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1. Note on Using Outlook

Please understand the following when you use Outlook.

1-1 Recommended QOutlook Version

Recommended Outlook version is as below.

B Mac : Microsoft 365 for Mac, Office for Mac 2021

% Microsoft may change the recommendation without notice.

1-2  Mailbox Storage Limits and Message Size Limits

You cannot send over 500 messages at one time.

(as of Aug, 2019)

mailbox storage limit

100GB

sending message size limit

(text + attachments)

25MB (3%%You may not send a
message because limitation of the

addressee.)

receiving message size limit 25MB
(text + attachments)

address book limit 500
file attachments limit 250

recipient rate limit

(Sending message limit / 1 day)

10,000 / 1 day

message rate limit

(Sending message limit / 1 minute)

30 / 1 minute

% Please also refer to the “OWA manual” for notes on the use of Sophia Mail.
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1-3 Limitations of the Mailbox

The limit for all message items including Inbox, Sent, Drafts, Deleted Items, and Junk Email is

100GB. An administrator warning email will be sent when the limit is approaching, so please

reduce the amount of space in your mailbox by deleting unnecessary messages.

Once the limit is exceeded, you will not be able to send, receive, or forward email.

1-4 Alternative Software to Outlook

Sophia Mail is operated using Microsoft’s Microsoft365 cloud service. Therefore, the ICT Office

recommends the use of Outlook by Microsoft.

If you wish to use other email software, please refer to the documents at the end of this manual

to configure IMAP or POP settings.

X Please note that you will not be able to use the schedule and campus address book if you use

other email software than Outlook.
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2. Install Office

Office for Mac can be installed by following the instructions below.

2-1 Install Office for Mac

2-1-1 How to use the Free Version of Office (Microsoft365 ProPlus)

Students enrolled at Sophia University may download Office from the Microsoft website and

install it on up to 5 PCs, including PCs used at home or other locations.
For download and installation instructions, please refer to the ICT Office website.

https://ccweb.cc.sophia.ac.jp/en/userguide/service/sv-11-en/

XIf you leave Sophia University due to graduation or withdrawal, you will not be able to use

the Office installed in this way. After leaving Sophia University, please purchase Office
personally or subscribe to the Microsoft365 service.

XIf you want to install Office on multiple computers in a lab, please use the corporate
version of Office provided by the ICT Office for faculty members.

2-1-2  For Teachers

The corporate version of Office provided by the ICT Office is available for computers used in a lab
and other Sophia University properties that are connected to the university network.
Please refer to the ICT Office’s website for the conditions of use and installation instructions.

https://ccweb.cc.sophia.ac.jp/en/userguide/service/sv-09-en/

This manual applies to the legacy version of Outlook.

If you intend to use this manual as a reference, please ensure that the “New Outlook” feature is
turned off before proceeding.

2{E LA « ict-support@sophia.ac.jp

New Outiook @EI Q Search
Home Organize  Tools ®
- °
O 10 SIREE MR B Y S om
) Forward this item )
New New Delete Archive Reply Reply Forward o R < Junk Rules Tags Filter Address Book Send & Send to Share to
Email  Iltems All Email = Receive OneNote Teams
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3. Mail Settings

Please set the following for using email on Outlook.
(1) Enter your Email Address and click [Continue].
Email Address :
Faculty Members,”Emeritus Professors : OO OO @sophia.ac.jp
Students,/Alumni/Retirees : OOOO@eagle.sophia.ac.jp

Add Account

y -~
g /4
‘ S 08 & O Y
y.l
. Welcome to Outlook
Enter your email address
Add your Microsoft 365, Outlook.com, Google, iCloud, Yahoo, IMAP,
or POP accounts.

Add your Microsoft, Gmail, Yahoo, iCloud
or any personal, work, and school =]
accounts

Create new account

Quit Outlook

(2) If the following image appears, enter your User ID and [Next].

