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€7 Sharing Folders with others

If you need someone else to be able to access your Outlook folders, you can give them
permission to. For example, you may have an assistant who helps you with your incoming
mail or who organises your schedule for you.

There are two ways to do this: you can share a folder, allowing a particular person to access
the folder and, if necessary, to work with its contents; or you can grant that person delegate

access to the folder. Delegate access will allow the person to send and respond to messages
on your behalf.

Sharing Folders

When you share a folder you can choose which operations a specified user can carry out: you
can allow them to read, modify, create and/or delete information from the folder. You must
also give that user permissions to access your mailbox, as this is where all your folders are
stored. Outlook comes with predefined roles, which are combinations of permissions that
can be applied to selected users. If none of these roles suits your requirements, you can
create a set of custom permissions to meet your needs. The list below shows the predefined
roles and the permissions that will be given to anyone assigned each role.

Role Permissions

None The specified user has no access to the contents of the
shared folder.

Contributor The specified user can create new items in the shared
folder.

Reviewer The specified user can read existing items in the shared
folder.

Nonediting Author The specified user can create and read item and files.

Author The specified user can create items, read existing items,
and edit or delete items that they have created in the
shared folder.

Publishing Author The specified user can create items, read existing items,

create subfolders, and edit or delete items that they have
created in the shared folder.

Editor The specified user can create items, read existing items,
and edit or delete any item in the shared folder.

Publishing Editor The specified user can create items, read existing items,
create subfolders, and edit or delete any item in the shared
folder.

Owner The specified user can create items, read existing items,

create subfolders, edit or delete any item in the shared
folder, and change other users' permissions to the shared
folder.
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€7 Sharing Folders with others

To Share a Folder
1. Select the View, Folder List command to display the folder list.

%= Inbox - Microsoft Outlook M=l =

” File Edit Wiew Go Tools Compose Help

|
“-|<::- -b||§|ﬁ|n|%§'}<|§a@§§||Messageswithnutopreview '|E,%|%J|@|
Outlook ||B1box ®|

f’\ E1-E2 Mailbo - Carol Paterson . —
{ﬁ Journal ki
Inbox (3 || § B 2 Calendar | [ % | 8| Fram Received
""" @ Contacts =l subject ! Director's Meeting Agenda (1 item)
""" (3 Delsted ltems 0 Carol Paterson Fri 13(03(96 12:56
Calendar : | Subject : LIkikl {1 item, 1 unread)
@ Outhos =l subject : Sports and Social Club (2 items)
o ) Caral Patersan Fri 13/03/93 12:30
- ti2 [ 3 Sent ltems )
= | i @ Tasks % ¥ Carol Paterson Fri 13f03095 11:42
Contacts []___@ Public Falders =l subject : templates (1 item)
= Caral Paterson Tue 0704095 10:53
=| Subject : Testing the electronic mail settings (1 item, 1 unread)
¥ wE Diane Morrow Wed 18/03/98 15:21
=l subject : Welcome to Microsoft Dutlook! {1 item, 1 unread)
B4 0 Microsoft Fri 27/03/98 14:24

WWelcome to Microsoft Outlook! One Window to Your World
of Information
Microsoft Qutlook is & desktop information management

b ail

Other ;l

|? Items, 3 Unread |

2. Right click on the folder that you want to share and choose Properties from the shortcut
menu. /..
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€7 Sharing Folders with others

../ To Share a Folder

3. Click the Permissions tab to display these options.

Inbox Properties EHE
[ General Aukodirchive Adrrinistration
Parrissions Synchronizakion

Marne: Fiole:

[ ault Naone

r Permission:

Roles: INone j
Il LCreate iterms r Folder owner
[T Read iterng - Falder contact
[T Create subfolders ™ Falder Visible
Edit items Delete items
& Naone @& Naone
0 Own 0 Own
ol Al
oK | | Cancel | | Apply | | Help

The permissions assigned Default user specified in this box will be given to everyone who
is not given individual permissions. In the example above, every user has no permission
to access the Inbox folder.

4. To give a user or group of users permissions other than the default, click the Add button to
display your address book and choose the name(s) of the required users then return to this
dialogue box.

To change the permissions for any existing user, click on that user in the Name list box.

5. Either choose a role from the Roles drop-down list or select a combination of permissions
to be assigned to the selected user(s).

