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1. Note on Using Outlook

Please remove the following when you use Outlook.

1-T Recommended Outlook Version
Recommended Outlook version is as follows.

B Windows: Microsoft365 Apps for Enterprise, Outlook 2021 or later

1-2 Mailbox Storage Limits and Message Size Limits

Outlook cannot send to more than 500 recipients at a time.
(as of Aug, 2019)

mailbox storage limit 100GB

sending message size limit 25MB(3% You could not send a

(text + attachments) message due to the
addressee’s limitation.)

receiving message size limit 25MB

(text + attachments)

address book limit 5004

file attachments limit 250

recipient rate limit 10,000 / 1 day

(sending messages limit / 1 day)

message rate limit 30 / 1 minute

(sending messages limit / 1 minute)

X% Please also refer to the “OWA manual”, which is written notes about using Sophia
Mail.

1-3 Limitations of the Mailbox
The mailbox storage is T00GB, which includes Inbox, Outbox, Sent Items, Drafts,
Deleted Items, and Junk Email.
When the mailbox approaches this limit, a warning message is sent by the administrator,
so the mailbox size should be reduced by deleting unnecessary messages.
If the 100 GB limit is exceeded, sending, receiving, and forwarding emails will no longer
be possible.
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2. Install Office

2-1 Free Office (Microsoft365 Apps for Enterprise)
While affiliated with the university, MS Office can be downloaded from the Microsoft
website. It can be installed on up to 5 computers, including personal devices used at
home.
For details on downloading and installing the software, refer to the ICT Office website.
https://ccweb.cc.sophia.ac.jp/en/userguide/service/sv-11-en/

XIf you leave the university because of graduation or withdrawal, you cannot use
the MS Office any longer. After leaving, please purchase MS Office or contract
with the Office 365 service personally.

2-2 For Teachers Only
The ICT Office offers a download service for Microsoft OS and Office installations for
teachers and staff.
Please confirm the ICT Office Website for the terms of use.
https://ccweb.cc.sophia.ac.jp/en/userguide/service/sv-09-en/
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Please set the following for using email on Outlook.

Adding an account (when using Outlook for the first time)

(1) Launch Outlook.

* If the profile selection screen appears, open [Options], check "Set as default

profile”, and click [OK].

Choose Profile X

Profile Name: | Qutlock |~

Choose Profile X

Profile Name: | Qutlook |~

Options > > Close

QOptions
et as default profile
|_|Prompt for a profile to be used

New... Properties... Delete

(2) Enter your Sophia ICT account and click [Connect].

Faculty Members,”Emeritus Professors: [ID Number]@sophiamail.sophia.ac.jp
Students/Alumni/Retired People: [ID Number]@eagle.sophia.ac.jp

Faculty members: [8 figures ID Number]@sophiamail.sophia.ac.jp

Students: [8 figures ID Number]@eagle.sophia.ac.jp

e Outlook

Email address

Advanced options v

|

/7
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then click [Login].

G0 1 pery 8 v
Xy LK%
SOPHIA UNIVERSITY
Integrated Authentication System
GElriliE > 27 4

Student 1D / Faculty 1D

( Password of Sophia ICT Account 1

SR~ FEENRBRBUTOUOEOUYS
Click the link if you have forgotten your password.

1 2 18/Enatish

T —

How to Use Outlook for Windows

(3) Enter your ‘Login ID for system on campus’ and ‘password’ for Sophia ICT Account,

(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.

W LB

SOPHIA UNIVERSITY

Integrated Authentication System
FARREES AT A

D54 L1—F (One-time code)

AR—ZEIANT ICHIDMFEANLTLIEZL,

*Enter a 6-digit number without spaces.

OJA N TERVSSRIERECSHMLADE S EEL,

= Authenticator ClaN=

@ sophia

927 154~

*When a QR code screen such as the one shown below appears, refer to Logging
into the Integrated Authentication System and follow the setup instructions

e 28
v I PN
Integrated tication System
P ;
try 7y THBBTT.
9551AI—F (Onevm
(24 © e
abmit
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(5) Account added successfully. Click [Done] to launch Outlook.

X

E Outlook

Account successfully added
You need to restart Outlook for these changes to take effect,

3-2 Adding an account (if you are already using Outlook)

(1) Click the [FILE] tab and click [Add Account].

Inbox -

Account Information

Open & Export

3

v -
Save As bliciosoll Qechange
& Add Account

F‘ Account and Social Network Settings
ad}

Change settings for this account or set up mare
Account connections.
Settings =

Access this account an the web,

Office Account https://outlook.office365.com/..sumc.ccsophia.ac.jp/

Connect to social networks,

Options

Change
Exit ?

Continue with the steps from (2) on page 5 above.
Restart Outlook after adding the account.
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4-1

When you use email, select [Mail] on the Navigation at the bottom of the screen.

R

HOME

New  New
Email ltems~ 87

New Delete

Inbox 1
T&E&EM
Sent ltems
Deleted ltems
Clutter
Drafts
Junk Email
Outbox
RSS Subscriptions
Trash
SEEE

I Search Folders

Mail

ITEMS: 81

UMREAD: 1

SEND / RECEIVE
1 —~ . . -
e X Qe
Delete  Reply Reply Forward EE'
All

Respond

Inbox -
FOLDER VIEW

Move to: 7

EJ Team Email

Search Current Mailbox [Ctrl+E)

1o Manager

Quick Steps

1 Move -

~| “mRules~

- Assign
7| MoneNote  pyficy~ [* Follow Up~

- Outlook T E - 0O X%
|E—| (21 Unread/ Read | Search People m-‘
=] =
H. Categarize = [E2 Address Book
Store
Y Filter Email ~
Tags Find Add-ins ~

[F] Maove

P | Current Mailbox =

All Unread By Date *  Newest |
4 Last Week
Microsoft Outlook =4
Microsoft Qutlook Test Message 12719 (b)

This is an e-mail message sent

alendar People

A SEND/RECEIVE ERROR

Tasks -

ALL FOLDERS ARE UP TO DATE,

COMNNECTED TO: MICROSOFT EXCHANGE I E

£2 Reply (2 Reply All ()} Forward
2015/12/19 (I) 20:40
Microsoft Outlook <keni
Microsoft Outlook Test Message

To  Kenichiro Matsumoto
o You forwarded this message on 2013/12/19 23:10, ~

Thiz iz an e—mail message sent automatically
by Microsoft Outlook while testing the
settings for your account

@ 5ee more about Microsoft Outlook.

