available

‘ Subject: | |
Wihen: Starts: [Friomiatiznoa ]| (1000 4 (3] [Losal time
1h
Ends: [Friomiatiznoa sl| [11:00 M (3] [Losal time o
Repeat: This entry does not repeat
Wik [T Do notreceive responses fram invitees [ Prevent counter-proposals [ Prevent delegation
Reguired:  [smith,| |
COptional: | |

Once the comma is entered, a search will automatically be performed on the personal address book and
the public directory. If only one match is located, that name will be displayed in the field in which the
search was performed.

If more than one match was located, the ‘Ambiguous Name’ screen will display possible matches. Select
the desired name and then select ‘OK’

Ambiguous Name [ x|

smith

Select which name should be used. Details...
Hame % W ail Address 7 b il Domnain 2

Aaron T Smith/a.tsmith65/CSUOHID central mailbox@csuohio.edu CSUOHIO ~
Abram J Smith/a.j.smith85/C5UOHIO ajzmil 3 3Ehotrail. com CSUOHID b
Adam C Smi . 5mith: UOHIO CSUOHIO

Adam C Smith/a.c.smith7B/C5U0OHIO halfricand200@yahoo. com CSUOHID

Adam B Smith/a.r.smith60ACSUOHID central mailbox@csuohio.edu CSUOHIO

Adam Smith/a.smith57/CSUOHIO CSUOHIO

Adral Smithda | smithR2ATSTTHIN rntralzi@ian ram CSHNHIN 4

Cancel

11



Check Invitee Availability

Although you may not have access to another person’s calendar, you can often check if they are available
for a meeting. If the invitees use the Campus Deskmail, or Webmail, calendar, and if they have not
limited the calendar view to specific people, you can use the ‘Check Available Times’ tab to identify if
they are previously engaged.

In this example, 2 people have been invited to a meeting set for 8/03 at 10 a.m.

Save and Send Inwitations  Save as Drat Display~  Delivery Options... Check Calendar...

[T Returnreceipt [~ Sign [ Encrypt I Mark Private
% Calendar Entry ™ oty Me

Type: Meeting E [ Mark Available
Subject: | |
Wihen: Starts: [mon /0212008 [i6] [10:00 AM [F] |Local time

1 hour

Ends: [Mon 08032008 [i6]| [11:004M [T [Losal fme

Repeat: This entry does not repeat
Wik [T Danotreceive responses from invitees [ Prevent counter-proposals [T Prevent delegation

Reguired: |Carl R Princedc.prinee/CSUOHIO@CEUOHIO, Nates AdminfCEUOHIO@esuahia |

Optional: | |

FYl: [ |

The ‘Find Available Time’ tab is selected to confirm availability of all 3 people, self plus the two invitees.
Note: scroll down to view this section.

Description ] Find Available Times l

Select Invitees to find free time for just those individuals.
" Summary * Details =)

Manday, August 3, 2009 - Tuesday, August 4, 2009

Invitees 10am 11 am 12pm 1pm 2pm 3pm 4pm  Fam Sam S9am 10am 11am 12pm 1pm 2pm 3pm 4pm  Fam Sam 9
+ Al people

| Email Administrator/ema
v E Required ] I . L1 I .

+| Carl R Prince/c.prince/CS

v Notes Admin/CSUOHIO
Scheduled Rooms 10am 11am 12pm 1pm 2pm 3pm 4pm  Fam Sam 9am 10am 11am 12pm 1pm 2pm 3pm 4pm Tam Sam 9
Scheduled Resources 10am 11 am 12pm 1pm 2pm 3pm 4pm  Fam Sam Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  Tam Sam 9

[0

< I >
Hwvailable u Already Scheduled Unavailable Mo Info Info Restricted

Auvailability Definitions

N

12



If there are any conflicts, Campus Deskmail will list suggested times when all are available. Select
‘Summary’ to view any suggested times.