6. Click OK to apply the selected permissions.
Note: The same procedure is used to assign permissions to your mailbox so that the users

who have permissions to your other folders can access them. The changes that you make
here are applied immediately.
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€7 Sharing Folders with others

Once you have given a user permission to folders within your mailbox and to your mailbox
itself, they have to add your mailbox to their folder list so that they can view and use it.

To Open Another Mailbox
1. Select the Tools, Services command and display the Services property sheet.
Services EHE

Services | Deliver_l,ll Addressingl

ghe folowing information saivicas ara et up nthis profi.
. =
Personal Address Baok
a
| agd. || Remove || Properies |
oo |_mon |
oK. || Cancel || Sppl || Help

2. Select the Microsoft Exchange Server service and click the Properties button.

3. Display the Advanced settings. /..

General | Advanced | DisHp Networking | Remote Mail |

M ailboxe
Open theze additional maibores:

P Add.

— Encrypt information
[T wihen uzsing the network
[T wWhen using diakup retworking

= Use netwark. security during logan

| Offline Folder File Seftings... |

| ak I | Cancel | | Lol | | Help
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€7 Sharing Folders with others

../ To Open Another Mailbox
4. Click the Add button.

Add Mailbox

Add mailbow:
|

| [k I | Cancel | | Help |

5. Type the name of the user whose mailbox you want to open into the Add mailbox text
box then click OK.

6. Click OK two more times to return to the Information viewer.

E@ tailbow - Carol Paterson

{_\9 Journal

----- €% Calendar

----- G5 Conkacts

----- (3 Deleted Items

= 3 [

----- Motes

@ Outbox

----- 551 Sent ltems

""" D Tasks This mailbox has been

- Mailbox - Diane Morow .
€5 Publc Folders added to the folders list.

You can now display the folders to which you have permissions by double clicking on the
mailbox you've added.
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=v  Exercise 8-1

In this exercise you'll give permissions to another user to access your mailbox and Calendar
folder.

1. Select the View, Folders List command.

Your folder list is displayed. Remember that your folder list will vary slightly from that

shown below.
E@ Mailbox - Caral Paterzon

ﬂﬁ Journal

----- % Calendar

----- i@ Delsted ltems
=l )
----- Mates

@ Outbox

----- £ Sent ltems
----- Tasks
R %blic Folders

2. Right click on Calendar in the folders list and choose Properties from the shortcut menu.

3. Click the Permissions tab.

Calendar Properties K E
[ General I Home Page I Autosrchive
[ Administration I Forms | Permissions I Svnchronization
—Permissions
Roles: INnne j
[T Create items [ Eolder owner
[T Read items [T Faolder contact
[T Create subfolders [ Folder visible
Edit items ———— Delete items
% None & Nons
& Own & own
Coal Ol
[al'4 I | Zancel | | G | | Help
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i
== Exercise 8-1

4. Click the Add button to display your address book. If you're working with others, choose
one of them from the address book. Otherwise, choose another user to assign permissions
to then return to the Calendar Properties dialogue box.

5. Ensure that the user you've just added is selected in the Name list box and experiment
with the options in the Roles drop-down list to see the combination of permissions
activated for each.

6. When you're finished experimenting, choose Publishing Editor from the Roles
drop-down list.

Calendar Properties 2 | ]
[ General I Home Page I autodrchive
[ Bdrminiskration I Forms | Permissions I Synchronization
Tarne: Role:
Default MNone add...

[ Elder Publishing Editar
—Permissions
[SRIEEA - (ilishinig Edikor
W Create items [ Eolder owner
¥ Read items [ Folder contact
W Create subfolders ¥ Folder visible
Edit items Delete items
 Mone € Mone
0 Own 0 own
&l &= al
Ok I | Cancel | | Apply | | Help

7. Click OK to assign these permissions.
8. Right click on your mailbox folder and choose Properties from the shortcut menu.

9. Display the Permissions property sheet and add the same user with the same permissions
as before.
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i
== Exercise 8-1

10. If you're working with others, follow the instructions below to add another mailbox to
your folder list.
— Select the Tools, Services command and display the Services property sheet.
Services EHE

Services | Deliver_l,ll Addressingl

The following information services are set up in this profile;
Dutlook Addrezs Book
Personal &ddress Book
|
| Add... I | Femove | | Properties |
| Copy... | | About... |
ak. I | Cancel | | Al | | Help |

— Select Microsoft Exchange Server in the list box then click the Properties button.
— Display the Advanced settings then click the Add button.
Add Mailbox

Add mailbow:
|

| [k I | Cancel | | Help |

— Enter the name of a user who gave you permissions to their folder earlier in the
exercise.

