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This handout is simply an outline to be used as a guide in class. Microsoft Outlook offers many ways to
accomplish different tasks. The steps below identify at least one way to accomplish a tasksofMic
Outlook.

WHAT IS MICROSOFT OUTLOOK?

Microsoft Outlook 2010 is communication software with simple-to-use tools that enable you to send, receive,
and manage e-mail. You can easily manage your tasks, contacts, and calendar. When using Microsoft Outlook
together with the Exchange Server, information is sent and received immediately. Microsoft Outlook 2010
includes new features and capabilities to help you stay connected with people and better manage your time and
information.
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When seeking help from the help desk or purchasing a book, you need to know the correct version of the
software you are using. To find the version installed on your computer, follow the steps below:

1. Click the File tab. This is the File Home  Send/Receive  Folder  View (2]
Backstage view. B save as A
. uppo A
2. Click the Help tab on the left By save Attachments Microsoft
. . . . © Microsoft Office Help " | I Ce
side. The version is displayed —
: . iy G S d
on the right side of the © OetfingStarts _
Backstage view. Microsoft o g8 ContactUs e A
* Microsoft Office Professional Plus 2010
Outlook ls part Of the Print Tools for Working With Office This product contains Microsoft Access, Microsoft Excel,
. . [————y Microsoft SharePoint Workspace, Microsoft OneNote, Microsoft
Mlcrosoft Ofﬁce PrOfCSSIOHal Help ] Options &Létrlgoaitc:iacsroofstolitfgg\;\;irpoint, Microsoft Publisher, Microsoft
Plus 2010 suite. 23 options $l Checkfor Updates Chenge Product Key

3. When finished, click the File B e
tab again to close the

About Microsoft Outlook

Version: 14.0,.5128,5000 (32-bit)

Backstage VieW. Additional Version and Copyright Information
n Part of Microsoft Office Professional Plus 2010
’)@AB- #C%OD-#$/E$ © 2010 Microsoft Corporation. All rights reserved.
Close the Backstage VlCW by Microsoft Custemer Services and Support
. Product ID:02260-133-0104277-48329
pI'€SSll'lg the ESC button on Microsoft Software License Terms
your keyboard.
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GETTING HELP WITHIN OUuTLOOK 2010

% Pressing F1 on the keyboard.

¥ Clicking the Help button on the right side of the Ribb@
¥ Click the File tab, click Help thenick Microsoft Office Help

File Home send / Receive Folder Wiew
Save As

@g Save Attachments

Support

Microsoft Office Help

Info Get help using Microsoft Office,

Open
Getting Started

Print See what's new and find resources to help you
learn the basics quickly.

Help 4

— Contact Us
2 Options Let us know if you need help or how we can make
B Exit Office better,

CONTACTING THE MSU HELPDESK
¥, Call 3896654
% Online afhttp://helpdesk.mnsu.eflu
¥ E-maillhelpdesk@mnsu.eg¢u
% Visit us on the % floor of the Memoial Library
¥ You can also go thttp://www.microsoft.com/outlogk

2 91%F<,2%7!3,%G9% 8235 >%

Quota at Minnesota State University, Mankato for faculty and staff is 1 GB and for students is 300 MB. In the
Backstage view, on the Info tab, your account information includasota Thermometen visual
representation of how much space is left in your mailbox.

% -
% 0 Mailbox Cleanup
E\_} Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Tools ~ R

3.34 GB free of 419 GE
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NEW! 'LM".C@C8)BB-. %

In Outlook 2010the Ribbonhas replacetraditionalmenusand toolbarsn the main Outlook windowTlhe
Ribbon containgontextuakommandsthey generally appear only when necessdrye Ribbon is also
customizable.

Ribbon
Home Send / Receive Folder View
y wlanore x ) 3 FEl Mezting (23 ENG10L =3 To Manager St AN |m j 7] Yp Find a Contact ="
! s L =1
Jj ) %= Clean Up ~ — < [ R 54 Team E-mail « Dane || Y &= B [l Address Book =4

Mew  New Delete Reply Reply Forward -, N — Move Rules OneMote | Unread/ Categorize Follow Send/Receive
E-mail Items~ | & Junk - All B, More - | |G Reply & Delete 57 = - . Read - Up~= | W Filter E-mail ~ |~ a)l Folders

Mew Delete Respond Quick Steps Move Tags Find Send/Receive

NEW! Backstage View
|

"HSY6&H()+) |

File Home Sent

['-Eb Save As

The Microsoft Office Backstage viempens, by default on the Info tab, asahtains
profile and filelevel commandsThe new Backstage view replaces the Microsoft

Info . . . . .
Office button and the traditional File menu from previous versions of Microsoft

Oben Office. The Backstage view provides a single location for all of your account

S management tasks. Many Outlook settings that are directly related to creating or
. managing Outlook items, such as print commands and account management options,

fn are now in the Microsoft Office Backstage view.
Help
:] Options
bd Exit

NEW! Navigation Pane— The order of the folders has changed to make it easier to find common default
folders, specifically the Inbox, Sent Items, and Deleted Items. Some headers and icons were removed to
streamline the appearance of the Navigation Pane as well.