Description ] Find Available Times l

& - to find free time for just those individuals.
; Details [
Invitees *Suggested times for selected day > Check if all required can attend
¥ All people
| Email Administratoriema August 3, 2009
¥| Bl Required when Required Optional | Rooms | Resources * August 2003 »
¥ Carl R Prince/c.prince/CS Su Mo TuWe Th Fr Sa
7| Notes Admin/CSUOHIO  |4-00 AN - 11:00 AM 20f2 ) ) } 6 27 282830 A
11:00 AM - 12:00 PM 20f2 ; ; ; 2 4 5 8 7 8

310 11 12 13 14 15
16 17 18 13 20 21 2

23024 25 % 27 M2
Scheduled Rooms !N 12 3 405

Scheduled Resources
Use Selected Time

To change the time of the meeting, select the desired time from the list of recommended times, and select
the ‘Use Selected Time’ button.

13



Set Your Calendar for Viewing

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

1. Select ‘More’ and then ‘Preferences’

ﬂ e = S@J}.Panicipanmctions - MoreO

Mon Tue Quk of Office. ..
Jun 29
Import Holidays. ..

Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...

Calendar Cleanup. ..

2. Select the ‘Access & Delegation’ tab and then the ‘Access to Your Schedule’ tab

I il ] Calendar & To Do ] Accesz & Delegation l

Acocess to Your Mail & Calendar ] Access to Your Schedule l Shortcuts to Others' Mail ] Cancel

“You may contral how much information about vour schedule fwhen you are busy and available) others
may see when scheduling a meeting. For people who are not allowed to zee your schedule, the
Scheduler will dizplay "Info Restricted."

Schedule Access

Wwhois all

d to zee your schedule information?

" Mo one
" Onlythese people and groups:

‘What schedule infarmation are they allowed to see?

% Detailz about ry calendar entries

" Only oy availability

" Only my availability, except show details to the following people:

¥ Do notinclude the subject of calendar entries in details

The level of detail is set by your systern administrator, but it usually includes when you are available.

Mote: Granting access to your schedule infarmation iz different from granting access to vour calendar. Go
to Access & Delegation to grant access to your calendar.

3. Set options as wanted
4. Select ‘OK’ to save

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.

14



Set Your Work Hours of Availability

You can define 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. Select ‘More’ and then ‘Preferences’

¥ Mew - _‘?‘_.Jif.ParticipantActions - Mor@

Preferences. ..
Mon Tue Out of Office. ..
Jun 29

Irport Holidays. ..
Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup...

[

2. Select the ‘Calendar & To Do’ tab, the ‘Scheduling’ tab, and then the ‘Scheduling’ tab

Preferences

b il ] Calendar & To Da l Access & Delegation ]

Dizplay l Scheduling l Alarms l Autoprocessing l Colars l Fooms & Resources

Scheduling l Scheduler Display] Sametime Unyte ]

3. Select the days on which you are scheduled 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 given day, separate the times
before and after the break with a comma. Refer to “Tuesday” in the graphic below for an

example

Availability
Specify the davs and times vou are available for meetings.
Tirne zohe:
Daw Time {example: 09:00 Ahd - 12:00 P4, 07:00 PrdA - 05:00 PrdA)
[~ Sunday:
W honday: 07:00 &0 - 04:00 Ph4
W Tuesday: 07:00 Ak -12:00 Pha, 01:00 Ph4 - 05:00 Pha
WV wednesday: 07:00 A - 04:00 P
WV Thursday: 07:00 A - 04:00 P
W Friday: 07:00 &kd - 04:00 Pk
[T Saturday:

4. Select ‘OK” when complete

15



Update Calendar Entries

If a meeting changes, you can easily move it on your calendar...

You can drag/drop the meeting to another day and/or time. The system will request that you confirm the
new date/time. You also have the ability to check all schedules before confirming the new time. Once
confirmed an eMail will automatically be sent notifying everyone of the new time.

Reschedule Options [ |
‘When would you like thiz fMeeting to be scheduled?
Cancel
Starts: [painaizons ss[[0z00PM @ [Localtime  a
Ends: [oain4izong ss[[0300FPM @ [Localtime a1 HE

Check Schedules...

A notice will be sent to all invitees infarming them the meeting has been rescheduled.

™ Include additional comments an notice

Any roomfresource reservations for this meeting will alzo be
rescheduled.