Faculty Members,”Emeritus Professors : [Your ID Number]@sophiamail.sophia.ac.jp

Students./Alumni./Retirees : [Your ID Number]@eagle.sophia.ac.jp

B3 Microsoft
Sign in

(@sophiamail.sophia.ac.jp

Can't access your account?

q Sign-in options ‘
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(3) Enter your ‘Login ID for system on campus’ and ‘password’ for Sophia ICT Account, then click

[Login].

gy & 1 - 225
jV; l- F‘l )\1':
s SOPHIA UNIVERSITY

Integrated Authentication System
‘fl: (7'»3“1} VAT A

Student ID / Faculty ID

[ Password of Sophia ICT Account ‘

JRAD= REENEARBUTOUDEDVGD
Click the link if you have forgotten your password,

B+ I8/E notich
1 % 18/Er

(4) When the one-time code entry screen appears, open the “Microsoft Authenticator” app on

the smartphone and enter the one-time code shown under “sophia”.

% Do not insert a space between the two three-digit groups when entering the code.

) LB

SOPHIA UNIVERSITY

Integrated Authentication System
KA RRIES AT A

D254 L0~ (One-time code)

¥AR—2EANTCHDBFEADLTLIEZ L,

*Enter a 6-digit number without spaces

DU A TERVSSRTRECSHMULEHE 2L,

Authenticator

Q sophia

927 154 =
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XWhen a QR code screen such as the one shown below appears, refer to Logging into the

Integrated Authentication System and follow the setup instructions.

i

FIARE (Device Nome)

/P2 B

Integrated Authentication System

DY AI~F (One-ume code) *

(5) If the following image appears, please click 'Done'.

Learn more...

=. Microsoft @
i

PowerPoint

%2

Your privacy matters

Thanks for using Office! We've made some updates to the privacy
settings of Word, Excel, PowerPoint, Outlook and OneNote to give you
mere control. Your organisation’s admin allows you to use several cloud-
backed services. You get to decide whether you use these services.

These optional cloud-backed services are provided to you under the
Microsoft Services Agreement...

To adjust these privacy settings, open your Privacy Preferences...

|
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4. Mail

To use mail, select [Mail] on the Navigation bar at the bottom of the screen.

@sophia.ac.jp

Home Organize  Tools ®

ME ™ B ‘ 5 % EE % 5 e
= %V @ = SA & 1B ml/ ;\}Q % (]| (Y
New  New Delete Archive  Reply Reply Forward p] Move  Junk  Rules  Read/Unread Categorize Follow Filter [ AddressBook  Send &
Email  Items Al Up Email Receive

@sophia.ac.jp By: Conversations v & ) CONVERSATION

&) Inbox 815
[ orafts 193
= Archive

B sent

il Deleted items 246
58 Junk Email

=1 Online Archive

Archives

[ Drafts
[ RSS 74—F

[ sent

"] Templates

£ Trash 2

£ sEomE

£ mmex—1 Yesterday
1 mmonm

Smart Folders

5 2 O O

Items: 1088 Selected: 2 1§ L - Determining changes. == Connected to @sophia.ac.jp

4-1 Receive Messages

4-1-1 Read Received Messages

Incoming messages appear in the [Inbox] of the account configured in 3-1, and unread messages are

displayed in bold. Selecting an email displays its contents in the browse window.

L} a8 =} BENLA - @sophia.ac.jp Q
Home Organize  Tools @
Y MEME M- Q' & B -Em. e
& % ]E E ool L5 ™ ) f%l (] R_J
ew  New Delete Archive  Reply Reply Forward ] Move  Junk  Rules Read/Unread Categorize Follow Filter Address Book  Send &
Email  Items Al Up Email = ive
sophia.ac.j g o C) CONVERSATION
@sophia.acip By: Conversations v &
£ Inbox 815 Today
[ orafts 193
= Archive
B sent
[il] Deleted items 246
& Junk Email

=] Online Archive

1 Archives

[ Drafts

CIRsS 74—k

1 sent

] Templates

7 Trash 2

[ asome

£ s@gx—n Yesterday
1 mwomnm

> Smart Folders

5 B f 8 0

Items: 1088  Selected: 2 27 b L 1: Determining changes.. -— Connected to: (@sophia.acjp
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4-1-2 Refer to Attachment Files

If there is an attached file, a gem clip icon will appear next to the subject line in the message list.