NEW! Conversation View — Conversatiorview improves tracking and managing related messages, regardless
of the folder that contains the messages. You can see the complete course of the conversation, including yot
responsedind the most recent responses, and more easily determine the message most important to you. Yc
can also easily categorize a complete conversakiomimprovedconversation viewean be utilized irall mail

folders. : IR,

= ] Davenport, Richard
=y Jeffries, Shannon L
-\; _'_--.: o L " _

=y Davenport, Richard
=y Davenport, Richard
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Turn on Conversation View

1. On theViewtab, in theConversationgroup, select th8how as Conversatiomteck box.

Send / Receive Folder View

=2 =]
‘ QShOW as Conversations |=& Date
v Flag: Start Date

Conversations

2. Click All folders or This folder.

Microsaft Qutlook [

Show messages EFFEI’IQEd b'y' conversations
" in:
N

| Alfolders | | Thisfolder | | Cancel |

t S
Change Conversation Settings— You can changeConversatiorsettingsfrom the View tab and Conversation
Settingsbutton

Send / Receive Folder View
[¥] Show as Conversations L Date (Conversations)

~j Conversation Settmgs

v Flag: Start Date
v §howMessagesfrorRJtherFolders
Show Senders Above the Subject
Always Expand Conversations
v | Use ClassicIndented View 5)

Ignore Conversations— If a conversation is no longer relevant to you, you can prevent additional responses
from appearing in your InboxThe Ignore command moves the whole Conversation and any future messages
that arrive in the Conversation to the Detkltems folder.

90 Junk - x
5 Ignore

A

z Delete
¢ CleanUp ~

Delete

Clean Up Conversations— When a message contains all the previous messages in the Conversation, you can
click Clean Up to eliminate the other redundant messages. For example, as people reply to a Conversation, t
response is ahe top and the previous messages in the Conversation are below. Instead of reviewing each
message, keep only the most recent that includes the whole Conversation.

[gnore x . '
43 Clean Up L —'ﬁ' )
%5 Clean U%Conversatlon
Clean Up Folder
Clean Up Folder & Subfolders
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NEW! Quick Steps— Turn commands and procedures that you use most often into oneYclickan
customize the default Quick Stepad create your own buttons that combine your frequent actions. The Quick

Steps gallerpn the Home taimcludes buttons for orélick file and flag, sending messages to your
departmentand other popular commands

2 Team E-mail q/ Done -
f-ga Reply & Delete J
iF Create Mew

4|

Quick Steps

NEW! Instant Search improvements— In Outlook 2010 it is easier to narrow your results by usesaych
criteria such as sender, subject keywords, and other informatlmSearch Tools tab includes a set of filters

that efficiently focus your seeh tofind the items you want.

[SEienees| Inbox - Mailk

Receive Folder View Add-Ins Search
B‘J j @ B i This Week + V Flagged
= ’ " &, SentTo - ¥ Importan

=l 2, SentT ! Important
From Subject Has Categorized
Attachments v =4 Unread &P More ~
Refine

NEW! Unified Messaging improvements— Voice Mail Preview provides woiceto text transcript of the
recordedmessage left on your voice maVithin the message, cliaineof the words to listen to the message

from thatpointon.

(&) Play ‘ &3 Play on Phone ‘ 2] Edit Notes

Voice Mail from Allie Bellew (8 seconds) WVoice Mail Preview

Microsoft Outlook on behalf of © Allie Bellew , : :
You can preview the text of voice messages you receive. You can also have text
previews included with voice messages you send. To turn on Voice Mail Preview,

You forwarded this message on 7/16/2009 11:41 PM,
choose from the options below.
Mon 4/4/2011 2:52 PM
# Bruce Keever Include preview text with voice messages I receive
- Include preview text with voice messages I send through Outlook Voice
e Access
O “» —
Voice Mail Preview options are adjusted in MavMall

. R : ) by clicking on the Options button then the Phone tab.
Voice Mail Preview (confidence is low):

Hi Bruce, This is Allee. I need to ask you about the fisks for
2012, Give me a call. Bye.