Or

1. Double click on the meeting to open the entry
2. Set a new date/time and select ‘Save and Send Invitations’.

Save and Send Invitations Sﬁ&i},OwnerActionsv Dizplay~ Delivery Options... Check Calendar... Q'

— [T Returnreceipt [ Sign [ Encrypt [ Mark Private
Calendar Entry ™ Motify Me T

Type:

™ Mark Available

‘ Subject: |newmeeting |
Wihen: Starts: [Man 08312008 |02:00 PM g||_oca|time
Ends: [ Man 08312008 |n3:uu PM g [Local time ! hour
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a. Orexpand ‘Owner Actions’ and then select ‘Reschedule’

Save and Send Invitations |OwnerActi0nsv Display> Delivery Options... Check Calendar... Q'

™ Rety  Cancel

Calen  Confirm

Type: Wigw Invitee Status i
Send Message to All Invitees I Mark Available
Send Message to Invitees Who Have Responded

Send Message to Invitees Who Have Mot Responded | |

Subject: hew meetng

[~ Mark Private
[~ Motify Me ?;:j

b. Change the information as needed and then select ‘OK’

Reschedule Options [ x|
‘When would you like thiz fMeeting to be scheduled?
Cancel
Starts: [painaizons ss[[0zo0PM @ [Localtime
Ends: [ogi04i2009 ss[[03:00PM @] [Localtime  afTH

Check Schedules...

A notice will be sent to all invitees infarming them the meeting has been rescheduled.

™ Include additional comments an notice

Any roomfresource reservations for this meeting will alzo be
rescheduled.

When you change a meeting to which you have invited people, Campus Deskmail will automatically send
an update eMail to the invitees.
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Create Repeating Entries

Some entries reoccur on a scheduled basis. Instead of entering each meeting individually, you can

schedule an entry to reoccur as needed.

1. Create a new calendar entry

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

3. Select the ‘Repeat’

When: Starts:

Repeat:

[ Fri 073172009

g [0z00PM ] [Local time

1 hour

[ Fri07/31/2009

g (0300 M [ [Localtime

This entry does not repeat

4. Set the repeat pattern to meet your individual needs, when complete select ‘OK’

How long the Meeting repeats

Murmber of scheduled Meeting days: §

Starting date: 07r3172009
Continues for: 5 'Weekis)
Ending date: 087282009

Friday, July 31, 2009

Every C) Friday, August 07, 2008
Friday, dugust 14, 2009
Wednesday 5 Friday, August 21, 2009
Thursday Friday, August 28, 2009

v Friday E

Saturday b

5 v||weeks v
continuing for

Cancel
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Set Alarm

You can set an alarm for each entry to ring just before (or after) an entry’s start time.

1. Select the ‘Notify Me’ check box

™ Mark Available

2. Set the alarm notice time and when it should occur

‘when Motification Should Be Dizplayed

Alarm will go off Minute(s) ¥

Minute(z)

Dravis

Change Default Settings

when Motification Should Be Dizplayed

Bef 4
ILI Alarm will go off Minute(s) ¥ | |Before i

Eefare

‘what Happens When &lar

‘What Happens When Alarm Goes Off

Within Campus Deskmail, you can change many of the default calendar settings. For example, you may
want to create entries by default, rather than appointment entries. Or, you may want your meetings to last
30 minutes by default.

To change your default settings:

1. Select ‘More’ and then ‘Preferences’

.ﬂ e = Ef,_)J'g.ParﬁcipantActions - More -

Preferences. ..
Mon Tue Qut of Office,..
Jun 29

Import Holidays. ..
Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup...

[

2. Select the ‘Calendar & To Do’ tab, select the ‘Display’ tab and then select the ‘Entries’ tab

Preferences
Accesz & Delegation ]
Displayl Scheduling l Alarmsz l Autoprocessing l Colors l Fooms & Resources Cancel

Entries l Wiews l MNaotices l
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3. Under the section titled “Defaults for New Entries” change settings as desired

Defaults for New Entries

Entry type:

Duration of meetings and appointments:

Repeat duration far anniversaries:

|App0intment V|

minutes

PSP S

4. Select ‘OK’ to save settings.

Preferences

hail |

l Access & Delegation ]

Displayl Scheduling l Alarmsz l Autoprocesszing l Colors l Rooms & Resources Cancel

Entries l Wiews l Motices l

Manage Received Meeting Invitations

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

¥] Mew + /=1 Reply ~ & Replyto Al » 2 Forward » [ ~ [= + [ more » & Q) ~ H show -
&= 15ender [+ Subject Date v Size & P
||.Ts] Carl R Prince Invitation:Staff Meeting (Jul 31 13:00 EDT) 07/31/2009 11:42 AM 2K