— Click OK.
— Return to the Information viewer.
The mailbox has been added to your folder list.

11. Use the same command to remove the mailbox from your folder list.

12. Use the Properties shortcut menu option to remove the permissions you assigned to your
calendar.
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@ Naming Delegates to Your Folders

Naming a user as a delegate to your Outlook folders allows them greater control over the
contents of your folders. The roles available for delegates are shown below:

Role Permissions

None The delegated user has no access to the contents of the
folder.

Reviewer The delegated user can open the folder and read existing
items.

Author The delegated user can create, read, modify and delete

their own items in the folder.

Editor The delegated user can create, read, modify and delete
any items in the folder.

Any user you give any level of delegate access to will also be able send mail on your behalf
and the message will include text informing the recipient of this. If you assign sufficient
permissions to each of the folders involved, delegates can also accept meetings and/or task
requests on your behalf. For example, if a user has reviewer delegate access to your Inbox
folder, they will be able to read the mail that you receive. If you want this user to be able to
reply to any meeting requests included in your mail, however, the user will also need editor
permissions to your Calendar folder so that they can add the appointment. By default,
delegates are given editor permissions so that they can accept meetings and task requests on
your behalf.

To Name a Delegate to Your Folders
1. Select the Tools, Options command and display the Delegates property sheet. /..
Dptions EHE

[Preferences IMaiI Services IMaiI Farmat: ISpeIIing ISecurity IOther | Delegates l

Delegates

Delegates can send items on your behalf, To grant permission to
others ko access your Folders without also giving them
send-on-behalf-of privileges, go to the Properties dialog box for each
folder and change the options on the Permissions tab.

Add...
Eemoyve

PErTiSSIEnS: o

Eroperkies, ..

I send meeting requests and responses only ko my delegates, nat bo
me

QK I | Cancel | | Ll
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@ Naming Delegates to Your Folders

../ To Name a Delegate to Your Folders

2. Click the Add button to display your address book and choose the user who is to become a
delegate then click OK.

Delegate Permissions: D Elder 2 | x|

r This delegate has the Following permissions

Calendar

[Editar {can read, create, and modify ikemns)

¥ Delegate receives copies of meeting-related messages sent ko me

Tasks  [Editor (can read, create, and modify items) =]
[rone =
Contacts [None =
Motes  [Home =l
@ Journal  [nane =l

[T automatically send a message bo delegate summarizing these permissions

[T Delegate can see my private items

oK I | Cancel

(98]

. For each folder, choose the type of access that the delegate is to be given.

N

. If you want Outlook to send a message to the delegate informing them of these settings,
activate the Automatically send a message... check box.

. Click OK.
. Repeat steps 2 to S to add each delegate that you require.
. When you're finished, click OK.

~N N WD

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net
8-11



@ Acting as a Delegate

When you have been assigned delegate access to another user's folders, there are various
tasks that you can carry out on their behalf. You are known as the delegate while the owner
of the folder is known as the manager.

To Send Mail as a Delegate

1.
2.

Create a mail message using one of the usual methods.
Select the View, From Field command.

An extra field is added to the message window.

Fram... ||
To... ||
e ||

Subject: I

. In the From box, enter the name of the person on whose behalf you're sending the

message.

Compose the message as required.

5. Send the message.

When the recipient receives the message it will contain the text

From: your name on behalf of manager's name.

To Accept Task Requests and Meetings as a Delegate

1.
2.

Open the mail message containing the request in the manager's Inbox folder.
Click the Accept button then choose to Send the response now.

The task or appointment will be added to the manager's task list or calendar.
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=w Exercise 8-2

In this exercise, you'll give delegate access to one of your co-workers.
1. Select the Tools, Options command then display the Delegates property sheet.

[Preferences IMaiI Services IMaiI Farmat ISpeIIing ISecurity IOther | Delegates I_

Delegates

Delegates can send itemns on your behalf, To grant permission ko
others to access your folders without alsa giving them
send-on-behalf-of privileges, go to the Properties dialag box for each
folder and change the options on the Permissions tab.

fidd...

