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Course Outline

In this course, you'll learn some tips to...
* Organize your emails for better efficiency
* Schedule your time using the calendar

* Prioritize & automate some of your activities
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Email Best Practices

* Customize inbox to your specific needs

* Decide what to do with each message as soon
as you browse it

* Focus on what is important to you

e Schedule dedicated time for processing your

emails

* Turn off popups or customize them

Develop a suitable approach

Decide what to do with each message as soon as it
arrives, to gain more control and improve response
time.

* Schedule a dedicated time for processing emails

*  Morning 1 hr, midday % hr and end of day 1 hr

* Readitonce and act on it

* If you cannot delete or do it in less than 2 minutes, then
place it in the Action folder with appropriate categories.
(Do/Delegate/Defer)
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Take control of your Inbox

* Setup Views to work through volumes of email

* Setup a simple and effective folder system

* Assign useful categories with colors to organize emails
*  Automate your most repetitive tasks

* Apply a decision making model to manage your

mailbox

Screen view Tools

Screen Layout
Folder pane
Reading pane
To-Do Bar
View by Fields

O O O O

Navigation Bar

Quick Access Toolbar
Status Bar
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Conversation Views

A conversation is a complete set of emails with the same
subject from the first message through all responses.

It is most useful on conversations with many responses back
and forth with multiple recipients.

Conversation View:
* View > Messages > Show as Conversations

To ungroup Conversations:
* From View tab, deselect Show as Conversations.

Find Related Messages

Right click on a message and select Find Related and
then select messages in this conversation or from the
sender option.

srop@campus.mcgill.ca
Prod uApply downtime - ended Wed 11415 5
Hello all, We have completed our Prod uApply downtime

- »ply Support Team; NCS Operation
srop@campus.mcgill.ca - =55

Prod uApply downtime - Today at 16 Wed 11/1¢
Hello all -

Two Weeks Ago &
all,

@ 1
isrbop@campus.mcgill.ca lave completed our work and uApph

Prod uApply downtime - ended 11/8/201i
Hello all, We have completed our

isrbop@campus.mcgill.ca >
Prod uApply downtime - Today at 1 11/8/2013
Hello all

ree Weeks Ago Eind Related » ! ¥, /

Zurowski
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Folders

time to read

* (@Done - emails that are Done and to Keep

4inbox!9
@Action
@Done

@To Read

For example: create 3 folders in the Inbox.

*  @Action — for emails that need to be taken care of

*  @To Read — informative emails which require more

Categories

find all items related to a project)

(R2R, budget, support, training etc.)

Categorize

-

* A color and/or phrase to group related items together
* The same category can be assigned to all Outlook items
such as a calendar entry, a contact or a task (useful to

* More than one category can be assigned to an item

*  Much more efficient than using separate folders.




Outlook Tips

Categories cont’d...

Categorize

-

Create 3 categories to manage the Action folder.

1. Urgent

* Actionable within 24 hours
2. ASAP

« Actionable within 2,3 days
3. Upon Response

* Actionable only after receiving a response

Assign Color to Categories
Categorize > All Categories

* Red color to " Colo Categories

11
[

Categorize

[ Red Catego

B Blue Category
[ Green Category
[l Purple Category
ry

[ Vellow Category

amn Al Categories...

£

To assign Color Categories to the currently selected items, use the checkboxes next to
U rge nt each category. To edit a category, select the category name and use the commands to the

right.

*Orange colorto =
ASAP [T] [ Budget

B s

[ [ Thank you note

* Blue color to B
Upon Response

[T vellow Category

Shortcut key -

[a]

|i|2

=]
[«]

ew,

Delete

Shortcut Key:

None)

II

Cancel
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Quick steps

F Create New

—|  Moy#” Rules
Quick Steps ] Move

¥
=1

Quick Steps is an outlook feature that allows you to:

* quickly and easily perform multiple actions with
a single click of your mouse

* spend less time managing your email

From the Home tab, click the ‘Quick Steps’ dialog box
launcher, to create quick steps.

Quick steps cont’d...

