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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)

Click the “Login Here” Green Arrow

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

Password = The password you were given

Check the Boxes (If Applicable)

e Remember me on this computer (Do you want it to
remember your username?)

e 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

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

Career Services Library
Popular sections:

5 swoent o

Popular sections:
& won

o About Career Services « Subscription Datavases

e B b J 962010 Rege
932910 - Reget

Student Emall Login

o
!
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Live@edu o

153 Microsot”
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Outlook Live Sign in

o & windows Live 10: |

va exar

Password

V| Remember me on this computer (?)

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

£Y Windows Live™

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]



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

Select a Language

Select a Time Zone
e MN, WI, SD = Central Time (US & Canada)
e 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

5. Search/Email List

6. Displayed Email

7. Find People/Options

Contains all of the Outlook folders; Inbox, Drafts, Sent ltems and Deleted Items.
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 — Create New Messages, and Appointments
* Black X — Delete Button

* Reply, Reply to all, & Forward

The “Search Inbox” function allows you to search for a specific email. The email list,
contains a list of emails in the Inbox or in any of the email folders.

Email selected in the email list.

You can search for people and display an individual’'s information. The options button
contains various email settings.

B8 Sitiook Live

. Home  Profile  Mail

SkyDrive Jodie Udell (Woodbury Campus) -
e

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

Options 52} @ -
4 [#] Favorites
D Iny
Qu ail (1
13 Sel Arrange by: Conversation = Mewestontop ~
f N
4 [E3 Jodie Udell (Woodbury C die Udel b T
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) Drafts lnbm. i nesday, July 01, 2008 2:58
— To: ' Jodie Udell (Woodbury Campus)
=] sent Ttems
|L__l. MNotes
0@ Junk E-Mail 7 This is a test message.

Globe Education Help Desk
GU/MSB/IPR/UCC/MSC/Mew Horizons

612-436-7500
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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)

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

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)

* 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.




Addressing an Email

When you compose a new email you will have to add the recipient’s names. You can either type the recipient’s name into
the email (an instructor’'s email) or you can find the recipient's names in the Default Global Address list (a student’'s email).

Click on the New button

Type the Email Address in one of the fields:
e To... - Message directly related to recipient
e CC... - Carbon Copy: Recipientis not directly
related to the email. Usually CC bosses,
managers, etc.

Note: The above method is how you would send an
email to your instructor.

OR

Click on the To...button G To...

Type in the First Name of a student (top of the middle
section)

Hit Enter
* The name(s) that match your criteria will appear in the
middle section

Select the name you are looking for

* The person or groups properties will display on the right

side of the box
Click on the To, CC, or BCC button (bottom of box)

* Note: BCC - Blind Carbon Copy: “To” and “CC”
recipients do not know the message was sent to a
“BCC” recipient.

Look for Another Name
OR
Click Ok (bottom, right)

Note: The above is how you would send an email to
other students.

Links & Customize Links

% & | @ Jodie Udell (Woodbury Campus] - Outlook (]

r‘% Ouitlook Live

4 [3 Favorites Eiven - Ao F Flter - . 5 R vere -
(73 mmbox l y b=} *] 73
[ Unread Mai PRk - -

[ sentItems

Home Profle  Mail ~SkyDrive

Arrange by: Conversation - Newestontop ~

- There are no items to show i this view.
€3 Jodie Udell (Woodbury C
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A orafes
[= sent Items
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7 & Untitled Message - Windows Internet Explorer =l E
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(& To.
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) Address Book -- Webpage Dialog =5
& - 48]
Acress Book » B B4 Acd to IM Contact s ®
G Default Global Address List » L Aaron Aaserude (Minneapoli
(G AllRooms Aaron Aaserude (Minneapolis Campus) -

‘aron. aaserude @students.gobeuriversity.edu dents.globeuniversity
Show other address ists ¥ e s

Aaron Anderson (Weodbury Campus)

‘aron.anderson01@students. globeuriversity. edu

Contacts ‘Aaron Andreen (VSB Oniine Divisior)
4 My Contacts ‘Aaron. Andreen@students.msbeollege. edu
83 Contacts An unexpected error occurred and your request couldn't be handied.