NEW! - Zoom in or out of your mail or calendar views with the new zoom slider control at the bagtam

sideof the windowon the gatus bar
100% (=) {J (+)
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ViEw TAB

The Navigation Pane is the column on the left side of the Outlook window that includes sections such as
Favorites, Mailbox, shortcuts to access Outlook areas such as the Calendar and Contacts.

"N)O"$)-.%!".@
NEW! ChangetheNavigation Panefont
4 Favorites <
] Inb . . . .
tﬁ l'; UXd a5 You can change the font and size of the text in the Navigation Pane from any
nrea all | . -
. view in Outlook.
=7 Sent Items
[ Tech Center . . . . .
3 Personal 1. On theView tab, in theLayoutgroup, clickthe Navigation Panéutton
Gl Vicki Petersen thenclick Options..
4 Mailbox - Jeffries, Shannon L ;
— MNavigation
+ L] Inbox Pane~
L#| Drafts [17] v | Mormal
=] sent Items Minimized
fal Deleted tems [5] off
» [ Account - Frontier (1) v | Eavorites
d Conversation History Options...
>3 s 2. Click the Fontbutton.
'@ Junk E-mail
LAl News Feed Mavigation Pane Options lﬁ
= outbox
> O3 Personal Display buttons in this order
> [ Projects [V] Folder Tist | | Moveu
> [l Registrations gzllndar —
> [f) RSS Feeds V] Contacts
>3 search Folders Tasks
A Tech Center :ll-ju::;:uts
> [ Training [ 30urnal
[ QK ] [ Cancel ]
3. Enter the seiigs that you want in thEont, Font style andSizeboxes.
L Mail 4. Click the OK buttontwice to close the open dialog boxes.
ﬁ Calendar chmt
8=| Contacts Font: Font style:

Regular

ﬂ Tasks Segoe UI -

Segoe UI Symbol
o | Notes SHOWCARD GOTHI
SmallFantr

| Folder List Snep ITEC
IZ‘ Shortcuts Sample
- AaBb¥yZz
Script:
Westem -

e
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OUuTLOOK TODAY

The Outlook Today view provides a preview of your day. By using Microsoft Outlook Today, you can see a

summary of your appointments, a list of your tasks, and how many new e-mail messages you have.

Wednesday, August 18, 2010

Calendar

Thursday
3 Change Management Meeting (ML3012)

Friday

MAKE OQOUTLOOK TODAY THE STARTUP PAGE

Customize Outlook Today ...

Tasks Messages
|:| ! Call Iris Beechum re: Office dass (5/31/2010) Inbox 3
D y Office 2010 Presentation to Customer Services Junk E-mail 1
“(B/2/2010) faculty-staff 3
[7] Pick up book at library (8/18/2010) Msi Event folder o
student 0

Check pay stub:

fo urgent 0

[ 'https:/ fwww.s4web, state.mn,us/pspfemployes 2

You can set this page to be the first page that opens when you start Outlook and you can change the way

Outlook Today appears.

1. To access the Outlook Today page, click the top level folder in your list of folders in the Navigation Pane.
The folder name is your e-mail address. If you do not see the Navigation Pane, click the View tab then click
the Navigation Pane button in the Layout group and choose Normal.

\ﬂ]

Mavigation
Pane ~

v | Mormal
Minimized
Off

v | Favorites

Options...

2. On the Outlook Today page, click Customize Outlook Today (usually in the upper right corner).
3. ,Q WKH 6WDUWXS DUHD VHOHFW WKH 3:KHQ VWDUWLQJ

Outlook Today view whenever Microsoft Outlook is opened next.

Customize Outlook Today

Startup

Messages

Calendar

Tasks

Save Changes  Cancel

When starting, go directly to Outlook Today

Show me these folders: | Choose Falders...

Show this number of days inmy calendar 7 «

In my task list, show me: @ All tasks

Sortmy task listby: Due Date
@ Ascending

Styles

Show Outlook Today in this style:

~) Today's tasks
Indude tasks with no due date

v thenby: Importance -

Ascending

Descending é Descending

Standard -
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ApD LINKSTO OUTLOOK TODAY TO EASILY ACCESS MSU NEWS ANNOUNCEMENTS
%
. &OLFN WKH &KRRVH J)ROGHUV« EXWWRQ
2. In the Select Folder dialog box, click the arrow next to the folders in the following sequence to access the

news folders:

x Public Folders

x All Public Folders
x MSU-Announcements
y msu
y announce

Select Folder

Folders:
4 [ Public Folders - shannon, jeffries! » Ok,
.y IZILQ Favorites
4 [1CJ Al Public Folders Cancel
- [Ld Departments Clear Al
a [Ld MSU-Announcements
a [l msu

a [Ld announce

[JLg events
1Ly faculty-staff

[l student

DLQ urgent
. L archive Y

4 [ I

g

[

3. Click the checkbox next to the folders you want displayed on the Outlook Today view.

4. Click the OK button and then click the Save Changes button.

5. On the Outlook Today page, links for the folders you have chosen will appear under the Messages heading.
Click these links to easily access these folders.