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

v

[ep Accept (5 Decline ﬁRespond' Request Infarmatio

=

Required:

Description l

Subject of Meeting

Invitation: Staff Meeting
Fri 07/31/2009 1:00 PM - 2:00 P
Attendance is required for Email Administrator
Chair: Carl R Prince/c.prince/CSUOHIO
Mo Location Information

Carl RPrince has invited you to a meeting. You have notyet responded./”/—

Who sent the invitation along with the
people who were invited

|Emai| Administratorfemail. administrator/CSUORIO@CSUOHIO

Space for notes from the Chair, could

;‘ include agenda, reminders, etc...
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And the actions available to you are listed at the top of the invitation:

-

[ep Accept (5 Decline |3Respondv Request Information..  Check Calendar.. () +
Tentatively Accept

‘T' . - Invita Propose New Time
Fri 07/ Delegate
Attanda Accept with Comments

Chalr. Decline with Comments 10
Mo Locs Tentatively Accept with Comments
Propose Mew Time with Comments
CarlRPrince has invite|  Delagate with Comments ponded.

If you accept an invitation, the meeting will be placed on your calendar, complete 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.

Deleting the Invitation

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

Remove Calendar or To Do Document | x|

& Select Remove to hide this Calendar or To Do document.

Deleting the document from this view may have unintended consegquences. Usethe Calendar
Cleanup tool instead. You can find this toal by going to vour calendar and selecting Actions =
Mare = Calendar Cleanup...
MOTE: You cannot recover deleted Calendar and To Do documents.

[ Always remove Calendar and To Do documents without asking me.

Remaove | Delete Forever | Cancel |

e Select ‘Delete Forever’ to delete the eMail AND the calendar entry
e Select ‘Remove’ to delete the eMail but KEEP the calendar entry
e Select ‘Cancel’ to exit the request and perform no actions
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Change Default Settings for Automatically Managing Invitations

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. Select ‘More’ and then ‘Preferences’

'?_—l e = _‘@J'g.PanicipantActions - hlore =

Preferences...
Mon Tue Quk of Office. ..
Jun 29

Import Holidays. ..
Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup. ..

3

2. Select the ‘Calendar & To Do’ tab, then the *Display’ tab and then the ‘Notices’ tab

Preferences
L= e -
kAail l Calendar & To Da l Access & Delegation l
Displayl Scheduling l Alarms l Autoprocessing l Colors l Rooms & Resources Cancel

Entries l Yiewws l Motices l

Calendar Noticez in Mail Views

3. Under the section titled “Calendar Notices in Mail Views” select (check mark on) “Remove
meeting notices from my Inbox after I process them”

Calendar Notices in Mail Yiews

Dizplay the following meeting notices in my Inbox: | &ll hd

W)qemove meeting notices from my Inbox after | process them:

¥ Dizplay unprocessed meeting notices in the Mews Motices Miniview

[T Don't display calendar documents in the All Documents mail view

¥ Don't display meeting invitations in the Sent rmail view

Mote: Changes to these settings apply only to new documents.

4, Select ‘OK’ to save

H KR

Caticel
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Automatically Process Invitations

By enabling automatic responses, this allows you to specify an action to be performed on your meeting
invitations automatically. Possible actions include: automatically accepting the invitation if time is
available; and delegating the invitation to someone else. You can also choose to automatically decline if
time is not available. You 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,
1. Expand ‘More’ and then select ‘Preferences’
2. Select the ‘Calendar & To Do’ tab and then the ‘Autoprocessing’ tab
3. Select (check) “Respond automatically to meeting invitations”. When this is selected other
settings associated with this option will appear, and need to be set to meet your individual needs
4. Select ‘OK’ when complete

Preferences [ |
e ail l Calendar & To Do l Accesz & Delegation l
Displayl Scheduling l Alarms l Autoprocessing l Caolars l Fooms & Resources l Cancel

Automatic Processing of Invitations

These settings letyou tell Motes to accept, decline. or delegate your meeting invitations autornatically.