DA

———

4-1-1

Receive Messages

Read Received Messages

The received message arrives in the [Inbox] configured in section 3-1. Unread messages
are shown in bold. When a message is selected, it is displayed in the Reading Pane.

B - Inbox - - Qutlook ? H - O X
HOME SEND / RECEIVE FOLDER VIEW
El ,‘_|'|:j = x E:ﬂ (t’;‘d ﬁ’;\4 B Move ta: 7 ¥ Move - \% (2 Unread/ Read | Search People m-‘
N .I: e~ Bel Reoly R (‘- . -)d = Manager ~| “Rules~ i H Categorize ~ [ Address Book S
ew ew elete eply Reply Forwar - . — ssign tore
Email Iltems= &7 All Bl ET Team Email | % OneNote Palicy = |* Follow Up ~ Y Filter Email -
Mew Delete Respond Quick Steps [F] IMove Tags Find Add-ins ~
H Search Current Mailbox (Ctrl+E) £ | current Mailbox - [ Q(_ Reply @_ Reply All EE) Forward h
All Unread By Date ~  Newest 201511219 [T] 20:40
4 . .
— 4 Last Week Microsoft Outlook <keni
- Microsoft Outlook =] Microsoft Qutlook Test Message
== Micosoft Outlook Test Message 12719 (1) H
Sent ltems This is an e-mail message sent To Kenichire Matsumato
Deleted ltems oYuu forwarded this message on 2013/12/19 23:10.
Clutter
Drafts This is an email messags sent automatically
Junk Email by Microsoft Outlook while testing the
Outbox settings for vour account.
RSS Subscriptions
Trash
SEEE
I Search Folders
\ S
ﬂ See more about Microsoft Qutlook. | ~
Mail Calendar People Tasks -

ITEMS: 81  UNREAD: 1

CEIVE ERROR

M\ SEND

ALL FOLDERS ARE UP TO DATE,

CONNECTED TO: MICROSOFT EXCHANGE O
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4-1-2 Refer to Attachment Files

If there are attachment files, a clip icon will appear next to the subject on the message
list.

All Unread By Date =  Mewest 4
Fl
4 | ast Week
Inbox 1 (0)
TEE (1] Microsoft Outlook Test Message 12/19
Sent ltems This is an e-mail message sent

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

Search Current Mailbox (Ctrl+E) 0 Current Mailbox - L'_"\_ Reply rﬂ:{l Reply All E—'_\) Forward
All Unread By Date ~  Newest 201512119 (11 2310
4 Last Week
U Microsoft Qutlook Test Message
Microsoft Outlook Test Message 12719 (1)
This is an e-mail message sent To o

Message 5 Sample File.zip (338 B)

This 1s an e-mail message sent automatically by
Microsoft Outlook while testing the settings
for yvour account.

There are some methods for referring to attachments.
@ Clicking on an attachment displays its contents in the Reading pane. You can reread
the message by clicking [Message]
XWhether you can refer to the contents of the attachment depends on the file type.
@ Double-click the attachment file and open it.
® Right-click on the attachment file, choose [Save as], and save the file.

*Blocked extensions
Attachments with the following extensions are considered at risk and blocked by

Outlook when received. The original attachment will be discarded, and a text file will be
attached stating that the filter has removed it.

.ade,.adp,.app,.asp,.aspx,.asx,.bas,.bat,.cer,.chm,.cmd,.cnt,.com,.
cpl,.crt,.csh,.der,.diagcab,.exe,.fxp,.9adget,.grp,.hlp,.hpj,.hta,.htc
.inf,.ins,.isp,.its,.jar,.jnlp,.js,.jse,.ksh,.lnk,.mad,.maf,.mag,.mam,.m
ag,.mar,.mas,.mat,.mau,.mav,.maw,.mcf,.mda,.mdb,.mde,.mdt,.md,.
mdz,.msc,.msh,.msh1,.msh2,.mshxml,.msh1xml,.msh2xml,.msi,.
msp,.mst,.msu,.ops,.0sd,.pcd,.pif,.pl,.plg,.prf,.prg,.printerexport,.
ps1,.psTxml,.ps2,.ps2xml,.psc1,.psc2,.0sd1,.psdm1,.pst,.py,.pYC,.
PYO,.PYW,.PYZ,.pyZW,.reg,.scf,.scr,.sct,.shb,.shs,.theme,.tmp,.url,.v
b,.vbe,.vbp,.vbs,.vhd,.vhdx,.vsmacros,.vsw,.webpnp,.website,.ws,.
wsc,.wsf,.wsh,.xbap,.xll,.xnk

Sophia University ICT-Office
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4-2 Compose Message

4-2-1 Compose New Email
(1) Click [New Email] on the [Home] tab.

EE % s Inbox -
HOME SEND / RECEIVE FOLDER VIEW

% x o s r'\ ¥ M -
[_)I (_,1 A E‘- ove to: o

- te te 3 To Manager -

Mew | New . . Delete  Reply Reply Forward EE' E1 Team Email -

ems~ W@ All
Delete Respond Quick Steps P

” and “Subject” and “message body” and click [Send].