Messages

events
faculty-staff
student
urgent

[ R R s R o
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CREATE A MESSAGE

1. Click the New E-mail button on the Ribbon to open a new e-mail message. jj

MNew
48!P CTRL + N is the keyboard shortcut to create a new message. E-mail
Home Send / Receive Folder View
.] "ﬁ T4 Ignore x Y ] i& EMEEUHD (34 Message to Jerry [T Assign Personal ... [ Fall 2010 33 \} |m =l v’ Find a Contact
== %= Clean Up - —E = - (23 EnGLot £33 To Manager &4 Team E-mail L Y e (L [l Address Baak
MNew  New Delete Reply Reply Forward . -, N _ Move Rules OneMote | Unread/ Categorize Follow
Eorl Dmeo &Junkv All B More ~ « Done =g Reply & Delete ; ¥ o = Read - Up- 7 Filter E-mail =
Mew Delete Respond Quick Steps Move Tags Find

2. Enter recipient names in the To, Cc, and Bece boxes. —
To select recipient names from a list, click To, Cc, or Bcc. Another method to

insert recipient names is to type part of the name or the entire name. 5 Er; d To...

Cc...
Becc is an abbreviation for blind carbon copy. If you add a recipient's name to this

box in a message, a copy of the message is sent to that recipient and the recipient's Bec..
name is not visible to other recipients of the message. If the Bee box isn't visible

when you create a new message, add it by clicking the Options tab in the message
and click the Bcc button.

Subject:

Options

B
- —
—4

=144

Show Fields

NEW! It is easier to remove a name from the AGmplete List Click the X next to the name you want to
delete. Also, your Auto-Complete Listhat stores your most recently used namewailable from any
computemwhereyou use Outlookitilizing your Exchange account

To... jeff]
Cc... Herline, Jeffrey James <jeffrey.henline@mnsu.edu:=
Bec Jeffries, Jerry <jerry.jeffries@mnsu.edu=

Jeffries, Shannon L <shannon.jeffries @mnsu.edu s> *

Jeffrey Hundstad (jeffrey. hundstad @mnsu.edu)
"+ ' ' Iseminger, Jeffrey P <jeffrey.iseminger @mnsu.edu: P

Subject:

3. Pressing the Tab key on the keyboard after entering a name(s) will move the cursor to the next box and

verify the name. Another method to verify a name is to click the Check Names button on the Ribbon.
194" . Alt+K is the keyboard shortcut to check names.

&

Check
MNames
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NEW! After names have been entered into a message (To, Cc, Bcc), the presence of that individual is
displayed. Ths presence iderived from thendividual’s Outlookcalendar.

Available

!-
@ Busy
@

To.. #| Jefiries, Shannon L;

Do Not Disturb
Be Right Back

Away

Appear Offline

NEW! Hovering the mouse pointer over mdividual’s name will display that individual’s contact card.
Information such aavailability,address, phone number, and instant mesgaptions are easily accessiblg
clicking on the down arrow otfne lower right corner ahe contact card.

wanna be an MCT... someday. wanna be an MCT... someday.
Shannon Jeffries 4) ﬁ Shannon Jeffries 4) X
Available - Free until 5:00 PM I Available - Free until 5:00 P
Technical Training Coordinator at Minn... Technical Training Coordinator at Minn...
— ! - = v A
@ L- B~ R
Department
Office Information and Technology Services
Work 3205
Maobile
Home
E-mail shannon.jeffries@mnsu.edu
Calendar Free until 5:00 PM
Location Office [4:25 PM)
Open Contact
Contact Organization Member OF

NEW! Outlook 2010 includes MailTips, which help you avoid common, but potentially costly or embarrassing
mistakes.MailTips alerts can be triggered by actions includiegdingo a large recipient list, sending

sensitive information to someone outside your organization, or sending a message to someone who is out of
office.

=% This e-mail message cannot be delivered to mrie-stTe-stAccount}( because the e-mail address is no longer valid.
=g This e-mail message will be sent to 51 recipients.

=g 10 recipients are sending automatic replies.

Akers, Timothy J >< : Automatic reply: © I will be out of the office today. If you need immediate assistance please notify the helpdesk at helpdesk@mnsu.edu, or 339-6654.
Anderson, Jerald A)( : Automatic reply: "Anderson, Jerald A is currently Away.”

