GLOBE EDUCATION

; NETWORK

Outlook Live Student Email

TRAINING AND DEVELOPMENT

© 2010 Globe Education Network

Use of Materials

These training materials are provided by Globe Education Network (GEN) for use by its employees for internal training purposes only. These
materials may not be disclosed outside of GEN without prior written permission from the GEN training department. GEN authorizes you to view,
copy, and reproduce any of the materials contained herein for emp




LOGGING [Nttt e e e e s s ome b e et e e s s e bbb e st e e e s e s s Ra bbb e e e e e e 4 e s bbb e e e e e e s s b ana et e e e e s e 3

NAV TG ATE .ot et e et e e e s o bbb e et e amE e e s 4o s b e b e e e e oo 4 e 1a bbb e e e e e eme e o4 s ek bbb e e e e e e e s bbbt e e e e e e s s e e e e n e e s s aaee 5
SIGNATURE ... e e e e e s s s b e e e s emr e e e e s 1 b b e et e oo e s 1 b b b e e e s et s e s s s s bbb e e e e e e s e s bbb e et e e eme e e s e a e e r e e e s 6
ADDRESSING AN EMALL. ... teeteiee ittt ettt et e e+ ottt e e 441 a s et e e e s 1ot e o 1a s e e et e e e e 4 e s e R e e e e e e e e s ame s bR e et e e e e e anrr e e e e e e e s aanne 7
ADD AN ATACHMENT ...ttt et e e s et enr e e e e o4 e s e e ettt e e o4k e e ettt et e e e 4o R R e R e et e e e 4 e s R ettt e e ame e 41 b e ee e et e e e anrnreeeeeesamenans 8
[ | O ] I [0 S OO PP PPPPP PP 8
FLAG/CATEGORIZE AIAEL........cooiiiiieiriee et int et e et e e st e st emt e e s st e e sa s et a1 ne et e 4 s e e et e e as s e e e e 4R e et a4 s e et e e as s s eme e e s s et e s nnn e e e nnnne e s 9
EMAIL FOLDERS ...ttt e e e e e e e s anb b e e e e e s e s bbb e e e e e e s e s as b b s ene e e e e e s e s bbb e b e e e e s e s b b e e s ame s e e e s s saen e 10
ARRANGING/SORTING AIMS........cooiitiiieiitiiie it inre ettt et et e st mr e e e st e e e e aa e et e e sere e e e s s emr e e e s R ee e e e amEe e e e sare e e e s namr e e e s anreeeesnrneeena 10
FINDNG EMAILLS ...ttt emr e st e e e s s e bbb seme e e e e s 4o s bbb e e e e e e 4o sa bbb e e s et e e s s s bbb e e e e e e s s s ab b b e e e e s eme e e s bbb n s 10
CREATE AN APPOINTIMEN. ....ctt ettt ettt ettt e e m et et e e 41t e et e o444 a s ma s e et et e e 21 bR e ettt e e e s e ss b ems e e e e e e s eannnreeeeeenenann 11
CREATE A MEETING.....ccttiiii ittt ettt ettt e e amt sttt e e 44 a bttt e o4 s 1ame e s s b e et e e e 4o aa e R e e et e e e e 4 mas s e et e e e e e nannbne e e e e e e e nsmnrnre e s 12
1Oy N I N O @ ]\ Y O PP PP PP PP PP R PP 12
L0 I [\ PP TP PSP TP PPPPPPPPPPI 13



Logging in

Your student email can be accessed from anywhere there is internet access; home, library, and/or another campus. You
have been given a 10 gigabyte email box. The 10 gigabytes will include messages in your Inbox, Sent Items, and Deleted
Items. If you exceed your mailbox limit delete messages in your Sent Items first, then your Deleted Items, and then from

your Inbox if applicable.

Go to http://students.globeuniversity.edu

Click on the Email Login link (right side of the page)

ClickthenLogi n Heredo Green

Username =
firstname.lastname@students.schoolbrand.edu
(Ex: Jane.Doe@students.globeuniversity.edu)

Password = The password you were given

Check the Boxes (If Applicable)

Arro

1 Remember me on this computer (Do you want it to

remember your username?)
1 Remember my password (Do you want it to
remember your password?)