“
(2) Enter “To...
=EH®O0 = Untitled - Message (HTML) ? H - 0O %
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
oLa Arial (Body) |10 - A" A jzja! % [ AttachFile =] [* Follow Up~
3 = .. L2 Y = @
B I U —-:iz=- && 0% Attach ltern ~ - ' High Importance
Paste < b — — — e Address Check ) Aszsign Zoom | Apps for
. oA === =] Book MNames |}'S|gnaturev Palicy - ¥ Low Importance Office
Clipboard = Basic Text [Pl Mames Include Tags o Zoom Add-ins .
To..
=1
Cc.
Send
Subject
Dear Professor *

XWhen you send a message to multiple addresses, enter a semicolon between the

addressees.
*If you want to send a message as BCC, click [OPTIONS] tab and click [BCC]. The

BCC form will appear.
EH % B Untitled - Message (HTML) ? B - O X%
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Calors~ 0.1 ) ) R ¢} [ ]
iy n @ W Request a Delivery Receipt Q' Q
= B Forts- c UM %
Themes Ef-f . Page Permission  Use Voting Request a Read Receipt Save Sent Dgla}r Dl.rect
- U Effects ™ Calar- - Buttons ~ Itern To = Delivery Replies To
Themes Show Fields Permission Tracking ] More Options [P ~
Ta.
=1
Cc.
Send
Bee..
Subject
Dear Professor ™« -
Ful

9
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4-2-2 Reply or Forward Message

Select a message and click [Reply], [Reply Alll, or [Forward] on the [HOME] tab and send a

message.

Eﬂ -"_‘E-I = - Outlock ? H - O X
HOME SEND
0 = T . ¥ [N
El l._| I x Move to: 7 Move ~ E [ Unread/ Read | Search People -
= =
N .I'\II.'j - Del Reohr Reots F ; o Manager *| S Rules~ A HH Categorize ~ [ Address Book )
ew ew elete eply Reply ForwardiEg . . — ssign . X tore
Email ltems~  && 7 E-E EJ Team Email - _,fﬂﬂ OneMote Policy ~ |* Follow Up ~ Y Filter Email
Mew Delete Respond Quick Steps ] Maove Tags Find Add-ins ~
Search Current Mailbox [Ctrl=E) A2 | Current Mailbox - Ef_ Reply @(a_ Reply All Ef) Forward
All  Unread By Date * Newest & 2015/12/19 (1) 20:40
Pl . .
4 Last Week Microsoft Outlook <keni
Inbox 1 _
FE= Microsoft Outlook = Microsoft Outlook Test Message
gl Microsoft Outlook Test Message 1219 (1) ichir
Sent ltems This is an e-mail message sent To - Kenichira Matsumoto
Deleted ltems 6You forwarded this message on 2015/12/19 23:10. ~
Clutter
Drafts This is an e-mail message sent automatically
Junk Email by Microsoft Qutlook while testing the
Outbox settings for your account.
RSS Subscriptions
Trash
SEEE
I Search Folders

4-2-3 Attach File

Click [Attach File] on the [MESSAGE] tab and select a file.
Files can also be attached by drag & drop from folders on the PCs.
Attached files are displayed under the subject line.

EH®O : Untitled - Message (HTML) T EH - O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
o Arial (Body)  ~|10 - A" A gz | U AttachFile E |* Fallow Up ~ Q ’
.— 1— e —— - ' =
D B I U :=-:=- &3 U™ Attach Item - : ! High Importance .
Paste - L es MNames Assign Zoom  Apps for
- ¥y Ww.A- ===F A - * Signature ~ Policy -~ ¥ Low Importance Dffice
Clipboard = Easic Text P Include Tags a Zoom Add-ins RS
To..
=1
...
Send
Bee...
Subject
Attached | | &3 sample File.zip (132 B
Dear Professor =+

XA file up to 25MB can be attached. However, attachments may not be sent even if the
file size is under 25 MB, depending on the file type or the recipient’s system
limitations. If sending fails, reduce the file size to under 20 MB.

10
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*Files with the following extensions can be attached. (This information is subject to
change without notice)

List of the Valid Extensions

.romsg, .xls, .xlsx, .xlsm, .xlsb, .pptx, .pptm, .ppsx, .ppsm, .doc, .d
ocx, .docm, .wmyv, .wma, .wav, .vsd, .txt, .tif, .rtf, .pub, .ppt, .png,
.pdf, .one, .mp3, .jpeg, .gif, .doc, .bmp, .avi, .jpg, .tiff, .zip

4-2-4 Add Signature on Message
(1) Select [Signatures...] from [Signature] on the [MESSAGE] tab.

EH®S 7+ - Untitled - Message (HTML) ? EH - O %
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
LY 4 10 KA gz B atachFie ﬂ [» Follow Up ~ Q a
(e I =

|—_L| g | B I U :i=-iz € = L] = - ' High Importance

Paste .., MName Eign Zoom  Apps for

. ¥y - A === A - | [# signature~ Poficy~ ¥ LowImportance Office
Clipboard Basic Text Signatures... Tags . Zoom Add-ins S

| o |
=1
Send

(2) Click [New] to enter a signature name as you want and click [OK].

?

Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature
E-mail account: |

Mew messages: |[n0ne]

[<1<][=]

Replies/forwards: |[n0ne]

— MNew Signature ?

Edit signature
MS Towz@Ev|[105v] B |

Type a name for this signature:
|Samp|e Signature| |

5 ||E|Business Card |L_';| F=N

| ok || cancel |

ok | Cancel

11
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(3) From [Email account:], select the email address to which you want to add the
signature. Next, start creating a signature. Select the signature you use for [new
message:] and [Replies / Forwards:]. After the selection, click [OK].

Signatures and Stationery : =
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
Sample Signature E-mail account: v
New messages: Sample Signature v
Replies/forwards: |cample Signature W
Delete Hew Save Rename

Edit signature

Malgun Gothic v || 105« B I U Automatic vil= = = [25] Business Card | L_';. 'gg
___________________________ -~
John Smith
Tel ¢ (+81) 3-1234-5678
E-mail : sample@sophia.ac.p
Sophia University ICT Office
v
OK Cancel

(4) After the settings, a signature will be added automatically to the message compose
window.

4-2-5 Schedule Sending Message
(1) Click [Delay Deliveryl from [OPTIONS] tab on the message composed window.

= B Untitled - Message (HTML) T H - O %X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Colors - i a=e 0.0 i ! Ril & [ ]
o n i w Request a Delivery Receipt " Q
& Fonts - = = Q l|. ‘Q—
ThemesEﬁ: . Page Bcc From  Permission  Use Voting Request a Read Receipt Save Sert  Delay Direct
- D Effects ™ cojor - Buttons ~ ltem Tof Delivery Heplies To
Themes Show Fields Permission Tracking ] Maore Options ] ~
To...
=1
E e
Send
Subject
¢J

Sophia University ICT-Office
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(2) Check [Do not deliver before] and enter the delivery date and time. The message
will remain in [Outbox]. The message will be sent when the time comes. After
sending, the message will move to [Sent [tem].