‘Aaron Aschenbrenner
‘Aaron. Aschenbrerner @students. globeLniversity. du
Baron

bose (5t. Cloud Campus)

‘aaron.bimnebose @students.msbcollege edu
‘Aaron Blacs (Eau Claire Campus)

‘saron blad@students. globeuriversity.edu
‘Aaran Brisky (Eau Claire Campus)

‘Aaron.Brisky @students. dobeuniversity.edu
Aaron Buter (Blaine Campus)

‘aaron butier @students.mebcollege edu

(Rochester Campus)

‘saron. cady @students.msbeollege.edu -




Add an Attachment

If a file needs to be added to an email, it would be added as an attachment. Files that can be attached include, but are
not limited to Excel, Word, PowerPoint, Sound, and Movie files.

Click on the New button

Click on the Paper Clip button (top of the page)

Click on the Browse... button
Find the File on your computer

Click on the Choose More Files link to add additional
attachments (IF APPLICABLE)

Click on the Attach button when you are done
* The files will be added to the email

Links & Customize Links
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Indude Attachments

file, dick Attach. The file will be uploaded to your message.

this feature ...

To indude an attachment, dick Browse, and then select the file, After you've selected the

J@ “You can attach an e-mail item by copying and pasting the item using the keyboard
shortcuts CTRL4+C and CTRL 4V, or using a drag-and-drop operation. Learn about

Attach ancel

https://outlock.com/owa, € Internet | Protected Mode: On

4 ssi

Email Options

There are several options you can add to an email. These options may signify importance, or send you a receipt when an

email has been read.

Click on the New button

Links g Customize Links

v &

{& Jodie Udell (Woodbury Campus) - Outlook ‘ ‘

Cip s

[ unread mai
[ sentItems Arrange by: Conversation = Newest on top

- There are no items to show in this view.
4 [E3 Jodie Udell (Woodbury C

[ 1nbox
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[= sent Items
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 Gltlook Live Home Profile Mail SkyDrive
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Exclamation Point — Use to signify high importance

Blue Down Arrow — Use to signify low importance

Options Button — Used to set up read receipts for specific
messages.

(-

T @ ntitied Message - Windows Intemet Explorer

===

[ 2] https://outiook.com/owa/2ae=ItemBia=New&it=TPM.Noteficc=MTQuUMCAO0DIUMjgsZWAtVVMNDISNDZNZISNSAVE + 1 |

o
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Subject:

Tahoma
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& Untitled Message - Windows Internet Explorer S—y———
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[&] netps, k.com/owa/2ae=l it=IPM.NoteBce= MTQUMCA0ODIuMigsZWAtVUMENDISNDINSNSAVE v 3 |
imsend W 0 @ 8 Y 3 B V- 5 EAoetons. fHm v @
@Te..
e Message Options x
Subject:

Current Message Settings
Tehoma

Importance Normal

Sensitivity  Normal -
[] Show Bec
[ Show From

Tracking Options.

[T] Request a delivery receipt for this message
[7] Requestaread receipt for this message

More Message Options

{5 click the Mail tab in Options for more message options.

oK Close

Done

€ Intemet | Protected Mode: On #100% -

Flag/Categorize an Email

To flag an email indicates that some type of follow-up is needed. You can flag any email you have received. Any email
can also be assigned a category. You can arrange emails based on category.

Click on the Flag Icon (right side of the message)
A Red Flag will appear

Note: If you click on the red flag a second time a check
mark will appear. The check will signify the completion of
the follow-up.

Tip: If you right-click the red flag you can set up a
reminder or clear the flag.

Click on the Category Icon (right side of the message,
small, rectangle to the left of the flag icon)

Select a Category
Click Outside the Box

OR
Select Manage Categories (to create a new one)

Tip: To remove a category select it a second time or
select “Clear Categories”.
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Home Profile

Inbox
BdNew + X P Filter -
P .|y

Arrange by: Conversation - Mewestontop =
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Email Folders

Email folders are used to organize email messages.