1. From the New drop

down list, select ‘Custom’

¥ Movito Folder
H. Categorize and Move
|» Flag and Move
EJ Mew e-mail to:

L:_‘, Forward to:
E MNew Meetingfwith:
"

Custom

Type in a name and
specify the actions to do.

Create 5 different Quick
Steps.

Edit Quick Step 2=
Name:
Action - Urgent 4
Edit the actions the quick step performs
¥ Move to folder E X
i B
15, Categorize message E x
[0 urgent E
[> Flag Message E x
> Today E
Add Adtion
Shortcut key: | Choose a shorteut [ |
Tooftip text: | This text will show up when the mouse hovers n-—,HI?ﬂ step.
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Quick Steps cont’d...
[Name Ao |

Action Move to folder - Action
m Urgent Categorize message - Urgent
Flag message - Today
Action Move to folder - Action
> Asap Categorize message - Asap

Flag message - this week

Action Move to folder - Action
@ Upon Response Categorize message — Upon Response
Flag message - No date

Read Move to folder - Read

d

Keep = Move to folder — Keep
L Mark as read
Categorize message — Clear all
Flag message - Clear all flag

Using Quick Steps

The Quick steps will appear in the email ribbon as

below:
I Action-Urgent > Action-Asap K Q’
ﬂ Action-upon Re... v Read =1
_'“L’_ﬁl Keep ¥ Create New | |7 MEUE RU_IES

Quick Steps Pl Move

* Go through the Inbox, decide what to do with each
email (Action, Read or Keep) using the quick steps.

* View and arrange emails in Action folder by
categories.

* From the Action folder respond to emails.
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Signatures

Creating signatures
1. File>Options>Mail>Signatures>New
2. Enter the signature text in the box .
3. Select the signature for new messages.

Manually adding signature
* From the Message tab, Include group, click

signature and select the signature to insert.

Customizing

Scheduling Action Items

Work from the Action folder, for all your priority
messages.

Any email that require some of your time, drag it
to your calendar and schedule time for it.

Outlook’s Start folder
* File> Options> Advanced> Start outlook from Action

folder
Qutlook start and exit
Language .
I -
Advanced £ El Start Outlook in this folder, | . Action | Browse...
Customize Ribbon Empty Deleted Items folders when exiting Outlook
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More Options...

* Voting Buttons
* Delayed Delivery
* Direct Replies To

* Display Bcc and From fields

* Automatically empty Deleted items folder
(File> Options> Advanced...)

!nboxg !' Action-Urgent [~ Action-Asap
Reca @Action oﬁ'\ction-upon Re... ¥ Read
T
d Keep F Create New -
p @Done
Quick Steps [r]

@To Read

There are many ways and best practices to organize
an Inbox and effectively manage emails.

Following are the ground works that we did now.
* Organize emails with few folders
* View actionable emails at a glance

» Use quick steps to do repetitive tasks

* Use voting buttons to create polls and tracking
(Options > Tracking group, Use Voting buttons)
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Magic of Rules

Rules will:

* make it easy to sort / route emails

* process the emails, before it arrive in your

Inbox

* de-clutter your Inbox of ‘graymail’

* act as an electronic receptionist

* help you stay organized to use your time more

efficiently

Rules cont’d...

To filter messages based

on:

Who the sender is

To whom it is
addressed to

specific words in
subject or message
etc.

To do something with

it, such as:
* Move or delete
* Reply or forward
* Flag it for follow up

* Assign a category
etc.

11
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Quick Steps vs Rules

* Quick steps are flexible, you can choose to apply
them when you want to use them.

* Use quick steps, when you need to do certain
actions only after seeing the message.

* Rules are less flexible, once the rules are setup,
they are applied automatically.
* Use rules when you can identify a message that
should be handled in a specific way always.