Properties

Settings Security

.—| Importance |Mormal ¥ Change security settings for this message.

p—

Sensitivity | Mormal W Security Settings...

[ ] Do not AutoArchive this item
Voting and Tracking options

—_ |:| Use voting buttons v
= |:| Request a delivery receipt for this message
|:| Request a read receipt for this message

Delivery options

X,
(Y=, [ |Have replies sent to Select Names...
—

Do not deliver before | 2015/12/27 v | (700 w

|:| Expires after MNone 0:00

gaue copy of sent message
Contacts...

Categories Mone |

Close

XThis invitation may not be sent immediately when the delivery date comes. The
invitation will be sent when “auto send & receive” is run after the scheduled
date.

XIf you open the invitation message after putting on [Outbox], the scheduled date
will be cleared. Please be careful.

XFurthermore, on this screen, you can set up properties for sending messages. Use
these settings as needed.

13
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5. Contacts(Address Book)

5-1 Enter Addressees by Using Campus Address Book (for Faculty Members Only)
Faculty members can use the Organization Address Book when they send an email or
invite to meet someone. In the Organization Address Book, organization members are
registered for each organization. You can choose the members by name or organization.

(1) The Address Book or Contacts can be referenced by clicking [To...] in the mail
compose window. When [Offline Global Address List] is selected, registered
members are displayed in phonetic order. After selecting the desired members,
clicking [To ->1, [Cc ->], or [Bcc ->] sets the corresponding addresses.

B H s
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

Cut A A 2 22! :.?\.. {ly " E ™ Fallow Up ~
o | ] I;
Copy @ = ! High Importance
Paste B I U 3 A Address Check Attach Attach Signature  Assign Zoom
- Format Painter Book Mames

Clipboard m Bacic Taut Blamac

Select
.
- Con Organization
send

: (@ Name on ()Mo mn
Subj Search: Name only Maore columns
Go Offline Global Address List - kenichiro_matsur w I Advanced Find

Mame Phonetic Name Department Title

Select [Offline Global Address List]

Business Phone Location

~

% bo

* fefolobeolelotole

o | (i

14
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(2) The addressee can be searched from the [Name List] tab. Enter the name of the
recipient to whom the message will be sent. The matched name appears at the top
of the list. Clicking [To ->1, [Cc ->1, or [Bcc ->1] sets the selected addressee.

box.

*When searching by name, Katakana must be entered in the search

Please sea e addressee D dldKdna
Name List| Qrganizatio
: (@ 5 Address Book
|.T"'f'j‘I7r | 0 |0Ffline Global Address List - kenichiro_matsur vl Advanced Find
| Mame Phonetic Mame Department Title Eusiness Phone Location |

| = == = ____@F _______J}

[+]

C

*

Bee ->

| ok || cancel |

(3) An addressee can be selected from the organization to which the recipient belongs.
When the [Organization] tab is clicked, the members of each organization are
displayed. Clicking [To ->1], [Cc ->1], or [Bcc ->] sets the selected addressee.

Select Names H
Name Lis Organigationl
Search:
| | Go
B@ J:’E.‘?Fﬁ | Mame Phonetic Mame Title Busin
o B 255 I !
o5 Fitiigss a 1
L ERVATLE &
w5 455 “ 7
e
a =
-
-
&
&
s .
< >
To -= |
LCo-» |
| Bee -+ | | |
oK | | Cancel |

15
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(4) An addressee can be selected from a personal address book that has been created.
Click [Contacts] in the [Address Book] list on the [Name List] tab. Instructions on
“how to create a personal address book” will be provided later.

Select [Contacts - Your Email Address]

| Mame List IOrganigation

Test User 2

Test User 2

Search: @ﬂame only DMo;e columns  Address Bool
| | Go |Contacts - L Advanced Find
| Mame Display Mame E-mail Address
2% Sample List Sample List
ﬁ Test User 1 Test User 1 sample@sophia.acjp

Test User 1

Test User 2

T
.

Beoc-=

5-2 Create My Contacts

(1) Select [People] from the Navigation at the bottom of the screen. Select [Contacts]

on [My Contacts] and click

[New Contact] on the [HOME] tab.

ITEMS: 3

5 0 = Contacts - - Outlook ?7 @ - 0O X
HOME SEND / RECEIVE FOLDER VIEW
.& ,T‘ x E Email @ ® ¥ Move - 'é_JForward Contact H] Categorize~ | Search People
- -] & Meeting &8 | £iMailMerge [ Share Contacts > Follow Up - EE Address Book
ew Contact MNew Delete Business C... People - -
Group ltems - i) More - - mja OneNote [EE Open Shared Contacts Private
New Delete  Communicate Current View Actions Share Tags Find ~
<
[ searen contads (ctri<E) =l
4 My Contacts
cL forBci w 123 - Sample List - Test User 1
-
i .
Contacts I Sample List Test User 1
bl Group
Connect to a social network + sample@sophia.acjp
A
+
1Al
7
il - Test User 2
e Test User 2
=
Mail Calenda

ALL FOLDERS ARE UP TO DATE,

CONMNECTED TO: MICROSOFT EXCHANGE

0O B -—+—+ 10m:
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(2) Enter the required information and click [Save & Closel.

Untitled - Contact
FORMAT TEXT
E Details
2 Certificates
[E i Fields
Show

REVIEW

H a1+ 4=
CONTACT | INSERT

P XD W

= S
Save & Delete Save & Forward OneNote General
Close New

Actions

Edit Yomiy]...

Last(@) /First() |

HE S ES B

Book Mames

Mames

Card -

Communicate Options

comgany | |

Department /Job title |

File as |

Internet

EE: E-mail... | - | |

Display as | |

Web page address /IM address | | ‘ |

Business Fax... | - Mobile... -
Addresses
D [] This is the mailing address

Postal code(l) /state(D) | | |

|
v | |
| ]

Phone numbers

| Business.., | ‘ Home...