Remove

EEHTSSIEE:

Eraperkies:

[T send mesting requests and responses only ko my delegates, nok to
me

oK I | Cancel | | LpEply

2. Click the Add button to display your address book then, if you're working with others,
choose one of them. Otherwise, choose another user. Click OK.

Delegate Permissions: D Elder K E

r— This deleqgate has the Following permissions

Calendar (can read, create, and modify ikems)

W Delegate receives copies of meeting-related messages sent to me

Tasks  [Editor (can read, create, and modify items) =
Inbox  [Hone =l
Contacts  [Nane [~
Motes  [Nane =l
Journal  [Hone =

[ Automatically send a message to delegate summarizing these permissions

[T Delegate can see iy private items

o4 I | Zancel
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i
==  Exercise 8-2

3. Choose Editor from the Calendar drop-down list.

This user will now be able to read any items in your calendar (except those you've marked
as private, where the detail of the appointment will be hidden), create new and edit
existing appointments.

4. Choose Reviewer from the Inbox drop-down list.
This user will now be able to read your incoming mail messages.

5. Click OK.

6. If you're working with others, follow the instructions below to send mail on behalf of
another user.
— Compose a new mail message.

— Select the View, From Box command.
The From text box is added to the message.

Frarm. .. ||
Ta,.. ||
e ||

Subject: I

— Address the message to yourself.

— In the From text box, type the name of the user who added you as a delegate.
— Enter a Subject of Delegate Test.

— Send the message.

— When you receive the message, open it to see that it's been sent on behalf of the other
user:

Message

Options

From:  Caral Paterson on behalf of Diane Marrow Sent: Fri 22(05/95 10:09
To: Caral Pakerson

o

Subject: Delegate Test

— Close the message.
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4*2 . .
<> Scheduling a Meeting

The meeting planner can be used to view your own and other users' free and busy times so
that you can choose the best time to request a meeting. It also has an AutoPick function that
will help you find a suitable time slot for everyone involved.

There are two ways to access the meeting planner: you can use the Actions, Plan a Meeting
menu option when the calendar is displayed, or you can use the File, New, Meeting Request
command. The first method displays the meeting planner from which you can view the
schedules of those users you want to invite to the meeting and find a time slot that suits
everyone. You can also choose to mail the attendees with the details of the meeting and ask
for a response. The mail message that will be displayed is the same as that displayed by the
Calendar, New Meeting Request command, except that some of the details will already be
filled in.

To Plan a Meeting
1. Display the calendar.

2. Select the Actions, Plan a Meeting menu option or choose the File, New, Meeting
Request menu option.

If you select the Action, Plan a Meeting option, the meeting planner will be displayed. If
you select the File, New, Meeting Request option, a new mail message will be displayed.
When you click the Attendee Availability tab at the top of this message, the following
meeting planner will be displayed.

Your name will be filled in as the only attendee so far and your schedule will be displayed.
Different types of appointment will be shown in different colours as specified in the key
below the grid.

BE Untitled - Meeting [_[O0]
JEiIe Edit Wiew Insert Format Tools Actions Help |

Jégend | =M} | e, | 33 Recurrence... B Cancel Tnvikation... | L B | > | ),

Appointrment I Attendee Availability ]

& Show attendes availability
€ show attendes skatus

muary 2000 28 January 2000

11:0012:00 13:00 14200 15:00 16:00 10:00 11:00 12:00 13:00 14:00 15:00 1
All attendees’
All attendees —

=il Denmy - busy times
mType attendes name here

Your busy times

=
<] _ 1 i
| Invite Others].. | | Options vI [T Tentative W Busy B Out of Office K> Ma Information Appointment type key
[[z= | autprik = | =2 | Meeting start time: |Fri 28{01/2000 [=] [os:00 =
Meeting end time:  |Fri 28/01/2000 E| Joa:30 E|

Attendees list
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4*2 . .
<> Scheduling a Meeting

../ To Plan a Meeting

3. In the attendees list, type the name(s) of the other user(s) you want to invite to the meeting
or use the Invite Others button to display your address book and choose the required
user(s). /..

The schedules of the other attendees will be shown in the meeting planner.