Mote: Autoproceszing invitations from a person overwrites the cancellation dizplay settings for that
person

W Respond automatically to meeting invitations:

‘When | receive a meeting invitation from:

* Anvone

" Any ofthese people: | |

" Arnyone exceptthese people: | |

Perform the following action automatically:
% Acceptiftirme is available

" Accept even if time is not available

" Delegate to:

Calendar Invitation Options:

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

Perform the following action:
e Automatically accept if time is available (default)
o 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 Deskmail, you can create a group of people whose calendars you frequently check. This allows you
to view all their schedules simultaneously without having to re-select 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
time. Additionally, if you have access to people’s calendars, you can access their calendars from the
group calendar

The example below will display 3 people’s 2 of which their availability is displayed since they are using
Campus Webmail/Deskmail. The third individual will not display since they are not part of our system.

Test [ Cloze l [ kdembers... ][ Dizplay Options... H Frint Preview... l

Tuesday, August 4, 2009 Wednesday, August s, 20049 - Thursday, August 6,
Sam 10am 11am 12pm 1pm 2pm 3pm 4pm 9am 10am 11am 12pm 1pm 2pm 3pm 4pm 9am 10am 11am 12pm 1 pm
Carl B Princelc. prince/CSUOHIO
janedoe
Motes Admin/CSUOHIO | | |

< ¥
Awailable u Already Scheduled Unavailable Mo Info Info Restricted
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Create a Group Calendar

1. Open the Calendar view and expand ‘Group Calendars’ on the left and select ‘Create Group

Calendars...’

" Email Administrator

stemlla
[Today | Aug 4, 2000

4 August 2009 |
SMTWTF S

1
2 3|4 5 6 7 8
910 11 12 13 14 15

16 17 15 19 20 21 22
23 24 25 26 Z¥ 26 29
30031

Show Calendars

-"'T‘a Group Calendars

Create Group Calendars.., >

2. Select ‘New Group Calendar’

dit Delete Woare> Close Group Calendars

Mew Group Calendar

lembers

3. Enter the Group Title and then select the down arrow button

New Group Calendar E

Mermbers: Cancel

Title: |Test | ik
_cancel |
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4. The “Select Names” screen will appear. Verify that the ‘Directory’ field is pointing to “CSU E-
Mail Directory”

Select Names m

Chooze the directory, then type all or part of the name.

Directony: | £SL E-Mail Directory (v) View by: | List by name: v |

Find names starting with: || |

MNames

£ 0035684404/ aptops/IST 4 & Mames:
£ 0035684405 Laptops/IST

B 0035684406/Laptops/IST

B 1097449109/Laptops/ST | Add >

8 1Student . Advising
& 2008, D54
8 2Student, Advising

23]

Dietails.... | | Remove Femove Al

Add name not in lish: |

|<

|

Tip: ou can drag and drop the names

Cancel

5. Inthe ‘Find names starting with’ field enter the last name of the individual to add to the group, as
the name is being entered, the search will occur automatically. Locate the individual in the
results, select the name and then select the ‘Add’ button. Repeat this process until all names are
added. Select ‘OK’ when complete.

Select Names | %]
Choose the directory, then type all or part of the name.
Directory: [C5U E-Mail Directory v| Vb [Listbyname v
Find names starting with: |prince | N
ames
S Prince, Anjelay A & Mames:
S Prince, Cal R
& Prince, Courtney J
& Prince, Krighna L M
& Prince, Kyria & =
& Prince, Tarnika M
8 Prince, Tanya b v
0] >
Details... | Add to Eontacts| Remove Remave Al

Add name not in lish: |

Tip: You can drag and drop the names

Cancel
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6. Select ‘OK’ to save the group

New Group Calendar

Title: |Test

Members: |Carl R Princelc.prince/CSUOHIO
Motes AdminfCSLUIOHIO)

7. The group will display, select ‘Close’ after reviewing

Tes@e\ Members... H Dizplay Options... H Print Preview... l
Tuesday, August 4, 2005 w i
Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  9am 10am 11
Carl B Princelc.prince/CELOHIC
Motes AdminiCSUOHIO [ | ]
< |
Awailable u Already Scheduled Unavailable Mo Info

View a Group

To view the members of a group, and their availability:

1. Open the Calendar view
2. Expand ‘Group Calendars’
3. Select the group to view

stemlia
[Today | Aug 4, 2009

4 August 2009 |
SMTWTF S

1
2 3|4 5 6 7 8

910 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 206 E7 25 29
a0 31

=
|5 Views

?ﬁ Group Calendars

Create Group Cale

A Test /

27

dnesday, August 5, 2009 w Thursday, August 6,
am 12pm 1pm 2pm 3pm d4pm  Sam 10am 11 am 12pm 1 pm

|

Info Restricted



Once opened, you will be able to view each member’s availability for the current date. To select a new
date, select the arrow next to the date listed or use the scroll bar at the bottom of the calendar.