Right-click on the Inbox (folder list) £ Gitiook Live —
Select Create New Folder... T
a [# Favorites Ehnew -~ X -
[ Inbox (1

Type in a Name for the folder

Hit Enter
* The new folder will appear under the Inbox.
Click + drag an email into the new folder

Note: To select multiple emails that are next to each other
in the Inbox use the Shift key. To select multiple emails that
are not next to each other in the Inbox use the Control key.

Tip: Use the “+” sign to the left of the Inbox folder to
display and hide the folders.

o

MNewest on top

L3 unread Mail (1

13 Sent [tems Arrange by: Conversation -

4 [E3 Jodie Udell (Woodbury Camy =
[ Inbe- "1
37 oraf B Open
[= sent
2 Note
@ Junk
@ Dele: [y Copy Folder. ..

> [ Sear
4 & Contac

4 Other Co

No co, ’ =
F i Create New Folder...

2
@ Empty Folder

Jodie Udell (Woodbury Campus)

Open in New Window

Arranging/Sorting Emails

Emails can be arranged by date, size, flag, etc. Once the emails are arranged, they can be sorted.

Click on the “Arrange by:” link above the email list

Select an Option
* The emails will be arranged by the selected item

Click on the link to the Right of “Arrange by:”
* The emails will be sorted (ex: Newest on top)

4 (3 Favorites Bnew - X F Fiter - 5
[ Inbox (1 g .=
[ unread Mail (1 \
[ sentItems Arrange by: Conversation - Mewestontop =
5 Date
4 53 Jodie Usel (Woodbury Clfry i v
£3 Jodie Lide (Waodbury Camg Jodie Udell (Woodbury (Cenversation
4 ] Inbox |1 E
rom
3 Test
A Drafis To
[ sentItems Size
3 notes Subject

(@ unkEMai

(& Deleted Ttems Type
> [ Search Folders Attachments
Importance
a  contactList
4 Other Contacts Flag Due Date
Flag Start Date

No contacts in this group \
Bz new...

Finding Emails

The find feature will allow you to locate an email containing specific key words and/or criteria.

Simple Search

Type a Key Word into the search box (top of the middle
section)

Hit Enter
* The emails that match your search criteria will appear

Double-click a message to open it

ey et
r'FJ Qutlook Live Home Profile Mail SkyDrive
Inbox
4 [ Favorites IR F Eiter - Y 3
[ Inbox (1 2 v — %GiJ
[ unread Mail (1 bl g
[ sentItems - — T
4 |£3 Jodie Udell (Wioodbury € = v
el Jode Uce! (Woodbury Camy Jodie Udel (Woodbury Campus) +[3 @ Jod
4 [ Inbox (1 ]Vbax
— nbox.

10



Advanced Search

Click on the double-down arrows (to the right of the
magnifying glass)

Select the Search Criteria

Click on the Magnifying Glass
* The emails that match your search criteria will appear

Double-click a message to open it

NOTE: Click on the red “X” (it replaced the magnifying
glass) to clear the search.

4 [ Favorites
5 box
[ Unread Mail
[ sentItems

4 [ box
[ Test
(17 Drafts
[ sentItems
[ Notes
L@ aunk E-Mail
@ Deleted Items
> [ Search Folders

AUUTOOK Live

4 [ Favorites
[ Inbox
[ Unread Mal
[ sentItems

4 [ mbox
L3 Test
A orafts
[ sent1tems
2 Notes
(@ Junk E-Mail
@) Deleted Items
» (31 Search Foiders

TUUTUUK TIVE

4 [E3) Jodie Udell (Woodbury m; [

4 23] Jodie Udell (Woodbury Camy  [C]

[F]  Resultsin:

From

[F]  category:

Subject and message body
v

[ Blue Category

Jodic Udell (Woodbury Campus)

Inbox
BAnew - X
woodbury| X -
Results in: Subject and message body
From ¥
[ Category: [l Blue Category Rd

Arrange by: Conversation -

Home  Fromie

There are no items to show in this view.

Newestontop ~

Man  Skyurive
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Create an Appointment

The Outlook calendar is a great place to store your daily appointments, and events.