4. 1In the Subject box, type the subject of the message and in the message body, type your message.
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MESSAGE FORMATS

e Message Insert Options Format Text Review

= Aa HTML

B ’ Cambria * 12+ A" A7 Aav | &
Aa Plain Text
Faste 2 | abp . -
« < Format Pyfter | Aa Rich Text B 7 Uaexx ¥ A
Clipboard Format Font

HTML is the default formain Outlook. This format supports text formatting, numbering, bullets, alignment,
horizontal lines, pictures (including backgrounds), stationerywaaidpages.Since most popular-mail
programs use HTML, it's the recommended format

| p \ &4 Find ~
naBbcede | AsBbccDe AaBbCi aaBbce AADB . %

2ac Replace

T MNormal | T Mo Spaci. Headingl Heading 2 Title _ Change
T Stylesw | Wi Select~

Styles Editing

Plain Text is a formatthat all email programs understand; however, it doesn't support bold, italic, colored
fonts, or other text formatting. It also doesn't support picturesagigptiirectly in the message bodithough
you can include them as attachments

Rich Text (OutlookRich TextFormat) is a Microsoft format that onQutlookcanunderstand.

NEW! Sharing what you see on your screen is easy with theSomershot commandn a new message,
click the Screenshot button on the Insert tab in the lllustrations group. @leehall or any part of your
computer screeto include a snapshot of it your message.

HED2d .

Picture Clip Shapes Smartart Chart |[Screenshot
Art - -

lllustrations Available Windows

P
i

.BJ+ Screen Clipping

NEW! Resizeattached photos— An option is avaiéble to resize large attached picturédter inserting he
picture, click the File tab thethe Info tab. Information and ptions are listeéboutresiang the image.

File: Message Insert Options Format Text Review Add-Ins

H Save .
= Untitled
Fu, Save As
Image Attachments
£ Close Some recipients may not receive this message because of image attachments. Resizing
large images may help the message get delivered. Resized images will be a maximum of
Info 7 1024x768 pixels,
(7) Resize large images when I send this message.
Print @ Do not resize images.

Page 11 of 20



SETTING MESSAGE IMPORTANCE

'f High Importance
On the Message tab in the Tags group, click the xelhmmation point

X o . . I Low Importance
to seta message with high importancectick the blue arrowo set low importance

Tags

UsSING MESSAGE FLAGS

Flagging a message adds a flag icon toibu can use the flags to remind yourself to follow up on an issue or
to indicate aequest for someone else.

1. Select a message thdictk the Follow Upbutton on the toolbar

¥ Follow Up =
Today
Tomorrow
This Week
Mext Week
Mo Date

Custom...

b At <

Add BEeminder...

In the Custombox, click thetype offlag you wantin the Flag to box
Enterthenecessargates and a Reminder if needed

Add a Flag for Recipients applicable and adjust those optians
Click OK when finished.

abkwn

r !

Custom P

Flagaging a message for yourself creates a to-do item that reminds you to follow up. After
you follow up on the message, you can mark the to-do item complete. Flagging a message
for the redpient sends a flag and a reminder with your message.

Flag for Me
%" Flag to: Follow up E
Start date: Monday, August 02, 2010 [~
Due date: Monday, August 02, 2010 IEI
Reminder: |Monday, August 02, 2010 |E| 4:00 PM |E|
=]
=]
)

Flag for Recipients
Y Flag to: Follow up
1

Reminder: | Manday, August 02, 2010 |E| 400 PM
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5. Click the Send button to send the message.
=1
Send

If you clickthe Sendbuttonon a message that does nohtaina subject, aialog box
appears to confirm thaendingthe messagevith no subject was intentional.

Microsoft Outlook

Do you want to send this message
! without a subject?

[ Don't Send ] [ Send Anyway

REPLY TO A MESSAGE

1. Select the message you want to reply to. —»ﬁ]- —»ﬁ]‘-]
2. Click the Reply button on the toolbar. Clicking the Reply to All button will send the Reply Reply
message to all of the original recipients of the message except the Bce recipients. all .

FORWARD MESSAGES

3

1. Select the message you want to forward.
Forward

2. Click the Forward button on the toolbar.

Respond
CREATING A HYPERLINK IN A MESSAGE

1. Type the web address (hyperlink).
On the keyboard, press Enter or the spacebar. This will create a hyperlink in your message. The text will be
underlined and a different font color.

3. To test the link, hold the Ctrl button down on the keyboard and click the link.

:94'P% This also works with e-mail addresses in a message.
OPEN A HYPERLINK IN A MESSAGE YOU RECEIVED

1. Open the message that you received that contains the hyperlink.
. Click the hyperlink.
3. This will open a browser and go to the selected address.

4. Choose the file you want to attach and click the Insert button. At Minnesota State University, Mankato the
largest file attachment(s) that can be sent through our e-mail system is 20 MB.