Business...

Street(B] Map It

Country/Region

Email Meeting More  Address Check Business Picture Categorize Follow Private Zoom

T H - O X

Q

|>

Up~

Tags Zoom -~

Notes

5-3 Add a Contact from an Email Message

(1) Right-click on the sender in the Reading Pane. Next, select [Add to Outlook

Contactsl.

(5 Reply (G2 Reply All £, Forward

2015/12/19 @ 20:40

o

Microsoft Outlook .
Mg oft Outlook Test Me Bz Copy
. . ‘D Paste
Right click on the sender. .
¥ Clear
E:E. Select All

This iz an e~mail message sent automa-

Add to Favorites

Dutlook while testing the settings for % Add to Outlook Contacts

Open Contact Card

Microsoft Qutlook <

) 5ee more about Microsoft Outlook,

MECTED TO: MICROSOFT EXCHANGE 0 B -——F+——+ 1w00%
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(2) The Register dialog box opens. Enter the user information and click [Savel.

Name
Test User 3

CONTACT NOTES

®Email
Email

testuser3@sophia.ac.p

(®Phone

®IM

»

®Work
() Address

(¥ Birthday

Save Cancel

(3) The contact address is registered under [Contacts] on [My Contactsl].

B 5 :
HOME SEMD / RECEIVE FOLDEI
E e® 'T‘ x [E3 Email
v S i e
=] Meetin
Mew Mew Contact MNew Delete =
Contact  Group  ltems~ ¥ Mare
MNew Delete  Communica
£
4 My Contacts
) . 123
Skype for Business E#8 %
-
Contacts !
il
Connect to a social network +
A

5-4 Use Contact Group

A Contact Group is a feature that groups individual contacts together to enable the
distribution of emails. By organizing frequently used contacts into a group, the effort
required to specify recipients can be reduced.

(1) Select [New Contact Group] from the [HOME] tab on the Contacts window.

E oS-

HOME

=
&5
Mew

Items =

SEMD f RECEIVE

Contacts -
FOLDER VIEW
F| .
x & Email - ®
%Mee‘cing ab -
Delete Business C...  People [z
v More -

Delete  Communicate

Current View
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(2) Enter the group name on [Name] and click [Add Members]. Select the address book
or contacts that include the addressee to add.

& H S s Sample Contact Group - Contact Gr|
CONTACT GROUP INSERT FORMAT TEXT REVIEW

) x : o® [z == | [
% =2 &3] m
Save & Delete Forward Members MNotes e Update  Email Meeting Categorize Follow Private 7]
Close Group Group = Ll M Up~
Adtions Show E;j From QOutlook Contacts mmunicate Tags i
Mame Sample Contact Group I E;_} From Address Book
[l Name 3‘_ Mew E-mail Contact E-mail
‘We didn't find anything to show he

-From Outlook Contacts: Select from [My Contacts] that is entered in section 5-2.
‘From Address Book : Select from the Official Global Address List.
‘New Email Contact . Enter email address directly.

(3) Select a member from [Outlook Contacts] or [Address Book]. You can select
multiple members by holding the “Ctrl” key and clicking the members.
Select Members: Offline Global Address List “

Name List| Organization
Search: "é"ﬂame only "::" More columns  Address Book
Go Offline Global Address List - v Advanced Find

Mame Phonetic Name Department Title Business Phone Location

~

AsBeBeBeeBoleeele

= i

Click [OK] after members are added.

(4) On [Add New Member] dialog, enter the name and email address and click [OK].
Add New Member “

Display name: John Smith

E-mail address: labcdefg@sophia.ac.jp

E-mail type: SMTP Custom type
Internet format: | Let Outlook decide the best sending form| w

[+] Add to Contacts
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6. Schedule a Meeting with Other People

Personal schedules can be shared with others, and meeting invitations can be sent in
Outlook. Among faculty and staff members, the title, time, place, and participant
(for meetings) in personal schedules are shared.

Details of the schedule contents are not shared.

Among students, all schedule items are hidden unless mutual permission is granted.
Calendar items cannot be shared between faculty & staff and students.

When using a division account, such as an office account, calendar items should not be
created, although schedules can be viewed through these accounts.

To open the Calendar, click [Calendar] at the bottom of the screen.

B & B Calendar - - Outlook 7T EH - O X
HOME SEND / RECEIVE FOLDER VIEW
l:l r! [ond = D r|—_ + [T [ Share Calendar Search People
e® @ ] <« Ei] =] r j jj Ejj . : L L —
& O & b - i A =1 B3 publish Online~ EE: Address Book
New New MNew  NewSkype Today Next7 My Iy Day Work Week Month Schedule Open  Calendar  E-mail .
Appointment Meeting ~ [tems~  Meeting Days Department Calendar Week View  Calendar~ Groups~ Calendar &7 Calendar Permissions
New Skype Mee... GoTo I Arrange & Manage Calendars Share Find ~
] 20155 128 3 ep . R Today
4« » 2015F12H16H (A Sumida-ku, Tkys - o ae Search Calendar (Ctrl<E) s
BAEXH% gt (1) zerc
29 30 1 2 3 4 5 8 9 10 11 12 13 14
e 7 8 80 20155128168 ({LH)
20 21 22 23 24 25 26 .
27 28 2 [ 3 Calendsr 3 % -
20165 1H =
BB & &* £ & S sl =
12 i
3 456 7 8 9 i)
10 11 12 13 14 15 16 & il = = =
17 18 19 20 21 22 23 T = ?
24 25 26 27 28 29 30 o E e
i
31 1 2 3 4 5 6 —
’ s |msl.wﬂ
| Calendar
B
H = Ehask
= . -
< I E
kd
EE Adda Calendar ...
kd 4 *
Mail | Calendar | People Tasks -

ITEMS: 4 ALL FOLDERS ARE UP TO DATE,  CONMECTED TQ: MICROSOFT EXCHAMGE O

6-1 Check Schedule

Schedule views can be switched as needed. The example above shows as the
“Schedule View”. [Day], [Work Week], [Week], or [Month] can also be selected.
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Show as [Day]

Show as [Work Week]
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» 20155128168 Sumida-ku, Tokyo ~

Aeas
148
[ —

9 'HN
=

=

* 128148 - 128188

# Calendar x

ss Bo
i o Tt Today
— “ ™ e c/ac 1m°¢/3°c
L = x s N x L2 = x L4
LT Heae s G <88
&3l 158 %A 168 ik 178 A% 188 #O
E -] - o ==
=
openo
S
Lunch Break
Callto Teacher
Meet

Show as [Month]

—— P e o rm W e P @
""" & & &8 /s -
S Montn
01 128 o .
. - -
@ < L5 -
12A18 B 48 A
- -
- E
3
&= = - £ 3 w
¥ xR L
- -
3] ‘ "
w & i -
*SRIB BF = =
1 1641718
s e AAEBF #8; 8%
= hd e 4 i .