Click on the Sign In button

Add Birth Year
Add Country/Region

Click on the | Accept button

Home  CareerServices  Elesming  FinancislAid  StudentServices  Lidrary

important Dates )
6262008 - Sprng Quarter Ends
62312009 - Quarier Sreat Segns
Schosi Caed

Welcome to the Student Site

Career Services

Popular sections:

o About Career Services

Student Emall Login
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Welcome to the student site for Globe University / Minnesota School of Business! This site is designed for you. the
students. and we want it1o be as easy 10 use as possible. It sNould help you navigate your way 1o your degree and
your Career. Here ar just a few of the resources on tis site

Library
Popular sections:

« Subscription Datavases
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Outlook Live

= about W
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£Y Windows Live™

Sign in

Thank you for using Windows Live.

To continue, please provide the following information. This information is required to use this Windows Live se
information in accordance with our privacy policy.

Birth year:

Example: 1999

Country/region: sglect...

Review and accept the Agreements

Clicking I accept means that you agree to the Windows Live service agreement and Privacy Statement.

[isssat ) Jone]

o Windows Live 10: |

exar

Password

V| Remember me on this computer (?)

III |I||r I| '\|assw:'d



http://students.globeuniversity.edu/
mailto:firstname.lastname@students.schoolbrand.edu

Select a Language

Select a Time Zone
1 MN, WI, SD = Central Time (US & Canada)
 UCC = Mountain Time (US & Canada)




Navigate

Once you have logged into your account you will be able to send emails, create appointments, add contacts, and/or

change your email options.

1. Folder List

2. Instant Messaging Log in

3. Other Web Folders

4. Toolbar

Contains all of the Outlook folders; Inbox, Drafts, Sent Items and Deleted ltems.

Use the same password you used to log into your email to gain access to Instant

Messaging. This will allow you to communicate in real time with your fellow
classmates.

This is a way to access Mail, Calendar and Contacts

* New button i Create New Messages, and Appointments
* Black X i Delete Button

* Reply, Reply to all, & Forward

5 Search/Email List The ASearch I nboxd function allows you
' contains a list of emails in the Inbox or in any of the email folders.
6. Displayed Email Email selected in the email list.
. . You can search for people and displayan i ndi vi dual és inforr
7. Find People/Options . : i .
P P contains various email settings.
r:EBEiTJAilOOk Live Home Profile  Mail  SkyDrive Jodie Udell (Woodbury Cami[n)zlﬂsz -
Options 52} @ -
4 [# Favorites
Dln
e ] Uﬁail 1
=g Arrange by: Conversation = MNewestontop =
4 [£3 Jodie Udell (Woodbury € i a—— (Woodbury Campus) i Jodie Udell (Woodbury Campus) . ?\
= Actions = |2
%Inb:: 8 Irbos, Wednesday, July D1, 2003 2:58 PM
= bra To: ' Jodie Udell (Woodbury Campus)
[=1 Sent Items
QNDbes
0@ Junk E-Mail )

5 Deleted Items
Search Folders

4 & contact List

Enter your password for
Jjodie udel @students. globeuniv
to use Instant Messaging.

Remember my password

[ Mail
:E Calendar

&-| contacts

This is a test message.
Globe Education Help Desk
GU/MSB/IPR/UCC/MSC/Mew Horizons

612-436-7500




Signature

Signatures are used to identify you at the end of an email. Formal signatures will contain elements such as title, business
address and business phone. Signatures can be added automatically to all emails.

Click on the Options link (top, right corner) D

Click on the Settings link (left side of the page)
Make sure the Mail tab is selected (top of the page) D D

Scroll down to the Email Signature section

Type in your Signature (information below)
Name
Title
Business name
Business address
Business Phone Direct
Business Phone Main
Business Phone Fax
Email Address
Web Site

Format your Signature

* Use fonts and colors that are easy to read.

Check Automatically include my signature on messages |

send (If Applicable) D
* This will add your signature to the bottom of all your new email
messages.
Click the Save button (top, left corner) :
* The signature has been created.

