Click on the Calendar Bar (left side)

Click the New button (toolbar, top, left corner)
Fill in the appointment information

Click Save and Close (top, left corner)

Note: Use the Recurrence button to set up an appointment

that occurs more than once.
Example: A meeting every Tuesday morning.

E MNew -

D 00
343 Calendar
300
ontacts el

B

/@ Untitled Appointment - Windows Internet Explorer ke
[ ] nitps://outiosk.com/owsf7ac= 1PM.App 009-07-01 =1&fld=LgAAA,
Hseveandcose [ & - H 1 3 8- S m X

Appointment | ScheduliTy RERETENt

Subject: |

Location:

Start time: Wed 7/1/2009 ¥ |10:30PM ~| [C Aldayevent

11



Create A Meeting

A meeting is an appointment that others are invited to attend.

| —

. . | & Untitled Appointment - Windows Internet Explorer @E‘:_Zi-ﬁi
C“Ck on the Caledar Bar (left Slde) 5] https://outlook.com/ows/Tae=ltemEgzNoyfit=IPM.Appointment &st=009-07-01T00:00.008m=1&MId=L gAAAACHS: ~ g\ |
[Hsaveandcose | O ¥ ) H @
Click the New button (toolbar, top, left corner) Bnew - Thopartment | Scheding Asstant |
- : : : 1 i Invite Attendees Button
Fill in the appointment information
Start time: Wed 7/1/2009 v 11:00PM v | [C] All day event
Click on the Invite Attendees button e mmmm ¥ ommm ¥
*“To”, “Optional’, and “Resources” buttons e gm0 e W (e
will appear above the Subject line. Use = = LBl -
the buttons to add the individuals you
would like to invite to the meeting.
@U‘J&iﬂ Meeting - Windows Internet Explorer lEI_‘;_h] E
Click Send (top, left Corner) 2| hitps//outlook.com/owa/tae=ltem@ta=NewSt=IPM.Appointmentist=2009-07-01 TOO00:00&tm=1 &fld=L gAAAACHS + 3 | |
08 J-EF Y 4 B G )m v @
W Scheduling Assistant 1
To... |
Optional...
Resources...
Subject:
Location: Request a response to this invitation
Start time: Wed 7/1/2009 ¥ 11:00PM | [] All day event
End time: Thu 7/2/2009 v 12:00 AM x
[¥] Reminder: | 15 minutes b Show tme as: | Ml Busy v [£] Private
Tahoma viin v B I U Zi= FEE . A- ¢
Create a Contact
A contact can be created for any individual outside of the organization.
) ) HSaweandCl 1] v - o~
Click on the Contacts Bar (left side) Pr— T APV g
Profile =
Click on the New button (toolbar, top, left ) Frstrame
corner) BaNew - ! N
Lastname
Fill-in the Contact Information 4 Fie a5 Last, Frst ]
Click Save and Close (top, left corner) ;;“'
Department

Note: To send an email to a contact, first make sure you
have entered an email for the contact, then click on the
“‘New Message to Contact” button.

Company name
Manager
Assistant
Contact
Business phone
Home phone
Mobile phone

Assistant v

-

Unknown Zone (Mixed) | Protected Mode: On

H®100% ~
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Options

There are several options you can use to customize your student Outlook account.

Click on the Options Button (top, right corner) * dedie Udell (WoodRlpEIRTE NS

Options | [ @ -

-é] % (A3 Move -

. Ol e .

Select an Category (left side) 9 0utiook Live

Account H i =] 3%
: & @ 3B B ¥

Select a Section (across the top) — M el Gl Ged  Repond

Groups
. Settings ds=ve

Look at the Options -

ok £ 3l A Message Options

Number of items to display per page: 50
After moving or deleting anitem:  open the next item ~
Play & sound when new items arrive

Display a notification when new e-mail items arrive

Display a notification when new voice mai items arrive

[ Nisnlav & nofification when new fax items arrive

Click on the My Mail link (top, right corner of the page) to
return to your email

My Mail | fLogOff | @ -