SENDING FILE ATTACHMENTS @

1. Create a new message and enter all the necessary information. Hlaen

2. Click the Attach File button on the Message tab in the Include tab.
3. Choose the file you want attached, and double-click it to attach it to the message.
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-
21 Insert File -

G-~

3 » Libraries » Documents »

Organize » Mew folder

4 Il Desktop
4| o Libraries
2 3 Documents
> gﬂ Jeffries, Shannon L
> J‘ Music
> &= Pictures
> E Videos
2 leffries, Shannon L
Computer
> &4 Floppy Disk Drive (A:)
Local Disk ()
> s Shannenl2 (D:)
> & DVD/CD-RW Drive (E:)
> 5 MavDISK (M:)
> 58 Department (M:)

7

s

File name:

-~
— (S5
- ‘ &,| ‘ Search Doct 2 |
+ 0 @
Documents ||brary Arrange by:  Folder =
Includes: 2 locations
-
Mame Date mod *
. Fragments 8/21/2009
J microsaoft 8/26/2009|=
My Data Sources 8/28/2009
5 @ MyMusic /24,2009 |
2 My Music 7/13/2009
[# My Pictures 8/24/2009
3 My Pictures 7/13/2009
. My Received Files 12/11/200
[ My Videos 8/24/2009
o My Videos 7/13/2009
] My Web Sites 9/1/2009¢ =
> [ [T | "
~ [AFiles ) -
Tools ~ [ Insert |v] ’ Cancel ]

5. Click the Send button to send the message.

PRINT AN ITEM

—

Select or open the item you want to print.

2. Click the Print button on the Quick Access toolbar
On the Backstage View, adjust options, if necessary, then click the Print button.

[98)

File Home Send / Receive Folder View
Save As
Print
LSE Specify how you want the item to be printed and
e » then click Print.
rint
Open 5
» Printer g
Print 4 |/ HP Universal Printing PCL 6 .
2D Ready
Hel
P [3Print Options
[z] Options Settings
B et

Table Style

[ Memo Style

E. This opens the Backstage View.

Jeffries, Shannon L

SETTEs, oNanno
From Barkmeier. BeckvJ
Sent: Tuesdav. August 172010 1:23 PM

To: <ALL> Staff
Employee Code of Conduct

Good Afternoon Everyone!

As State and MnSCU em ployees, v all have an obligation to be aware of and follow ethical principles. In addition to the
State E thics Law, the MnSCU Board of Trustees adopted the Employee Code of Conduct. This code com bines all ethical
responsibilties into one location. It is intended to make it sasier for em ploye es to understand vhere to find information on
ethical issues.

Outlined below are links to this important information.

= State Ethics Law — Minn. Stat.

43A.93: hitp:firos leg ?pubtype=STAT CHAP SE C&year=curentdsedion=43a.38

* MnSCU Employee Code of Conduct: hifp.//vwwem nscu ocedure/1c0pl.himl

o Code of Conduct Frequently Asked Questions (FAQ): You will find a FAQ at the above link where it will
cover many of the types of quastions you will facs in your werk. Ifyour questions are not answered in this
document, please do contadt the appropriate administrator (your supervisor, Human Resources) to obtain
guidance on ethical issues in advance. It is much easier to resolve issues in advance than to deal with
them after events have occured

The Code of Condudt course is required of all MnSCU employees. Training can be accesses by logging
into Desire2Learn at: https://d2Lmnsuedu/ and clicking onta the Code of Conduct link under options of
courses. Be sure to g0 to Quizzes at the end of each section and mark thatyou have completed the
training and complete the "sign-off form” so that you are accurately recordad as having completed the
training.

o

* MnSCU Board Policy 1C2 - Fraudulent & Other Dishonest
Acts: hitp.! u 1c02.htm|

Important features ofthe policy include:

o Fraudulent or other dishonest acts are not tolerated. State and university resources are to be used for the
benefit ofthe state, not the individual

o

If you believe someone has committed fraud or some other type of dishonest adt, you should report that
matter to Carol Stallkamp, Office of the President, 389-1111. Carol will then follo wthe appropriate
protocol for folloving up on the matter. Types of conduct that fall under this policy indude, but are not
limited to

Wisusing state property (for personal use, not state use)
Falsifying time sheets.

Thet or destruction of state property

Forgery

Unauthorized use of university system s or information
Wilful violations of lavs, regulations or policies

VYYY¥YYY

This policy specifically provides that anyone making a report of fraud or dishonest acts will be protected from
retaliation or reprisal. Persons found to have commitied fraud or any other dishonest act may be subject to
discipline, up to and including termination from employment.