£ Inbox 991 Yestarday
> Drafts 193
- -
=] Archive ® Yesterday
= Sent

On the Reading Pane, attachments are shown under the subject.

LR T ) =
Yesterday at 14:28
To:
Cc:
ﬁ;‘ 829.2 KB v
Download All - Preview All

There are some methods for referring to attachments.

@ Clicking an attachment displays its contents in the Reading Message pane. The message body
can be returned to by selecting the [Message].
X The ability to preview an attachment depends on the file type.

@ Double-click the attachment file and open.

® Right-click the attachment file and choose [Save as] and save the file.

X Attachments with extensions listed below are treated as dangerous and are blocked by Outlook

upon receipt. The original attachment is discarded, and a text file is attached, indicating that it

was deleted by the filter.

(This information is subject to change without notice, as no public documentation is provided
by Microsoft)

.exe,.ade,.adp,.bas,.bat,.chm,.cmd,.com,.crt,.hlp,.hta,.ins,.isp,.ise,.lnk,.mde,.
mda,.mdt,.mdw,.mdz,.msc,.msh,.msi,.msp,.mst,.pcd,.pif,.reg,.scr,.sct,.shb,.sh
s,.url,.vbe,.vbs,.wsc,.wsf,.wsh,.app,.cpl,.csh,.fxp,.inf,.ksh,.mdb,.ops,.prf,.prg,.
scf,.xsl,.ht,.zi,.vb,.js,.cer,.der,.pwl

10
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4-2 Compose Email

4-2-1

Compose New Mail

(1) Click [New Email] from the [Home] tab.

How to Use Outlook for Mac

o} =) g
Home  Organize Tools
M 1 B S8 S B
New New Delete Archive Reply Reply Forward @JI_7| Attachment
Email | Items All

(2) Enter the recipient address, subject, and body. Next, click [Send].

Message

Send

To:
Ec3

Subject:

Gg Untitled « @sophia.ac.jp
Options

Calibri (Bo.. v 11~ AT A" A =viz v
Paste ¢ B I U b x, Xx £vAv. = ===

X When sending to multiple recipients, separate them with a semicolon *;".

%To send by Bcc, click [BCC] from the [Options] tab to display the BCC.

Message

HTML

Format Text

To:
Cc:

Subject:

Options

—
=

BCC

@v

Request
Receipts

Q 8- £ A

Zoom Encrypt Editor Language

Add BCC recipients

K
Check
Accessibility
B8]
B8}

% Other transmission settings are available in [Options]. Please use them as needed.

11
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4-2-2  Reply or Forward Message

Select a message and click [Reply] or [Reply All] or [Forward] on the [HOME] tab and send a message.
o] = (g
Home  Organize Tools

M- W &= 5B OA | vesting

New New Delete Archive Reply Reply Forward (ulJI_7] Attachment
Email Items All

4-2-3 Attach File

Click [Attach File] on the [Message] tab and select a file.
Files can also be attached by dragging and dropping them from a computer folder. Attached files

appear below the subject line.
) ©) ' (g Untitled . @sophia.ac.jp

Message Options @
Calibri(Bo.. v 11 v AT A" A =vi=v = 53x=q @J [Bl v E
I @ <
B I Uz x ¥ | 2c-Av BI=Z==E i | e Te
To: (B3]
Cc é‘
Subject:
2 :

= 12_How_to_Use_Out... .
~ 5MB

4-2-4  Add Signature on Message

(1) Select [Edit Signatures...] from [Signature] on the [Message] tab.

Message  Options @
EE v éE v € 3= qaq @ D v I I v Pictures v |
ii @ — 'S
B = = = = Attach Insert Table : v Crop (
= ==E File  Link [ signature o
f To-: Edit Signatures... E3)
- g [E5]
Subject: - BIRRERE
12
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(2) Click [+].