4 v 201551281608 (L)

8

10 " 12 13 14
2015 12A 168 (iLig)
I I
. : -
E
&
- - A
=
—

[ Address Book

Sumida-ku, Tokyo ~

6-2 Refer Schedules

The schedule can be viewed by selecting
[Calendar] under [My Calendarsl].

X [Calendar (This computer only)] also appears

under the [My Calendars]. This schedule is

4[| Mj,r Calendars

+| Calendar

Calendar (This computer only)

independent of [Calendar] and can only be viewed on the computer currently in use.
These schedule items are not shared with others.

Other schedules can be displayed alongside the personal schedule. Instructions for
selecting schedules from the campus address book (Official Global Address List) will

be provided below.

(1) Right-click [My Calendars] and select [Add Calendar]. Next, select [From
Department List...] and select a department from the department list.
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E‘ 13

« [m| My Calend=r<

|| Calendz

OENE

mE -

== | NewCaIend_arGroup

17— )9 Add Calendar 4 _E:z From Address Book...
Arrange By Name [ rom Department List...

U A By N #2 FromD Li
Show alendars a rom Hoom List...

g Show All Calend fer F R L

O Refresh Free/Busy t@ From Internet...

| | - = Up 3 Open Shared Calendar...

1 = » Move Down .

—

How to Use Outlook for Windows

Add a Department

=3 8¥R
w5 #5555
o[ HifiiEEs
P
- #8E

The example below is shown as [Schedule View].
*You can refer to 30 schedules at once.

(2) Selected schedules will be added to [Calendar]. Select people to refer to the
schedule.

ITEMS: 4

&

G

“ =
HOME

T
o
New

Calendar -

o

FOLDER

= B

SEND / RECEIVE VIEW

= & E

New Mew  NewSkype Today Next7 My My
Appointment Meeting - Items = Meeting Days Department Calendar
New Skype Mee... GoTo &

4 20155 12 » -

<« v 2015F12A168 (AR

B AKX KA & £ ( )

2930 1 2 3 4 5 8 9

6 7 8 9 10 11 12
13 14 15 16 17 18 19

2015512168 (LR

Select members that you want

to show on the calendar.

E2 adda calendar ...

[
Mail Calendar People Tasks -

Week

R BEEHE

Day Work Week Monfh Schedule

- Qutlook

™

Open  Calendar  E-mail

?7 B - O X
[, Share Calendar Search People

[ Publish Online ~ [ Address Book

&% Calendar Permissions

View  Jcalendar~ Groups »  Calendar
Arrange 5 J Manage Calendars Share Find -
Sumida-ku, Tokys = Today [ search Calendar (Ciri+E) P
" 12°C/4°C
10 11 12 13 14

ALL FOLDERS ARE UPTO DATE.  CONMNECTED TO: MICROSOFT EXCHANGE

O

*When you show [Schedule View], you may not show the whole subject of the
event. In that case, switch to [Day] view and mouse over the event. Detailed
information will be shown in the pop-up window.
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e o - Calendar - Outlook 2 @M - A X
HOME ~ SEND/RECEVE  FOLDER  VIEW

E R @ EE B B|lEEEREE B [ T e

[ Publish Online [E= Address Book
New New  New NewSkype Today Next7 My My Day  [Vork Week Month Schedule  Open  Calendar  E-mail _,
Appointment Meeting~ ltems~  Meeting Days Department Calendal beek View  Calendar~ Groups~ Calendar & Calendar Permissions
New Skype Mee... Go To Arrange m Manage Calendars Share Find ~
4 20155 12 3 . S Today Tomerrow
<« » 2015F12518H Sumida-ku, Tokyo > R Lo a0 (NG e | Search Calendar (ctri-g) =l
B A k& & & £ 12°C/4°C 11°C/3°C
2330 1 2 3 4 5 # Calendar .: Updating X & x ol x »fi=E x » x
6 7 8 9 10 11 12 888
13 14 15 16 17 18 19
186 0O
20 21 22 23 24 25 26
27 28 29 Ml 31
20165 18 .
Open Office 7
B A X K#& &z 10 P @

12
3 4 5 6 7 8 9 11

0112 13 14 15 16 Detailed information will appear on pop-up
17 18 19 20 21 22 23 12 Lunch Break
#omommoem e @ when mouse cursor is on the schedule.
- =
Meeting with Professor *** Call to Teacher ***
Start: 2015/12/18 1500 Meeting with Professor ***; Conference room

End: 2015/12/18 13:30

Location:  Conference reom
Reminder: Nene

= . Close Office o

Mail Calendar People Tasks -

ITEMS: 8 2 REMINDERS: 1 A\ SEND/RECEIVE ERROR  THIS FOLDER IS UP TO DATE.  CONNECTED TO: MICROSOFT EXCHANGE O

6-3 Create Your Event
(1) Select the day on which the appointment is created.
Personal appointments are displayed in the [Calendar] section. Double-click the
time slot to create the appointment, or right-click the time slot and select [New
Appointment].
XAppointments for other users cannot be created. For meetings or discussions, refer
to “Create and Request a Meeting Request” described later.

. . Tod
<« »| 2015128188 (FO) Sumida-ku. Tokyo ~ 2 (5 [ seq
8 9 10 11 12
20155128188 @FO)

Lunc|

Calendar

Updating...