Alsa, in an effort to prom ofe reporting of fraudulent acts, the university created the Silent Witness Report veb page
where individuals can make an anonymous com plaint. To make a complaint, plzase go to

1

m

1

of2 b
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CREATE A CONTACT

The Contacts folder is yogersonabddress book and information storage for the people and businesses you
want to communicate with. Use the Contacts folder to store th&ileaddresss street address phone
numbers, and any other information that relates to the contact, such as a birthday or anniversary.

Home Send /Receive Folder View
= = g = | Rl = = | Ira ind a Conta
aé g 'l@ x zj Jiii %ﬂg A A 25 _j =] “_‘Eﬂ!1 % LiEJ @ E Y’ % ;jiddcres: Bc:ok

MNew MNew Contact New Delete | E-mail Meeting More Address Ca.. By Category | Business C.. |~ | Move Mail OneMNote Forward Share OpenShared | Categorize Follow Private
Contact Group Items = = T < Merge Contact~ Contacts Contacts 3 Up~

MNew Delete Communicate Current View Actions Share Tags Find

Mew

1. In Contacts, click the New Contact button "< on the left side of the Ribbon to create a new contact.

' ™
sd| i v | Untitled - Contact b X
File | Contact Insert Format Text Review Add-Ins & 9
. gy save & New ~ 8= _s.J\ 8 Activities _BJ'__IJ = {Jg SSH @I 9/__, B2 Categorize *
ig &% Forward - 5 R4 Certificates jd - % | ¥ FollowUp ~
Save & Delete General| Details E-mail Meeting More | Address Check  Business Picture = _
Close _@OneNote éflAllFlelds - Book Names Card - (2 Private
Actions Show Communicate Names Options Tags Zoom
Full Name...
|
Company:
Job title:
File as:
TR
(42 E-mail...
Display as:
Web page address: —3 "'1"'I'":"'I"'j"‘l"l'.|€'||
IM address: ' w
DT T A e TS S
Business...
Home...
Business Fax...
Mobile...
ORI e e e e
Business...
[ This is the mailing
address Man I
Map I -
Contacts...
Click on a photo to see social network updates and email messages from this person. Colh g
- e — = = =

2. 7\SH WKH FR QW DnkeWdiy\infeaRdd you@ 4t td include for the contact.
3. When finished entering information:
* Click the Save and Close button to save and close the contact.
* Click the Save and New button to save the contact and create a new contact or a new contact from the

same company. I{i' x ’E’

Save & Delete |Saue &|
Close Mew ~

% Save & New
85 Contact from the Same Company
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CREATEA CONTACT GROUP (FORMERLY DISTRIBUTION LISTS)

A contact group is a collection offcontacts] It provides an easy way to send messages to a group of people. You
can use contact groups in messages, meeting requests, and task requests. Contact groups are stored, by default,

in your Contacts folder. The contact groups you create in your Contacts folder are available only to you;
however you can send them to others. g})

1. In Contacts, click the New Contact Group button on the Ribbon. e

Mew

2. In the new contact group, type a name for the group in the Name box.

EEl™| . ¥ |5 Untitled - Contact Group -

Contact Group Insert Format Text Review dbe
H X9 |8 E & ¢ LE Y&

Save & Delete Forward |Members| Motes Add Remove Update | E-mail Meeting @ Categorize Follow Private Zoom
Close Group Group - Members = Membe DAY © Up~

Actions Show Members Communicate Tags Zoom
MName:
! Mame E-mail

There are no items to show in this view,

.

3. Click the Add Members button to choose a list to select members/recipients for the contact group. Click
From Address Book to choose from the Global Address List (campus) or click From Outlook Contacts to

choose from your personal contact list.

Members =

& From Outlook Contacts
ELJ From Address Book
& Mew E-mail Contact

%
%
4. Add members to the group by double-clicking on them from the list and this will add them to the Members
list at the bottom of the dialog box. Click the OK button at the bottom of the dialog box to close the list.
5. Click the Save & Close button on the Ribbon to finish creating the contact group.
% %
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1. In a message, enter the group name in the To:, Cc:, or Bece: line.

To.. =ALL> Information and Technology Services;

2. After the name is verified, a plus sign will appear to the left of the name.
3. Click on the plus sign to expand the group and view the members of the group. You cannot undo this action.
4. If you receive the following dialog box, click the OK button to expand the list.

Expand List ﬁ

If you expand the list, Outook will
l . replace the list with its members. You
) will not be able to colapse it again.

[ Do not show this message again

| ok || cancel |

CREATE A FOLDER

Folders are created to store, archive, and organize items and information in Microsoft Outlook. Within these
folders you can store e-mail messages, tasks, appointments, contacts, and notes.