[ ] Signatures

Edit signature:

Signature name Signature Preview

-
BHRBE

@ Edit

Choose default signature:

Account: ##>27L%E H#K— kO Sophia University ICT Support (ict...

New messages: None

Replies/forwards: None

How to Use Outlook for Mac

Show All

(3) In the pop-up screen, create the signature. Set the signature for new messages, for

replies/forwards, assign a sighature name, and save.

[ ] 2 Sophia
Signature @
ﬁ”] Calibri(Bo.. v 11~ iZviSev I = g
Paste B I U ab L Av = === |§‘ Pictur’

Signature Name: Sophia

Sophia Taro
Email: xxxxx@sophia.ac.jp

13
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(4) Confirm that the signature just created has been added to the “Signature” field.

[ ] Signatures Show All
Edit signature:
Signature name Signature Preview
T .
e Sophia Taro
Emal poRK @y iy
il Edit
Choose default signature:
Account: 1#EYR7LE HK— kO Sophia University ICT Support (ict... &
New messages: None e
a

Replies/forwards: None

(5) Return to the compose window and select the signature created in (3) from [Signature]. The

signature will be inserted into the body of the email.

Message  Options

= MoE= E E q @ v @ v Pictures v |
[@ ([,

<
= = = = & Attach Insert Table : v Crop (
= = = |:| File Link z Signature \[, N
To: Align Right Edit Signatures... 03
ce e 3
Subject: BINAKRRIE
Sophia

After configuration, the signature is automatically inserted when the compose window is

opened.

14
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Contacts (Address Book)

5-1 Enter Addresses by Using Campus Address Book.

(1) Clicking the icons || to the right of the [To:] and [Cc:] on the
compose window to use the address book and contacts.
[) X g Untitled « @sophia.ac.jp

Message  Options

®
Calibri(Bo.. v 11 v A" A" A =vizv = 3= 9 @ [33" E

lB1usx 2|2 Av|IR===p8 Atach Inser g
To: (G}
Cc: ‘C

Subject:

?:

: 12_How_to_Use_Out... |
~ 5MB

(2) Searching for a recipient’s name, the corresponding name will appear in the list. Click [To],

[CC], or [BCC] to set the recipient.

oo e Search Contacts and Rooms Sea rCh by name

2 )
[Search All Fields ¢ in | . @sophia.ac.jp Directory * | (FO rward Match)

8 results | © Cc Bec |

15
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5-2 Creating Personal Address Book

(1) Click [Contacts] on the bar at the bottom of the screen, then click [New Contact] on the

Home tab.

Home | Organize Tools

Q= [

New New New Delete Em|
Contact Contact List  Items

RS

> Smart Folders

& L0 U
(2) Enter required information and click [Save & Close].

[} (=) New Contact
Contact ®
om- M- 0
Save & Delete Email M Call Video Meeting Forward Map It Categorize Follow Private
Close Call Up
Contact Organization Details Notes Certificates
Phone ©
Mobile & &
Work & &
Internet ©
Work E-mail ¢ ™ B«
Address ©
Work ¢
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5-3 Add Contact Address from Emails

(1) Right-click on the addresser in the reading pane and select [Open Outlook contact].

Home Organize  Tools

e Sl @l sl sl 2
M I8 38 E M & M

ENe“‘II l:slew Delete Archive Reply R:;I)Ily Forward @JI__7| Move Junk Rules Tags

mai ems

Right click on the addresser.

v B @sophia.ac.jp By: Conversations v ¥
2 Inbox 12006 |, Today
f‘% Drafts 194 ‘ -
v Yesterday Cut
=1 Archive T -
= sent -— 2by
) pes—r—— Paste
> @ Deleted Items 246 '
E& Junk Email 225 ~ Send mail
>
» =1 Online Archive & — - Copy address
5 71 Archives aoc BRaaliag
B . Open Outlook contact...
Drafts

- - Services > |
P71 rRSS 74—k

(2) The sender’s contact information will be displayed and click [Add to Contacts].

