


From: Georgina Lannon
To: Keith Barrett
Subject: RE: ATIPP Request - Microsoft Office 365
Date: Wednesday, May 22, 2019 12:47:00 PM
Attachments: Invoice # 9825680543.pdf

Invoice # 9825680540.pdf
Invoice # 9876815741 for City of St. John"s.pdf
Invoice # 9876815742 for City of St. John"s.pdf
Invoice 9877307610.pdf
Invoice 9877307611.pdf
Invoice 9877429817.pdf
Invoice 9877436892.pdf
9877991241.pdf
9877984062.pdf
9877984061.pdf
9877984060.pdf
9877984059.pdf
9877991243.pdf
MS Ent Agreeent 1st Year - 2017.pdf

This is what I found, however Coralie may have more documentation in her emails that is not
attached. The current contract was renewed March 2017 and it expires March 2020.
 
Invoices 9825680543 (PUR00079611) and 9825680540 (PUR00079612) are both for the contract

renewal for March 2017. 1st year payment of new contract.
Invoices 9876815741 and 9876815742 (PUR00091102) are both for the contract renewal for March

2018. 2nd year payment of contract.
Invoices 9877307610, 9877307611, 9877429817 and 9877436892 (PUR00094837) are for a True up
for additional licenses purchased July 2018.
Invoices 9877991241, 9877984062, 9877984061, 9877984060, 9877984059, 9877991243

(PUR00102029) are for the contract renewal for March 2019. 3rd year payment of contract.
 
Also, the signed contract for 2017 is attached.
 
Let me know if there is anything else needed.
 
Thanks, Georgina
 
Georgina Lannon, Office Services Supervisor
Corporate Information Services, 2nd Floor
City of St. John's
10 New Gower Street
St. John's NL A1C 1J3
(709) 576-8022
Email: glannon@stjohns.ca
Website: www.stjohns.ca
 

From: Keith Barrett <kbarrett@stjohns.ca> 
Sent: Wednesday, May 22, 2019 9:29 AM
To: Lori Reid <lreid@stjohns.ca>; Georgina Lannon <glannon@stjohns.ca>
Cc: Marie Taylor <mtaylor@stjohns.ca>; Rick Bennett <RBennett@stjohns.ca>
Subject: FW: ATIPP Request - Microsoft Office 365



 
Lori can you send along a copy of the PowerPoint presentation and any other documentation that
was created for the end users?
 
Georgina, can you take a look at the contracts that we have in the software inventory from the
original purchase date for O365 as well as the renewals?
 
I’ll create a TrackIT ticket.
 
Keith
 

From: Derek Coffey <dcoffey@stjohns.ca> 
Sent: Tuesday, May 21, 2019 2:22 PM
To: Keith Barrett <kbarrett@stjohns.ca>; Rick Bennett <RBennett@stjohns.ca>
Subject: FW: ATIPP Request - Microsoft Office 365
 
Folks,
 
See the attached – let’s discuss at our meeting tomorrow
 

From: Kenessa Cutler <kcutler@stjohns.ca> 
Sent: Tuesday, May 21, 2019 2:18 PM
To: Derek Coffey <dcoffey@stjohns.ca>
Subject: ATIPP Request - Microsoft Office 365
 
Please see the attached request for information.
 
If you have any questions just ask!
 
Kenessa Cutler
Access to Information and Protection of Privacy (ATIPP) Coordinator
Office of the City Clerk | City of St. John's
t. 709 576 8429 | e. kcutler@stjohns.ca
 

Disclaimer: This email may contain confidential and/or privileged information intended only for the
individual(s) addressed in the message. If you are not the intended recipient, any other distribution,
copying, or disclosure is strictly prohibited. If you have received this email in error, please notify me
immediately by return email and delete the original message.



































































Add Boardrooms to your Outlook Calendar 
 

Open your Calendar view, and from the ribbon, click Open Calendar – From Room List… 

 

 

The Global Access List (GAL) should appear with ‘All Rooms’ selected.  

 

Once the Rooms display in the list, select the rooms you want available to show in your calendar.  (You 
can select multiple rooms by pressing and holding the shift or ctrl keys).  Once selected, click the Rooms 
button to add the selection to your list, then click OK.  

 

 



Your calendar(s) should now be added to the bottom of your Calendar navigator.  You may have to wait 
a moment or two for the information to flush through.   