Note: For users who don't keep their schedule up-to-date, a bar will be shown in the grid.
In the illustration below, the user T Massabo doesn't keep track of her appointments using
the calendar, and G Denny’s and D Elder’s appointments are shown.

iz Plan a Meeting E
28 January 2000 29 Januars
10:00 11:00 12:0013:0014:0015:0016:00 10:0011
all Attendees
{5 Denny ﬂ
=D Elder — |
{=A|T Massabo
mType attendee name here
| ]
KN i
| Invite Others,.. | | Options w | [ tentative M Busy M Outof Office K> Mo Information
| =< | autoPick w| =2 | mesting start tive: [Fri 28jo1/2000 = [omo0 =
Mesting end time:  [Fri 26/01/2000 MIEED |
| Make Meetingl | Close |

4. Choose the dates and times you want the meeting to start and end at from the Meeting
start time and Meeting end time drop-down lists. Alternatively, use the AutoPick
arrows to find the next available time. You can click on the AutoPick button to choose
which resources to find a suitable time for.

5. When you have found a time that suits you, click the Make Meeting button to create a
mail message inviting the attendees to the meeting.

The mail message will be addressed to the attendees that you selected in the meeting
planner and the start and end times will be filled in.

Note: If you want to change the attendees or the date or time of the meeting, click the
Planner tab to display the meeting planner again and make the required changes as
described in the previous steps.

6. Complete the message and send it.
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<> Replying to a Meeting Request

When you open a meeting request that you have received, three buttons will appear on the
toolbar: Accept, Decline and Tentative. If you will attend the meeting, click Accept; if you
won't attend the meeting click Decline, and if you're not sure if you can make it, click
Tentative, you will be able to accept or decline the meeting when you know if you can go.

When you click one of these buttons, you'll be asked if you want to send the response straight

away, if you want to edit it first to add your own comments, or if you don't want to send a
response.

Microzoft Outlook

Thiz maeting hasz been tentatively accepted and moved ta your
Calendar. Do you want to include comments with your responze?

{0 Edit the responze before sending.

" Don't send a response.

oK I | Cancel

Choose the appropriate option then click OK. If you choose to edit your response you'll be
presented with a mail message form. Complete this with your comments then send it.

Tracking Responses

If you send a meeting request to other users and want to see the responses that they've sent,
open one of the replies that you've received. This will contain the response from the sender
of the message and a summary of the other replies to the request.

% Accepted: test meeting request - Meeting Response [_ (O] %]
File Edit Wew Insert Format Tools Compose Help |
Gorey S| 2 BB I X[ e-w-@

|ﬂ Diane Morrow has accepted., |

From: Diane Morrow Sent: Fri 15/05/98 11:18

To Carol Paterson
o

Subject:  Accepted: test meeting request

When: 15 May 1995 05:30-10:00,
Location:

Accepted:  Diane Morrow
Tentative: Mo attendees have tentatively accepted,
Declined: Mo attendees have declined.
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=w Exercise 8-3

In this exercise you'll create and send a meeting request to some of your colleagues.

1. Display your calendar and then select the Actions, Plan a Meeting button shown on the
toolbar.

Your schedule is shown in the meeting planner.

BE Untitled - Meeting I [=] B
J File Edit Yiew Insert Format Tools Actions Help
Jégend | =M} | e, | 33 Recurrence... B Cancel Tnvikation... | L B | > | ),
Appointrment I Attendee Availability ]
& Show attendes availability Muary 2000 28 January 2000
€ Show attendes status 11:00 12:00 13:00 14:00 15:00 16:00 10:0011:00 12:00 13:00 14:00 15:00 11
all Attendees
=G Denny :I
mType attendes name here
=
<] 1 i
| Invite Others.... | | Options vI [ Tentative [ Eusy W outof Office K™ Mo Information
[== | Auorik v | == | weeting start time: [Frizeiorjzoo0 [=] [os:00 =
Meeting end time:  |Fri 28/01/2000 E| Joa:30 E|

2. Click the Invite Others button and choose one or two of your colleagues to invite to the
meeting.

These users' schedules are added to the grid.
3. Use the AutoPick arrows to find a time that suits all the attendees.

4. Click the Make Meeting button to display a mail message addressed to the attendees you
chose in the meeting planner.
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-

=w Exercise 8-3

Remember that the recipient(s) of your meeting request will not be the same as those
shown below.