® =) @sophia.ac.jp
Contact ®@
o R 85 fin
Save & Delete Email IM Call  Video Meeting Forward Map It Categorize Follow Private
Close Call Up
'
Contact Organization Details Notes Certificates
Directory
Name -
Alias
Title
E-mail
Mobile
Phone
Office
Department
Company

Work Address

(3) When the registration window appears, add the required information and click [Save and

Close].

17
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]

Delete

Save &
Close

Contact

@sophia.ac.jp - Eig%

@

= EE I_E_]
- v v
M Lo 4 a5 B, Mo
Email M Call  Video Meeting Forward Map It Categorize Follow Private
Call Up

QOrganization Details Notes Certificates

Phone ©
Mobile 3 &
Work & %

Internet @

Work E-mail ¢ — @sophia.ac.jp

& &0 &

Address ©
Work ¢ ‘)

How to Use Outlook for Mac

(4) Contacts added here will be registered to the account in [My Contacts (GE#&5%)].

Home  Organize Tools

Q= =

New New New
Contact Contact List Items

i

» Smart Folders

Ry A I B

o,
[

Delete Email  IM  Call Video Meeting  Forward Maplt  Categorize Follow Private
Call Up
By: Name v T
hyflex-support-co@sophia.ac.jp
o hyflex-support-co@sophia.ac.jp
Contact

5-4  Use Contact Group

Reading
Pane

Organization

5 Mm@

@ Address Book

Details Notes Certificates

Phone ©
Mobile & &,
Work & %

Internet ©
Work E-mail ¢ hyflex-support-co@sophia.ac.jp  []

Contact Group is a feature that allows individual grouped contacts to be used as a broadcast

email. By grouping frequently sent contacts together, it is possible to eliminate the need to

specify recipients.

18
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(1) Click [New Contact Group] from the [Home] tab.

IDI
—

Oroanize Tools

% X L9[3 |
L A4 =
&7 =7 He &3
New Delete Email Mesting M Forward Map It
ltems
L4 My Contacts Arrange By: Name 2 Az
» ¥ Sophia ﬂ u ENEE BN BN N

(2) Enter group name and click [Add].

[ 9 = Untitled List
List @
L3 ml A =0, v
& + O
Save & Delete Add Rgmove Email Meeting Categorize Follow
Close Up
XXX Committie l
r information
Name E-mail

Double-click to

19
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(3) When a name is entered in the Name field, a list of matching names is displayed, and the
desired person can be selected for addition to the group. If only one match is found, the
name is automatically entered in the Email field.

List

& 0 & R B

Save & Delete
Close

©)

Add Remove Email Meeting Categorize Follow

Up

XXX Committie

Use Bcc to hide member information

¥ oo W

Contacts and Recent Addresses

Dhilaaalich to

Select from result found.

Directory (no matches)

Click [Save and Close] after finishing adding members.

20
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Schedule a Meeting with Other People

In Outlook, individual schedules can be shared and meetings arranged.

By default, schedule contents are public and can be viewed among faculty and staff
(unless restricted). Therefore, care should be taken when entering information.

Schedule contents between students are not shared unless mutual permissions are granted. In
addition, schedules cannot be viewed between faculty/staff and students.

When using a representative email address (e.g., faculty department office), schedule entries
should not be added. Schedules cannot be referenced when an administrative email account is

shared; however, faculty members’ calendars can still be viewed.

To view the calendar, select [Calendar] on the bar at the bottom of the screen.

° Co Calendar New Outiook @EID Q Searc
Home Organize  Tools ®

B Bd & OEHEE O

Appointment Meeting  New Today Day Work Week Month Open Shared alenc @ Address Book
Items Week Calendar missions

< September 2022 > <« ¢ » 11September - 17 September 2022
55 s 1 Sun 12 Mon ® e 14 Wed 15 Thu 16 Fri 17 Sat
a4 5 6 7 8 9 10
n 12 @ 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 10
© Frx
n
O
O 12
O
13
O]
14
O
O

Connected to: ict-support@sophia.ac.jp = - = -+

6-1 View Calendar

The calendar can be displayed in various states. The example above shows it in Group, but it can

21
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also be selected [Day], [Work Week], [Week], [Month], and so on.