  

 

  



How to add an External Contact List or 
Calendar to Outlook 

 

Open your Outlook Client and select the ellipsis at the bottom of the navigation (…). Then select 
Folders. 

 



 

Expand the Public Folders, All Public Folders and then CSJ Public Folders. You will then see any 
External Contacts Lists and Calendars that you have permissions to access.  Right-click the item 
you want and select Add to favorites.  Another dialog-box will display and you can name the 
Favorite folder and click Add. This will add it to your Outlook Other Contacts/Other Calendars 
selection. 

     

  



For Other Contacts 
Now you can add the new Contacts list to the Address Book list also to allow you to easily select them 
when creating email or groups.  

Right-click on the Contact list again in Public Folders and select Properties. Then on the next dialog box 
select the second Tab for Outlook Address Book and check Show this folder as an email Address Book. 

This same process can be done from the Other Contacts navigation. 

            

You should now see the External Contact List from your Contacts under Other Contacts. 



  



You will also see the option to select it in the Address Book Listings and select Members from 
the list to send emails to. 

 

 

  



This contact list will now be available from your Outlook Client and Outlook Office 365. 

**NOTE:  Contact list GROUPS are NOT available through Outlook Office 365.   

  

 

  



For Other Calendars 
This calendar will now be available from your Outlook Client and Outlook Office 365. 

 



How to Schedule Rooms in Outlook

Scheduling meeting rooms works a little differently in Outlook than what we were used to with Lotus 

Notes.  Lotus Notes would check a room availability and prevent you sending the invitation if the room 

wasn’t available.  Outlook on the other hand, will send your invitation without that check. Therefore, it 

is important for the user to confirm room bookings.   

There is also a common misconception about a meeting invite’s ‘Location’ drop down list.  This list is 

primarily for entering private locations – manually typing in someone’s office or Tim Hortons.  Simply 

entering the room name into this field will not book that room.  If you want to book an organizational 

resource, you must ensure that you use the ‘Rooms…’ button to the right of the ‘Location’ field.   

 

To book a board room when sending a meeting invitation, please confirm the following:   

1. When attempting to book a meeting room, make sure to select the ‘Rooms…’ button.  If you do 

not click the ‘Rooms...’ button, your room will NOT be booked.  Do not use the location drop 

down list.   

2. Ensure that the room requested displays in your ‘To:’ field.  (It will also display in the Location 

field by default).  If the room name does not show in the ‘To:’ field, your room will NOT be 

booked.   

3. You room booking will be confirmed by email.  If you do not get an email stating your request 

has been accepted – your room will NOT be booked.   

 

               

 



 

Office 365 - Advanced Threat Protection 
Safe Attachments (Dynamic Delivery) 
Safe attachments help to protect your organization from malicious content in email attachments and 
files in SharePoint, OneDrive, and Microsoft Teams. 

When you now receive an email with an attachment it will be delivered right away with the message, 
however, the attachment will not be available until scanning is complete.  You will see the following 
result.  The email with the attachment will be delivered a few minutes later when scanning is finished, 
and Microsoft is satisfied that the attachment is safe to open. The scanned message and attachment will 
replace the original message you received. 

 



 

 

 

Safe Links 
Safe links help prevent your users from following links in email and documents that go to web sites 
recognized as malicious. Protect your users from opening and sharing malicious links in email messages 
and Office 2016 desktop apps. These links may take you to a site that you think you are logging into, but 
in fact that are stealing your account and password. Safe Links prevents this from happening. 

  



Unless you hover the link that is sent in the email you will not notice a difference. When you click the 
link you will be redirected to a Microsoft site to first test that the link is not malicious and then 
redirected to the official site.  This may take a little longer, but it is worth the wait to make sure the links 
you click are secure. 

 

 

 

 

 



Out of Office on your iPhone 
Steps to enable Out of Office on your iPhone 

 

               

 

                      

***NOTE:  Unlike your Outlook desktop client, you do not enter a start/end date.  You must turn the 
option on when leaving and off when returning.     









Outlook 2016

Find whatever you need
Type a keyword or phrase into the Tell me what you want to do search box on  
the ribbon to quickly find the Outlook features and commands you’re looking for, 
to discover Help content, or to get more information online.

Get other Quick Start Guides
Outlook 2016 is just one of the newly designed apps in Office 2016. To download 
our free Quick Start Guides for any of the other new versions of your favorite apps,  
visit http://aka.ms/office-2016-guides.