B Untitled - Meeting [_ O]

JEiIe Edit Views Insert Format Tools Actions Help

Jéiend | = | e, | <% Recurrence... G Cancel Invitation... | 1 1 | > | (2] .

Appointrnent I Attendes Availabilicy I

|ﬂ Invitations have not been sent For this meeting,

To,.. | ID Elder; T Massabo

Subject: I
Location: I j [ This is an online mesting using: | Micrasoft MetMesting j|
Start time;  [Fri 28/01/2000 =] [t7:o0 =] 7 Al day event

End time: [Fri z8j01jz000 =] 1730 |

-:@:- W' Reminder: |15 rrinutes j <E|5| Show time: as: IBusy vl

-]

=
Contacks... | I Categories... | I Private Il

5. In the Subject text box, type Test meeting request.
6. Send the message.

7. Check your calendar to see that this meeting has been added on the date that you chose in
the meeting planner.

8. If you're working with others, follow the instructions below to open and respond to the
meeting request that you've received.

— Open the message that you've received.
“\/P.gcept | 2 Tenkative | ¥ Decline | mCal_endar... |§f}| % B0 | * | * - ¥ v| @|

Appointment I Meeting Planner |

|ﬁ Plzase respond. |
Crganizer: Diane Morrow Sent:  Fri 22J05/98 10:15

Subject: ITest Meeting

Lacatian: I j
Starttime:  [Fri 22j05/98 =] [13:30 =] 7 Al day svent

End time: |Fri 220598 =] [14:00 |

Notice the three buttons Accept, Tentative and Decline on the toolbar.
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== Exercise 8-3

— As you already have a meeting at this time, click the Decline button.
The following prompt is displayed.

This meeting has been declined and will be moved to the Deleted
Items folder. Do you want to include comments with your rezponze?

& Edit the response before sending!

0 Send the resporse now.

" Don't send a response.

| ak I | Cancel |

— Choose to Send the response now then click OK.
— Open and read the response you receive from the invitation you sent.
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<> Assigning Tasks to others

In addition to creating tasks to add to your own task list, you can use Outlook to assign tasks
to other users. For example, you may wish to have your assistant make arrangements for a
trip you're planning. The person you send the task to has the choice of accepting the task,
which will then be added to their task list; declining the task, in which case it will be returned
to you to either reassign or add to your own task list; or they can pass the task on to another
user, in which case you will be informed.

When another user accepts a task you assign them, you can track the progress of that task.
Although the other user becomes the owner of the task and so is the only one who can make
changes to it, you, as the creator of the task, can ask for status reports to keep your copy of
the task up-to-date.

You can either create a new task to assign or you can assign an existing task from your own
task list.

To Assign a New Task
1. Display your task list then choose the File, New, Task Request menu option.

A mail message will be displayed.
Untitled - Task [_ (O] x|

JEiIe Edit Wiew Insert Format Tools Ackions Help

J Send | X 20 | e, | 4% Recurrence... (gl Cancel Assignment | > | @ -

Task I Dietails I

|ﬁ This message has not been sent,

el

Subject: I
E. Due date: INone j m Skatus: INot Skarted j
’ Start date: INone j Priority: INormaI vl % Complete: ID% ﬁ
W Keep an updated copy of this task an my kask list
¥ Send me a status report when this task is complate
=4
=

Contacts, .. | I Categﬂries...l [ Private [l

2. Address the message to the person to whom the task is to be assigned.

3. Complete the details of the task, including any recurrence details that are appropriate. /..
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../ To Assign a New Task

4. If you want the task to be updated in your own task list so that you can track its progress,
activate the Keep an updated copy of this Task on my Task List check box.

5. If you want to receive a report when the task is complete, activate the Send me a status
report when this task is complete check box.

6. Add any comments or instructions in the list box.

7. Send the request.

Note: When you receive a task request, you can choose to accept it, adding it to your own
task list; decline it, returning it to the originator; or pass it on to another user. The mail
message containing the request will contain Accept and Decline buttons.

To pass the message onto another user, follow the instructions in the next part of this section.

To Assign a Task from an Existing Message

1. Display your Inbox folder and ensure that you can see the message in the Information
viewer.

2. Ensure that the Tasks folder is visible in the Outlook bar.
3. Drag the message from the Information viewer and drop it on the Tasks folder icon.
A task request containing the details of the original message/task will be displayed.