How to Use Outlook for Mac

Displayed as [Day] Displayed as [Work Week]

o ]

Displayed as [Month]
HEEE @ &

Day Work Week Month  OpenShared _Calendar B address Book

k Calendar  Permissicns

Wee
4 « » September 2022
Sun

day Monday Tuesday Wednesday Thursday Friday Saturday

6-2 Refer Calendars

14 Wednesday 15 Thursday 16 Friday

Own calendar is set under registered account name under [My

Calendars].

L My Calendars
L v Sophia

On My Computer

X [0On My Computer] is also available under [My Calendars], which
settings and can only be displayed on the computer currently bei

with anyone else).

is independent of the account

ng operated (it is not shared

The calendar can also display other people’s calendars. This section describes how to select the

person whose calendars are to be displayed from the departments
address book (Office Global Address List).

22
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(1) Select [Open Shared Calendar] from the [Home] tab.

Home  Organize Tools

O e B OREE (O] &

Appointment Meeting New Today Day Work Week Month Open Shared] Calendar
Iltems Week Calendar || Permissions

@ Address Book

(2) Enter a name to search, select the person to view, and click [Open].

Open Calendar... Enter the name.
1a | [ |

Select from result found.

(3) Once added to the [Shared Calendars], check for the person to display. The following is an
example of displaying the [Work Week].

Calendar New Outiook @EID  Q
Home  Organize  Tools (@)
- OEEE O

Appointment Meeting  New T Work Week Month  Open Shared Calendar &

" s Bl B Calondar . permissions | £ Address Book
N September 2022 > <« e » September 2022

AT Sunday Monday Tuesday Wednesday Thursday Friday Saturday

4 5 6 7 8 9 10 28 29 30 3N 1 2 3

n 2@ s e v

18 19 20 21 22 23 24

25 26 27 28 29 30

v v v
© rex a 5 [ 7 8 9 10
Om
Om v v v
(0] 15 16 7
-
v
22 23 24
29 30 1

8 B & B O
Item: 1 Connected to: @sophia.ac.jp

23
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6-3 Create Own Appointment

(1) Selecting the day to create an appointment.
Double-click on the time to create an appointment, or right-click and select “New
Appointment”.
% Cannot create an appointment for someone else. For meetings, see “Calling a Meeting”

below.

12 Monday @ Tuesday 14 Wednesday 15 Thursday 16 Friday

New Meeting

New Appointment ||

12 New All Day Appointment

Day View
v Work Week View
~ Week View
Double Month View

13:08

List Format

Manage Additional Time Zones...

(2) Enter the subject of the event and the time

If others view the appointment, they will see that the time is occupied, but the subject line

will not be displayed.

If you enable “All day event”

option.

Appointment

& ] S B O e Biole a b

Save & Delete Invite I:l Reminder: 15 minutes : Recurrence Time CategorizZe Private Dictate Meeting View
Close Zones Notes Templates

Subject: Meeting

Location:

Duration: 30 minutes @  All day event e ave
Starts: 2022/09/15|[=| 11:00|
Ends: 2022/09/15 57| 11:30]

XWhen [All day event] is selected, the meeting status changes from [Busy] to [Free]. In this
state, it appears to others as if no plans exist, so during vacation periods, change the
status to [Busy] or [Out of Office].

(3) After entering the information, click [Save & Close].
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6-4 Calling a Meeting

Attendees can be invited when creating the schedule. An email is automatically sent to the
attendees, and a tentative entry is added to their calendars. Attendees to be invited must be

registered in the Contacts (Address Book) in advance.

(1) Right-click on the time slot for creating an appointment and select [New Meeting] or click on

[Meeting] in the upper left corner.

12 Monday ®  Tuesday 14  Wednesday 15 Thursday 16 Friday

New Meeting

ew Appointmen
New All Day Appointment

Day View
v Work Week View
s Week View
Month View

List Format

Manage Additional Time Zones...

T

(2) To invite attendees, click on the icon |L_i to the right of [To:].