Test [ Cloze l [ tembers... H Dizplay Options... H Frint Preview... l
Tuesday, August 4, 2008 - Wednesday, August &, 20 Thursday, August 6,
Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  Sam 10am 11am 12pm 1pm 2 pm fm d4pm  Sam 10am 11am 12pm 1 pm

Carl R Princeic.princeCSLIOHIO
Motes Admin/CSUOHIO [ | ]

<]

Available  ® Already Scheduled Unavailable Mo Info Info Restricted

Welcome to the Notes Group Calendar

A Group Calendar provides an overview of a group's scheduled time and lets you easily display the individual calendars for each
mermber in the group.

® Todisplay a person's calendar, double-click on their name.
® Todisplay the details of any busy block, right click on the block and choose your action.

® Todisplay additional days, either use the scroll bar or click the arrow next to the date header to open a date picker.

- MNote:

Free and busy time information is only maintained far current and future times;
the group calendar therefore always displays "Ma Info" far pasttimes and days.

Change the Members in a Group Calendar

1. Open a group following the directions listed under “View a Group” above. Select the ‘Members’
button

N\
Test [ Closed[ tdembers... D[ Dizplay Optians... H Print Preview. ..
~—  —

Tuesday, August 4, 2009 w
Sam 10am 11am 12pm 1pm 2pm 3pm 4pm  9&
Carl B Princefc. princef/CSLUOHIO
Motes AdminfGSUOHIO
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2. Toremove a member, in the ‘Names’ field, select the name to remove and select the ‘Remove’
button. To add a member, follow the directions in steps 4 & 5 in the sections titled “Create a
Calendar Group”. Select ‘OK’ when complete.

Select Names | x|

Choose the directory, then type all or part of the name.

Diirectary: | C5U E-Mail Directany v | Wiew by: | List by name b |

Find names starting with: || |

£ 0035684404/ aptops/ST 5
£ 0035684405/Laptops/IST = & Carl R Prince/c. prince/CSO0HIC
B 0035684406/Laptaps/IST & Mates Admin/CSUOHIO
B 1097449109/ aptapsST L hdd >
& 1Student, Advising
& 2008, D5A
& 25tudent, Advising v
] > ] >
Details... | Remove Fiemove Al
Add name nat i lish: |
Tip: rou can drag and drop the names

3. Select ‘Close’ to save the changes.

Test [ Cloze l [ tdembers... H Dizplay Options... H Print Preview...

Tuesday, August 4, 2009 w

Create a Meeting using a Group

To create a meeting for a particular group, schedule the meeting as you normally would, entering the
names on the individuals within the meeting invitation.
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Printing Calendars

You have numerous options, and combinations, available when it comes to printing the calendar.
Following are basic directions, it is advised that you use the various options available to you to develop a
format that best meets your needs.

1. Open the calendar view and select the print format you want. The view that is selected is the
format of the print.

E\Iiews
E One Day
E Twao Days
E One Woaork Week
% OneWeek
ﬁ One Month
R Lists
E Entries and Motices

[zl Calandar Frtrins b

2. Open the calendar view and select the print in the calendar view

1 POROHBxLIO(OP G -UACD @-

Email Administrator Bl ] Mew - _‘f;_J)'{.Participant Actions + More -

stemila
4 July 2009 P

[Today | Jul 31, 2009 Mon Tue wed Thu Fri Sat

Jun 23 30 Jul1 z 3
4 July 2009 |

C M T W T £

3. Select the various options to meet your specific needs. You can select what to print, including
just individual documents, change the date range, or change the style to name a few options.