Next steps with Outlook
See what’s new in Office 2016
Explore the new and improved features in Outlook 2016 and the other apps in  
Office 2016. Visit http://aka.ms/office-2016-whatsnew for more information.

Get free training, tutorials, and videos for Office 2016
Ready to dig deeper into the capabilities that Outlook 2016 has to offer? Visit  
http://aka.ms/office-2016-training to explore our free training options.

Send us your feedback
Love Outlook 2016? Got an idea for improvement to share with us? On the File 
menu, click Feedback and then follow the prompts to send your suggestions  
directly to the Outlook product team. Thank you!

Look up relevant information
With Smart Lookup, Outlook searches the Internet for relevant information to 
define words, phrases, and concepts. Search results shown on the task pane can 
provide useful context to information you need to share with other people.
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NOTE:  Unlike Lotus Notes, CSJ Holiday time is not booked in your personal calendar and will show as 
‘available’ time to others attempting to book meetings with you.   
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Migrating your iPhone and or iPad to Outlook 

As part of the Office 365 and Outlook Migration Project, you will need to enroll your iPhone and/or iPad with a new 

Mobile Device Management system (MDM). Please complete the following steps on your iDevice(s) to complete the 

enrollment. 

1. If you do not already have the “Company Portal” app installed, please install it by going to the App Store and 

search for “Company Portal”, then tap the “Get” button next to “Intune Company Portal” and select install. 

 

 

 

 

 

 

 

 

 

 

 

2. Locate the App on your device and tap on it to open. Sign in with your full city email address (ex: 

jgreen@stjohns.ca), tap “Next”, enter your Windows password and tap “Sign in” 
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3. Tap “Begin” in the top righthand corner, then “Continue”, then “Next”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Tap “Allow”, then “Install” and enter your Passcode for your device.  
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5. You will be prompted to install the Management Profile. Tap “Install”, “Install” and then “Trust” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. When prompted, Tap “Done”, “Open” and “Done”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Your device is now enrolled. The instructions on the following pages are to get your new Outlook Email! 
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Accessing your new Outlook Email 

 

1. If you do not already have the “Outlook” app installed, please install it by going to the App Store and search for 

“Microsoft Outlook” then tap the “Get” button next “Microsoft Outlook” and select install.  

*See page 7 if you already have the Outlook app installed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Locate the App on your device and tap on it to open. Tap “Get Started”, “Notify Me” and then “Allow” 
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3. The Outlook app should find your city email account.  Tap on “Add Account”, “Maybe Later” and then “Skip”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Your email should now be visible on your device however there are couple of settings that we recommend you 

disable to remove the possibility of inadvertently missing perhaps important emails. Select the Menu option in 

the top left corner of your Outlook app, then select the gauge wheel bottom left, and then DISABLE both 

“Focused Inbox” and “Organize by Thread”  
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5. While still in the Settings menu, select “Swipe Options”, tap “Archive” and choose the “Delete” icon.   

 

6. Lastly, while still in the Settings menu, select your Office 365 account, toggle on “Save Contacts” and “Ok” 

• You may be prompted to turn on iCloud contacts. This is ok to do. 

• The contacts app is VIEW ONLY. To add or edit contacts, you must use the Outlook app. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You’re all set! 
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Adding your City Email to your already existing Outlook App 

This section is for individuals who have outlook on their device(s) already for their personal email (@hotmail.com and 

@outlook.com.) 

1. Tap the Menu in the top left-hand corner of your screen, then tap the add email icon and then type your city 

email address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Tap “Add Account”, enter you Windows password and tap “Sign in”. You’re all Set! See page next page for 

disabling “Focused Inbox” and “Organize by Thread.” 
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3. There are couple of setting that we recommend you disable to remove the possibility of inadvertently missing 

perhaps important emails. Select the Menu option in the top left corner of your Outlook app, then select the 

gauge wheel bottom left, and then DISABLE both “Focused Inbox” and “Organize by Thread”  

4. While still in the Settings menu, select “Swipe Options”, tap “Archive” and choose the “Delete” icon.   
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5. Lastly, while still in the Settings menu, select your Office 365 account, toggle on “Save Contacts” and “Ok” 

• You may be prompted to turn on iCloud contacts. This is ok to do. 

• The contacts app is VIEW ONLY. To add or edit contacts, you must use the Outlook app. 

 

 

You’re all set! 

 

 

 