Untitled 2 - Meeting + T - @sophia.ac.jp
Organizer Meeting  Format Text @
2 & O sus AR Q @ E a2  mm u
7 . o 57
BB % O ROk & @
Send Cancel ~ Appointment Scheduling Teams i ~ Recurrence Request  Allow Allow  Room Dictate  Meeting
Meeting Q 16 minutes o Responses Proposal Forwarding Finder @ 5 Notes
From: FEX - @sophia.ac.jp ¢
To: @
Subject:
Location: EE}

Duration: 30 minutes @  All day event
Starts: 2022/09/14|[E7| 11:30
Ends: 2022/09/14| 5] 12:00

(@ This invitation has not been sent.
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(3) Select the attendees using the same procedure as for the email recipient and click “Required”
or “Optional”.

*People who are not registered on the Contacts list cannot be searched.

e0e Search Contacts and Rooms
el , , . l, . Search by name (Forward match).
[Search All Fields | in | = . @sophia.ac.jp Dire

Select attendees from result found.

Select option of the invitation.

1 result l Required  Optional Resuurcel

(4) To set the meeting location, click the icon |E| to the right of [Location].

Untitled 2 - Meeting - FE%& - @sophia.ac.jp
Organizer Meeting  Format Text @
- . -
. = [ Busy B (_R @ E 2 ma,
5 BB - % sse O ke 5 0 @
Send Cancel  Appointment Scheduling Teams. i ~ Recurrence Request Allow  Allow  Room Dictate  Meeting
Mesang | Lllteminaes 3 s i e ey © | (& Notes
From: | FE® - . @sophia.acjp &
To: 5

Subject:
Location: @
Duration: 30 minutes @ | All day event

Starts: 2022/09/14 5] 11:30

Ends: 2022/09/14 3 12:00

(@ This invitation has not been sent.
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(5) Search by room name and click [Add to meeting]. Click [Check Availability] to open the
[Schedule] screen shown in the next section (6) and reserve the room while viewing the
availability.
*If there are no search results for a meeting room, enter the name of the meeting room in
the “Location” field.

Search by name (Forward match).

Select attendees from result found.

Select option of the invitation.

5 results l\dd to Meeting  Check Availabilityl

(6) Using [Scheduling], it is possible to set up a meeting during free time slots while checking

the schedules of the members set as attendees.

Untitied - Meeting « F2% «

Organizer Meeting  Format Text ®

> S[E]o0 @ =~ 0 QD ER: = 8

Send Cancel  Appointment

1]
[l 15minutes  { Recumence Request Allow _ Allow Room @& O Dictate
¥ Respo

New Reoly
Zal i nses Proposal Forwarding Finder

Teams

Duration: 30 minutes @ All day event
Starts: EERY09/14 = 12:00
Ends: 2022/09/14][F]| 12:30

Setting data is

T synchronized.
Tuesday, Sep 13 Wednesday, Sep 14
15

1 9 10 n 12 13

Show work hours only

All Attendees

Omm— O |

-
= [ Busy Tentative W Out of Office No Information

(7) Set the subject, date, and time of the meeting. After the settings are completed, click

[Send]. An email will be sent to the attendees, and a tentative meeting entry will be added

to their schedules.
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{L\ This invitation has not been sent.

£ Show work hours only :

All Attendees

o™ O
Rooms

©

Organizer Meeting  Format Text
>0 0 K =
Send Eancel Appoinsment Scheduling New e
Duration: 30 minuzes B All day event
Starts: EEEBOONA 7 12:00
Ends: 2022/09N4| 57 12:30

Tuesday, Sep 13
5 2

Emal A /

Busy

Untitied « Meoting « ¥&& «

* == [T

) 16 misutes

Teaws
Meeting

0

Tentative W Out of Office

Wednesday, Sep 14

LN
h

» Recurrence Regquest  Alow Alow Room g
= Responses Progosal Formarding Finder

No Information

BOQe: =

[©)
)

Dictate

&)

6-5 Create Recurrent Meetings or Appointments

For meetings or appointments held regularly, such as weekly or monthly, recurring appointments

can be set up by selecting [Recurrence] on the settings screen.