&=h Printer |E‘ Page Setup | Q& Calendar Style |

Mame | Whprintzery42WAT10-4000 v | Settings...
Status: Feady
Type: HF Lazer)et 4100 PCL Se [on 137.148.184.37:raw]
Comment: Metwork Services HP4000M
Location:

() Notes Basic Calendar Yiews [ Prirt as draft
— () Each frame individually []5cale all graphics to 100%
) Selected frame anly Presview in color
(%) Print calendar
() Print calendar to a document
() Selected documents

Calendar style | Monthly Style v

From [07/01/2003  1s| to [07/31/2008 s Number of copies [1 =]
Callate copies

()8 Frewview... | Cancel |
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4. When the options have been set, select ‘OK’

0K Presvigw...

To Do Items

Campus Deskmail also provides a To Do list for tracking tasks. To Do items can be viewed by selecting

the “To Do’ icon to open the ‘“To Do’ view.

There are three different ways of accessing your To Do from Deskmail. All three will access the same

list; it is simply what method you are comfortable with using.

1. In the upper left corner you may see a button titled ‘Open’. If not, skip to step 2 or 3. Expand

‘Open’ and select ‘To Do’

ﬁ Home

[, Mail

=} contacts

) Replication

(%) Domino Administrator

(i) Domino Desgigner

i Favarite Bookmarks 3

2. Along the left side you will have icons, select the ‘To Do’ icon.

If you do not have these icons, but would like them, right click on the ‘Open’ button and select

‘Dock This List’

File Edit Wiew Create Actions Tools

Wji = Winrkspace X l
Use Large Icons
Dock the Open Lisk



3. Open your mailbox, expand menu options and select ‘Switch to To Do’

Email Administrator (= >|’_—| Mew + [Z5 P

stermnlila

[ Today | Jul 31, 2009

Or, if the setting in your preference allows it, the To Do entries can also be displayed in your calendar.

'f_—l Mew - %Panicipanmctions - Mare = ‘l%l Show -
q July 27 - August 2, 2009
2 Mon 2 Tue 2 wed 3 Thu : Sat Sun
Jul 2009 Jul 2009 Jul 2009 Jul 2009 Aug Aug

& Order hardw3| ¥ Create Webmi||52 Poster for Ski
&1 Install softwa
¥ Order party s{

Create To Do ltems

1. Open the To Do view
2. Expand ‘New’ then select ‘To Do’

| vl NevGMDre -

Message
Meeting
Contact
Group
Appoinkrnent
Reminder

3. Fill in the ‘Subject’ field with the name of the To Do task, enter any details and change the
date(s) as needed. Note: if you have the system set up to display the To Do items on your
calendar, they will appear based upon the “Start Date” of the To Do task.

Save and Close  Mark Complete  Display

?} To Do Entry
n
L Friority. Medium - ‘:

Subject: |

When: Due by 16
Start by: 15
Repeat: This entry does not repeat

Wha: Assign to: * Me T Others

Categary:

Enter details of the To Do task

Description l in this area

|@ attach.. | V
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4. Select ‘Save & Close’ to save

Save and Close

4| To Do Entry =

h
SN Priodty Medium -
o

C ark Complete  Display~

Change To Do Priority & Category

The priority for To Do items can be listed as High, Medium, Low or None. You can change the priority
of a task during creation or afterwards...

7] ToDo Entry
7 Priority:  Medium
-

Mediurm
Subject:
Wihen: Dae by 16

To further differentiate your tasks, you can add a category. Select ‘Category’, a screen where you can
select, or add your own, category will appear. In this instance, instead of selecting a predefined category,
| typed a new one, “Online Training”. Select ‘OK’ when completed.

______________ B X
Cat Ny ----- _
ateqory N
N
AN Chooge one or more categories: 0Ok

Description l R Haliday G

\ Yacation Cancel B

|@ attach.. | N Frojects
N Clients
N Phone Calls
\ Travel
N Business b

A Add category:

N Qnline Training
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Here is a sample of a To Do list with various categories & priorities:

F1 Mew + Wore + ‘l% Show ~
Subject Due Date Assigned To Categary
[= overdue |
2 Create Webmail documentation 07/30/2009
Order party supplies 07i30iz20048 Fersonal
w In Progress
£ Install software 0713172009 Frojects
o FPaster for Skillport 0753152008 Online Training

Mark To Do Complete

There are two ways of marking a task complete. The first way, a task must be opened to change its status.
You can mark a task as completed by selecting the ‘Mark Complete’ button

Save and Clodg  Mark Complete  Display~

7] To Do Entry: Overdue
-;\")‘- Friority: hd

Suhbject: Order party supplies

When: Due by Yesterday 16

The second way of marking a task complete is from the view. Select the task to be marked as complete
and then select the ‘Mark Complete’ button.