4. Complete the details as required then send the request.

Tracking Task Request Responses

When a user to whom you've assigned a task accepts or declines it you'll receive a mail
message telling you of their decision. If they pass the task on, you'll receive a copy of the
responses the new assignee makes.

Tracking Task Progress

Once the assignee has accepted a task and has become the new owner, you'll receive updates
telling you how the task is progressing. To find out the current status of a task you've
assigned, open the message you received from the person you assigned the message to. The
message will give the overall status of the task, while the Status property sheet will give you
the precise progress details.
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In this exercise you'll create a task request for one of your colleagues.

1.

Display your Tasks folder then choose the File, New, Task Request command.

. Address the task to one of your colleagues.

2
3.
4

Type a Subject of Travel Arrangements and enter a Due Date of next Friday.

. Ensure that the Keep an updated copy... and Send me a status report... check boxes are

activated.

Complete the task request as shown below (remember that your next Friday will be a
different date from that shown in the illustration):

Travel Arrangements - Task [_ (O] x|
J File Edit View Insert Format Tools Actions Help
J Send | ¥ B0 | e, | % Recurrence. .. g€k Cancel Assignment | = | [2) .

Task I Details I

£ This message has not been sent,
Due in 7 davs,

To... | ID Elder

Subject: ITraveI Arrangements

Z' Due date: [Fri 04/02/2000 | |‘i*| Status:  [Wot Started =l
’ Start date: INone j Priority: INormaI vl % Complete: ID% ﬁ

W Keep an updated copy of this task an my kask list
o

¥ Send me a status report when this task is complate

Could you please arrange return flights for next Friday to London Stansted. There will be two =
people travelling and we need to get there by 10am and return after Bpr. Thank you|

=
Contacts, .. | I Categﬂries...l I Private [l

6. Send the task request.
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7. If you're working with others, follow the instructions below to view and reply to the task
request that you've received then to update it and send a status report on its progress.
— Display your Inbox folder to see the task request that you received.
[Inboxz , |

O = | @] From Subject Received ©

— Task request

B Carol Pat... You have been designated as a delegate for Carol Paters... Thu 14/05/...
‘ou have been given the Fallowing permissions on my Folders:
Calendar: Editor {can read, create, and modify items)
Tasks: Editor {can read, create, and modify items)
B Carol Pat... FW: Monthly Staff Meeting Fri 13/03/9...

Flease clear your calendar For this meeting. It's very important that everyone attends,
————— Original Message-----
From: Carol Paterson

— Open this message.

Travel Amrangements - Task M=l E3
“ File Edit Wiew Insert Format Tools Task Help |

“\/Mgcept|)(Qe-:line|c}fj Epal =[] |@|X|4-vv|@|

Task I Status |

¥ Due in 7 days.
Assigned by Carol Paterson on 20/05/98 13:05.

Subject:  Trawel Arrangements

Due date:  Due on 28/05/95

Skatus: Mot Started Priarity: Mormal %o Complete: 0%
Ownet: Diane Morrow

Could you please atrange return flights for next Friday to London Stansted. There will be <]
two people travelling and we need to get there by 10am and return after Gpm. Thanks.

[ |
Categutes: | I Private |-

Notice the Accept and Decline buttons shown on the toolbar.
— Choose to Accept the task.
The following prompt is displayed.
& This tazk will be accepted and moved inta the Tasks folder. Do pou
want to edit the response before sending it?

0 Edit the response before sending

oK I | Cancel
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— Ensure that the Send the response now radio button is selected then click OK.
— View your task list to see that the task has been added to it.

|Tasks . @|
(| Subject Due Date ;I
Click here bo add a new Task
m Travel Arrangements

— Open the task by double clicking on it.
— Select In Progress from the Status drop-down list then save and close the task.
9. If you are working with others, you will have received a mail message informing you that

the user you assigned the task to has accepted it and another detailing the progress of the
task you assigned. Open these messages and read them.
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fj Questions and Answers

1. How would you specify that a folder is to be shared with another user?

2. Which command would you use to add another mailbox to your folders list?

3. Describe how you would name another user as a delegate to your folders.

4. Which text box must you add to a mail message to send mail on behalf of another user?

5. Give one method of accessing the meeting planner.

6. Once a task has been accepted, who is the owner of the task?
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