1. On the Folder tab, click the New Folder button.

File Haome Send / Receive Faolder View
L 74 Copy Folder y

=}

MNew MNew Search Mark All |
Folder Falder L as Read
MNew Actions

In the Name box, enter a name for the folder.

In the Folder contains list, click the type of items you want the folder to contain.
In the Select where to place the folder list, click the location for the new folder.
Click the OK button to finish creating the folder.

Create Mew Folder Iﬁ

Mame:

ol

Folder contains:
Mail and Post Items v]

Select where to place the folder:
| | 4 & Mailbox - Jeffries, Shannon L -
. [ Inbox (2)
7| Drafts [17]
=] Sent Items
. (@ Deleted Items [323]
. [ Account - Frontier (1)
;ﬁ Calendar
8] Contacts

[J Conversation History
Fa e

[ 0K ] [ Cancel
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MOVE A MESSAGE INTO A FOLDER

%

1. Select the message to be moved.

2. On the Home tab in the Move group, click the Move button.

3. &OLFN 2WKHU )ROGHU«

73 Move -

™3 Other Folder...
_j' Copy to Folder...

._-:i Abways Move Messages in This Conversation...

4. 1In the Move Items dialog box, choose a folder and click the OK button. The message will be removed from
the existing folder and placed in the selected folder.

-

Move [tems

Move the selected items to the folder:

4 % Mailbox - leffries, Shannon L - Ok
. 1) Inbox (3)
(7| Drafts [17] L (e

= Sent kems
. @ Deleted [tems [516] —
» [ Account - Frontier (1)

@ Calendar

5= Contacts

1 Cenversation History
> |LAl ITS

éﬂ Journal

['@ Junk E-mail [1]
4| 11} 3

i g

DELETE MESSAGES

1. Select the item(s) you want to delete.
2. Press the Delete button on the keyboard or click the Delete button on the Ribbon on the Home tab.

X

Delete

Delete (Ctri+D)
Delete this item.

When you delete a message, the message is moved to the Deleted Items folder. Make sure you periodically
empty the Deleted Items folder because these messages still occupy space in your mail quota.

%

48!P By pressing Shift+Delete on the keyboard, will M@#(".@.$*#he selected item rather than move it to the
Deleted Items folder. Also, remember to empty your Junk E-mail folder.
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CREATE A SIGNATURE

You can use a signature to insert information to the messages you send. You can create multiple signatures and

select a signature to insert in a message.

1 '1Q 98%().0%0)0."$SE#@ACustom signatures you create for your messages are available to you from any

computer you use.

1. Click the File tab, click Options then click the Mail tab.

Motes and Journal
AB Always check spelling before sending

Search

Ignore original message text in reply or forward
Mobile
Language % Create or modify signatures for messages.
Advanced

Customize Ribbon }EE Use stationery to change default fonts and styles, colors, and backgrounds,

Quick Access Toolbar
Qutlook panes
Add-Ins

Customize how items are marked as read when using the Reading Pane,

Trust Center

Message arrival

When new messages arrive:

Play a sound

Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert
D Enable preview for Rights Protected messages (May impact performance]

Conwversation Clean Up

% - Cleaned-up items will go to this folder:

[ Spelling and Autocorrect.., ]

l Stationery and Fonts.., ]

Beading Pane...

Desktop Alert Settings...

Erowse...

[

i B @ B
Cutlook Opticns . - —_— - A - s l g

o

General . . b

Q Change the settings for messages you create and receive.
Mail l
Calendar Compose messages
.
Contacts ﬂ’j Change the editing settings for messages. Editor Options... =
Tasks Compose messages in this format: | HTML EI
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2. Click the Signatures « button.

g B
Signatures and Staticnery - uﬂg'
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
- E-mail sccount: | icrosoft Exchange |z|
Mew messages:  |Thanks IZ|
Replies/forwards: | Thanks |z|
e | [ ]
Edit signature

Cambria {Headings}E 12 El B 7 U _E

[8Business Card | [&] &

| »

S

4. On the E-mail Signature tab, click the New button to begin creating a signature.
5. Type a name for the signature and click the OK button.

Mew Signature @Iﬂ_hj

Type a name for this signature:

[ oK ] [ Cancel

b =

6. Begin entering your information in the Edit signature box. Adjust the font, font size, font attributes, etc. as
you like.

Edit signature

Calibri Body)  [+][11+] B 7 ®© Automatic [ =

[85Business Card | [5] @

7. Click the Save button when finished. The newly created signature is displayed in the list.

8. Under Choose default signature, choose a signature for New messages and Replies/forwards.
9. Click OK to complete the steps.

10. Click OK to close the Outlook Options dialog box.
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