Mew Appointment

Mew All Day Event

Mew Meeting Request

Mew Recurring Appointrent

- aa ml

Mew Recurring Event

(2) Enter the subject of the event and time
If you click the key icon ' , the event will be private. Other people can recognize that
there is an event at the time, but the subject is concealed.
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FORMAT TEXT

EE = ) :
APPOINTMENT INSERT

REVIEW

meeting with professor * - Appointment

The event will be private.

T =

EXe @ B & B &L
Save 8 Delete (& . Appointment Scheduling  Skype  Meeting Invite . 2

Close h Assistant  Meeting  MNotes  Attendees
pr—lioi SR e
Subject |meeting with professor ***
Location conference room 1-123
Start time |zo15f12,v13[§=-] E|| |10:00 v| [] All day event
End time |zo15f12,v13[§=-] E|| |10:30 .|

H

Text in this area is not open.

If you enable “All day event” option.

Please change this setting.

*When you enable the [All day event] option. [Show as] setting is changed
automatically from [Busy] to [Free]. Others would recognize that the time is vacant.
If you are on vacation at that time, change the setting to [Busy] or [Out of Officel.

(3) After entering the information, click [Save & Closel.

6-4 Create and Send a Meeting Request
When creating an appointment, attendees can be invited at the same time. An email is
sent to the attendees automatically, and a tentative entry is added to their calendars.

(1) Right-click the time slot where the appointment is created and select [New Meeting
Request], or click [New Meeting] — [New Meeting] in the upper-left of the screen.

4 »

2015123 18H ¢Fr0O)
8 9
2015128188 FR0)

Calendar

Updating...

Sumida-ku, Tokyo = ;r;“d(ai}}zl"[ [5e4
10 11 12
] [

i

Mew Appointment
[ew All Dav Event

Lunc|

Mew Meeting Reguest

| I

Mew Recurring Appointment

HOME

SEMD / RECEIVE

= &

MNew New

Appointmer Meetin

@ MNew Meeting

FOLDER

1 i MNew Meeting with All
= = L A - o

4

= —

R R
Mew Skype  Today Mext7
i Days Department Calendar

4

VIEW

My

GoTo

2015FE12818H F0O)

Calendar -

2 B
L]

My Day Wq
We

[
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(2) To invite others to a meeting, click “Invite Attendees”.

Use Outlook for Windows

meeting with professor ** - Appaintment

BH® e+ b=
APPOINTMENT INSERT

FORMAT TEXT REVIEW
Zxe N B @ o 2 kEes  Jorwm K
Sca:r:sft Delete e) . Appointment S:;:i::lalir;g N:::t?:g M:::g A;::i;zs @ Time Zones Cate%orize
Actions Show Skype.. = Meetin,| Attendees Options [F} Tags
Subject |meeting with professor ***
Location conference room 1-123
Start time |zo15112;13:$] E|| |10100 = | [] All day event
End time |ao15r12f1ar$] E|| |10130 -
o

(3) Click [To---] and select attendees from the Address Book.

EH® @ 1+ 4 =

meeting with professor ** - Meeting

MEETING INSERT FORMAT TEXT REVIEW
= = ~y
Xe B B & B R, ZEw Ok
Del Appoi Scheduli Sl i et G i | 53@ @ Time Zones o
elete Q’ - ppointment 5c eduling kype eeting ance Iﬁ . EE——
Assistant  Meeting Notes  Invitation & &
Actions Shaow Skype M... Meeting... Attendees Options P
ﬂ‘r’ou haven't sent this meeting invitation yet. R
To.. ||l
Ijl Subject |meeting with professor *** |
Send
Location |conference room 1-123 - |
Start time | 20151218 () | 1000 ~| [ A day event
Endtime  |2015/12718 () | [1030 -
B I

(4) Select attendees. The process is the same as selecting email addresses. Select
attendees and click [Required] or [Optionall. After selecting attendees, click [OK].

Select Attendees and Resources: Offline Global Address List

Mame List| Organization

Search: (® MName only () More columns  Address Book
| | s

| offline Global Address List - v|  Advanced Find

Phonetit Name Title Business Phone

Department

Location ‘

Reguired -» i

Optional -» |

Resources -> |

QK || Cancel |
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(5) If you want to select a meeting room, click [Rooms...]. If there are meeting rooms
that have registered on this system, click the meeting room. After the setting, click
[OK]. (The function of registration is not available as of Jan 2016. Therefore, you

cannot use “Room Finder”.)
B H® =

MEETING INSERT FORMAT TEXT REVIEW

x s} E —_@ iE\ ﬁl B EE] ey . ¥ Recurrence
3 ‘E il k‘
“ - 5} @ Time Zones

meeting with professor ™ - Meeting

Delete E_)'. . Appointment Schelduling SkyFle Meeting C.anc.el Iﬁ } 15 minutes - -
Assistant  Meeting Motes  Invitation & 22 Room Finder
Actions Shaow Skype M... Meeting... Attendees Options P
ﬂ‘r’ou haven't sent this meeting invitation yet. R
To.. |
’ Subject meeting with professor ***
Send
Lacation conference room 1-123 - Rooms...
Starttime | 2015/12/18 () | |10 - All day eyent
(6) Select a meeting room, click [Rooms ->1], then click [OK].
Select Rooms: All Rooms E
Name List| Qrganization
Search: (® Name only () More columns  Address Book
Go All Rooms - W Advanced Find
| Mame . Phonetic Mame Location Business Phone Capacity Description

a8 Roam
Roam

PEPY oir Ty Py 2EERIREE AT 4 7. 3101
FERES L —IHEAT Va.

T A PR A= AR

Rooms -»
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(7) By using [Scheduling Assistant], you can assign a meeting to a vacant time by

confirming the schedules of the attendees.