Organizer Meeting  Format Text

Send Cancel Appointment Scheduling

From: | FE#% - @sophia.ac.jp &
To:
Subject:
Location:
Duration: 30 minutes @ All day event
Starts: 2022/08/14| 5| 11:30

Ends: 2022/09/14 7] 12:00

(D) This invitation has not been sent.

Untitled 2 « Meeting - F2% -

s

Meeting

= O Busy

L 15 minutes

> 42

Q

fecurrence

6-6

Accept or Decline a Called Meeting

@sophia.ac.jp
Ly 8 | BB
SO = 8 @
Reguest  Allow  Aow  Room A Dictale  Mesting
JResponses Proposal Forwarding Finder Meates
L
Repeats o
Cvery ] weed (v
On S MTWTF S
Start date: 2022000/
Ind date Iy 0I0N
SSanttime 1530
fnd time 1000
Durstion 30 mntes B
Corcw Oox

When a meeting is called, a tentative schedule is created for those scheduled to attend.
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The tentative schedule is shaded in the calendar.

Home  Organize Tools

[ 0= DEEE O

Appointment Meeting New Today Day Work Week Month Open Shared Calendar @ Address Book
Items Week Calendar  Permissions
< September 2022 > | <« ¢ » 12 September - 16 September 2022
12 Monday 14
17 2 3

4 5 6 7 8 9 10

15:54
n 12 @4 15 7
18 19 20 21 22 23 24

25 26 27 28 29 30 tgst;

Select event and select [Accept], [Tentative], or [Decline].

- Accept : The tentative schedule is confirmed, and the shading in the calendar is removed.
- Tentative : The schedule remains tentative.
- Decline : The appointment is removed from the calendar.

Home Organize Tools  Meeting

Al _ NEADJIIOR
OperjDelete |- ol Respond With Comments F
Respond Without Comments
< b
September e send Response €

an a

A response can be sent to the meeting organizer when accepting or declining.

- Respond With Comments : The message compose window opens, allowing an email to be sent
to the organizer.

- Respond Without Comments : The acceptance or decline response is sent to the organizer.

- Don't Send Response : The acceptance or decline response is not sent to the organizer.

pme Organize Tools  Meeting

=pteyl ERdct

et Dolete. || dolo Respond With Comments
Respond Without Comments
September| it Send Response
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6-7 Edit Event

Double-clicking an appointment or meeting in the calendar displays the settings screen, where
the information can be edited. After making the changes, select [Save and Close].

For meetings, an updated notification is sent to all attendees.

For recurring appointments or meetings, either all occurrences or only the selected occurrence
can be edited.

X Appointments created by others cannot be edited.
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Other Settings

7-1 Receive Email by POP or IMAP

The ICT Office recommends using Outlook for sending and receiving Sophia Mail.

When using other mail clients, configure the settings according to the instructions below.

For details, refer to the manual “X—)LY T NEEDF5IE (Guide to Email Software Settings)”.
(Only Japanese text is available.)

*Users who previously sent and received mail via POP/IMAP in Outlook should reconfigure their

settings using Exchange.

Incoming Settings

Mail Server outlook.office365.com

Encrypted Type SSL

Port Number POP:995 / IMAP:993
Outgoing Settings

Mail Server smtp.office365.com

Encrypted Type TLS

Port Number 587

Account Settings

Login ID Faculty Members,/Emeritus Professor :
Faculty ID@sophiamail.sophia.ac.jp
Students,/Alumni/Retired People :

Student ID/faculty ID@eagle.sophia.ac.jp

Password Password for Sophia Mail

For how to use email on a smartphone or tablet (Android / iOS), please refer to “Sophia Mail -
Setting Manual for iOS and Android”.
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Address :

Phone :

Website :

Sophia University ICT Office
T102-8554

Tokyo-to Chiyoda-ku Kioi-cho 7-1
03-3238-3101

https://ccweb.cc.sophia.ac.jp/

SophialCT Search
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