Y1 Mew € Wark Complete X2 Copy Into Mew + More - ‘l% Show

Subject Due Date Assigned To Categary
w Overdue
2 Create Webmail documentation 07/30/2009
Qrder party supplies 075302008 Fersonal

w InProgress
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Assign To Do to Someone Else

You can assign To Do tasks to other people, who would then receive the assignment via eMail when the

To Do task is saved. This is especially useful when you need to assign and manage various projects of
other individuals.

1. Open anew To Do task, when opened select the option of ‘Others’ for “Assign to”

Save and Send Assignments  Save as Draft  Display™  Delivery Options..

o) [T Return receipt [ Sign [ Encrypt
o'e} Group To Do Entry

L_‘JJ Medium -
Subject:
Wihen: Due by 16
Start by 16
Repeat: This entry does naot repeat

Wha: Assign to:

Eeguirem:
Qptional:
Fl:

2. Add the eMail address of the person(s) this task will be assigned to. You can enter the eMail
address manually, or select it from the directory by selecting ‘Required’, which will then open the
directory from which you can select the individual(s).

Who:

c.princeg@csuohio.edu

3. Fill in the task as you normally would, select ‘Save and Send Assignments’ when completed.
Once saved, an eMail notice will automatically be sent to the individual(s) listed.

Save and Send Assignments  Jave as Draft Display~  Delivery Options...

. [T Returnreceipt [ Sign [ Encrypt

¢ _}Al‘a‘ Group To Do Entry
== Medium -
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Make a Repeating To Do Item

At times, you may want a task to repeat automatically, such as creating departmental reports on a monthly
basis.

1. Create a new task
2. Enter the task information
3. Select the ‘Repeat’

Wihen: e by 16
Start by Today 16

This entry does not repeat
Wha: Assign ta: * e T Others

4. Set the repeat pattern to meet your individual needs
5. Select ‘OK’ to save repeat settings

‘When the To Do repeats Mumber of scheduled To Do days: &

Friday, July 31, 2009
(Every day v Saturday, fugust 01, 2009
Sunday, August 02, 2009
Monday, August 03, 2009
Tuesday, August 04, 2009

*To make an event repeat more than once per day, create separate
repeating events for each time of day.

How long the To Do repeats

% continuing for

Starting date: 07/31/2008
Continues far: 5 Daw(s)
Ending date: 08/04/2009

Specify Exceptions

If a To Do date occurs on aweekend: | oot have v

()8 Cancel
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Hide Your To Do Items on Your Calendar

If others are viewing your calendar, or if your calendar view becomes too crowded, you can hide the To
Do items so they do not display on the calendar view.

To remove the To Do items from the calendar view:

1. Select ‘More’ and then ‘Preferences’

'?_—l Mew - _‘@J'g.PanicipantActions - hiore -

Prefere
Mon Tue Quk of Office. ..

Jun 29
Import Holidays. ..

Manage Imported Calendars ...

Open Person's Calendar...
Create Group Calendars...
Calendar Cleanup. ..

[

2. Select the ‘Calendar & To Do’ tab, then the ‘Display’ tab and then the ‘Views’ tab
3. De-select (uncheck) ‘Display To Do Entries’
4. Select ‘OK’ to save

Preferences | x|
Fdail l Calendar & To Do l Access & Delegation l
Displayl Scheduling l Alarms l Autoprocessing l Colors l Rooms & Resources l Cancel

Entries l Wiews l Motices l

Calendar Yiews

Start of work day: 07:00 Akd @ Days inwork week:
[T Sunday W Thursday
End of work day: 07:00 P4 @ W tonday W Friday

V¥ Tuesday [T Saturday
Each fime slot W Wednesday

V¥ Azk me before deleting Calendar and To Do documents

[ Display new (unprocessed) notices

[T Process cancelled meetings autamatically
oy
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