BHS O+ U

meeting with professor = - Meeting

7T H - O X
MEETING INSERT FORMAT TEXT REVIEW
= EE; % Recurrence [ ]
= BIE | B BY zmws
Del Appoi S hed_l' Sl E M et C >-<I ?0 @ Time Zones G III ' z A. f
elete 9-) - ppointrmerf Scl : uling ky;_:le eeting .anc.e la B Room Finder ategorize " oorm pp§ ar
Assistant = J Meeting Motes  Invitation & & - Office
Actions Sk Skype M. Meeting... Attendees Options [F] Tags Zoom Add-ins A
*= send % |100% -| 20155E12 H 180 2820 20155
17:00 &00 %00 10:00 11:00 12:00 14:00 15:00 16:00 17:00 &00
| |

4

|AQdAttendees...||Ogtions - Start time 13:00
gowne oo 0[50 ]

M Eusy [£ Tentative [l Out of Office [Z Working Elsewhere [N No Information [ Outside of working hours

Setting data is

synchronized.

(8) Enter “Subject”, “Start time”, and “End time”. After setting the information, click
[Send]. An email is sent to attendees, and temporary events will be assigned to

their schedule.

meeting with professor = - Meeting

BHH® e
MEETING INSERT

?H - O X
FORMAT TEXT REVIEW
= E 3]
Xa 0 E & B R, 25w [0 & &)
X X - h 55@ @ Time Zones . !
Delete =1 Appointment Scheduling  Skype Meeting Cancel . Categorize Zoom | Appsfor
Assistant  Meeting Notes  Invitation o- &8 Room Finder - ¥ Office
Actions Show Skype M... Meeting... Attendees Options [F] Tags Zoom Add-ins -~
Mven't sent this meeting invitation yet.
o | B = = |
= Subject meeting with professor =
Send
Location ‘conference room 1-123 v|
Start time ‘2015}12,-'13[%] E” |13:0u = | [] Al day event
End time ‘2015,‘12}18[%] EI‘ |13=30 -‘
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6-5 Create Recurrent Meetings or Events

To set up a meeting or event that occurs weekly or monthly, click [Recurrence] on
the screen to apply the settings.

How to Use Outlook for Windows

G = ) =
MEETING  INSERT  FORMAT TEXT
xe 00 2 ®

ﬂ You haven't sent this meeting invitation yet.

To.. - 1
Subject meeting with professor***l
Send
Location conference room 1-123
Starttime | 2015/12/13 (£)
End time 2015/1218 ()
M

Delete 9’ . Appointment Scheduling Skype
Assistant ~ Meeting
Actions Show Skype M...

meeting with professor *** - Meeting 7T H - O X
REVIEW
= ¥ Recurrence
B R zE S 3 L
il . @ Time Zones .
Meeting C.anc.el lj . 15 minutes M Find Categorize " Zoom App;for
Motes  Invitation & &% hoom Finder - Office
Meeting... Attendees Options [F Tags Zoom Add-ins A
Appointment Recurrence E

Appointment time
Start: 13:00 v

B |10 End: 13:30 v

FE| [13:30 Duration: | 30 minutes Y]
Recurrence pattern
() Daily Recur every |1 weekis) on:
(@) Weekly mI=EE=! mpzES=! WP C7keeE
() Monthly Ol A28 V&8 ==
() ¥early
Range of recurrence
Start: | 2015/12/18 () v| @mNgend date

(JEnd after: |10 | occurrences
() End by: 2016/02/19 () v
Cancel Bemove Recurrence

6-6 Accept or Decline Invited Meeting
When a user is invited to meetings, a temporary event is assigned to their schedule

(cf.5-3)

The temporary event is displayed with a striped line.

< 2015FE12816H (1LH)
8 9
2015F 12168 (LIH)
Calendar

Sumida-ku, Tokys - I;EE}:%"C Search Calendar (Ctrl+E)
10 11 12 13

Select the event and select [Accept], [Tentativel, or [Declinel.

-Accept

‘Tentative : The event remains in a temporary status.

‘-Decline

. The event is removed from your schedule.

28

: The event is fixed, and the stripe will be erased from the event.
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kS S - CALENDARTOOLS ~ Calendar - - Qutlook
HOME SEND / RECEIV] i MEETING
x L—_)| Wl} ’? x T V(_ ZZ show As: Tentative - O I Private
- " } ! 1 HighImportance
Open Delete Forward Meeting Accept Tentative Decline opose Mew Respond Reminder: | None . |Recurrence  Categorize Low
- Motes - - - Time~ - - ow Importance
Actions Meeting Note T . —Ttore Sencling Options Tags
4
4 13 c c N TS n
20154 12H Send the Response Now ] (TA}JE) Sumida-ku, Tokys ~ I:EE;!““C search Calendar
B A& K& & £ Do Mot Send a Response
2930 1 2 3 4 5 8 9 10 11 12

When accepting or declining a meeting request, a response can also be sent to the

meeting organizer.

-Edit the Response before Sending: The email composition window opens, allowing a
message to be sent to the organizer.

-Send the Response Now: The acceptance or decline result is sent to the organizer.

-Do Not Send a Response: The acceptance or decline result is not sent to the organizer.

6-7 Edit Event
Double-click the appointment or meeting to be edited in the calendar view. The
appointment details screen opens, where the information can be modified, and then
click [Save & Closel.
For meetings, a notification is automatically sent to the attendees again.
For recurring appointments or meetings, it is possible to modify either all occurrences
or only the selected one.

X Appointments created by other users cannot be edited.
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7.

Other Settings
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7-1

Use Sophia Mail with other mail apps.

The ICT Office recommends using Outlook for exchanging email via Sophia Mail.
If you want to use a different email client, please refer to the settings.
*[f you are using Outlook with POP/IMAP access, please create a new account 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 Users whose email address is

xxx@sophia.ac.jp

Faculty ID@sophiamail.sophia.ac.jp

Users whose email address is

xxx@eagle.sophia.ac.jp
Student ID,“faculty

ID@eagle.sophia.ac.jp

Password Password for Sophia Mail

How to use email on a smartphone or tablet (Android / i0OS), refer to “Sophia Mail -

Setting Manual for iOS and Android”.

7-2 Forward Emails from Sophia Mail to another email Service

The ICT Office does not recommend you forward messages from Sophia Mail to a
smartphone or another email service. Please apply for Sophia Mail settings on your
smartphone and receive an email. When forwarding an email, refer to [For Faculty] How

to Use Sophiamail OWA, section “10. Forwarding settings”
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