Recap

* Organize mailbox using few folders

* Assign categories with color to view
priority emails at a glance

* Create and use Quick steps to save time

* Conversation Clean Up

* Using Voting buttons

* Create rules to organize emails as it arrives

12
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x
. 4 November 2016 3 -
VIeW > TO_DO Ba r SU MO TU WE TH FR SA
. 1; 14 15“17 18 19
To-Do Bar displays a snapshot of your manmunn
work day, including: e e e
¢ calendar TZ:‘?CIYPI'\-I IT Employee Engagement...
° appointments & . urnside Hall Meeting Ro..
b ta S ks zovR ?ﬁlkllt;luukul Room 2
while you are in the email view. 9 sherorooke -Emien |-
x
i —
Can create a new task by simply typing in || < s
OLC - 5I5394: Viewing Stude.. [l |™
the To-Do bar column Re: AP coures >
Jl Tomorrow
RE: GAP courses |

Calendar & Tasks

e Calendar blocks off a period of time to do
something (a meeting)

» Tasks is like a checklist for you to do something
(pick up laundry)

e (Calendar and Tasks can have reminders

* Calendar item stick to the assigned date. It will not
reappear each day

» Tasks stay on your list of things to do until you do it

13
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Assigning tasks to others

Can delegate task to others
and keep track of its
progress.

Click on New Task and then
Assign Task.

Assign a category, due date
and any notes to the task.

Check to keep updated and
status report options.

E1 New Email
;'_‘:E Mew Items ~

Mew

m TASK INSERT FORMAT TEXT REVIEW

/] Keep an updated copy of this task on my task list

| Send me a status report when this task is complete

= - - . L]
B X3 WV VT
2> o =l =
Save & Delete Forward OneNote = Task Details  Mark [ Assign
Close Completd Task
Actions sh Wanage T
From megil
=1
To.. n
Send
Subject Jjungle Book revision
Start date Man 1/9/2017 | ftstus
Due date Mon 1/30/2017 E riority

Outlook Calendar

Calendar techniques helps you to:

Plan your day more effectively
Customize settings to show exactly what you

want

Use shortcuts to navigate and view your

schedule

Share your availability with others

14
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Viewing Calendar

View calendar by day, week or month
Highlight multiple days to see those calendar days
To find your availability on random days: (8, 17, 29):

* Select Day view, hold down Ctrl key and click on 8,17
& 29.

To view a particular day:
1. Press Ctrl+G

2. Then specify a date or even enter in normal language
like , 2nd Monday in December’

Calendar Settings

File > Options> Calendar:

* Work hours - start/end time
* Uncheck default reminders

* Add holidays, time zones etc.
Show weather on the calendar

Use categories with color to recognize your days
activities
Set appointments as private, out of office (eg. Vacation)

Set up recurring meetings in one step

15
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Calendar Options

Change an email to a calendar item

* Simply drag the email from the mailbox to the
calendar. Specify the date and time for the
appointment.

Can create multiple calendars (e.g. a calendar for
work and another one for personal appointments)

*  From calendar Home tab, Manage calendars
group, click Open calendar, select Create New
Blank Calendar and enter a name for the new
calendar.

To automatically color code all messages

Conditional formatting  uuess

Delete

from a particular person: = == |

1.

. Select a font color and Condition

View> View Settings> Conditional

formatting > Add

Enter a name

(specify the From name) e

C||Ck OK ok Cancel Clear a1

16
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Conditional formatting cont’d...

To automatically color code calendar
items:
1. Click View> View Settings>
Conditional formatting > Add.
2. Enter a name.
3. Select a color and Condition
(specify the condition).

4. Click OK.

Conditional Formatting ===

Rules for this view:

Team = Add
Praperties of selected rule
Name: Team
Color: ‘ 5] C E|
—

Filter ==

Appointments and Meztings | More Choices | Advanced

Search for the word(s): | Team| E|

In: | subject field only

Qrganized By...

Time: |none E/’\mme

¥
[ oK ][ Cancel ][ Clear All

Send calendar by E-Mail

* Share calendar with others outside your organization

Home > E-mail Calendar > specify date range,
details to include etc. and then click Ok.

Send a Calendar via E-mail

e
t

I | Specify the calendar information you want to include.

(==

Calendar: [Calendar

z)

Tomorrow
- Next 7 days
Detail: Next 30 days
Whole calendar
Specify dates..‘”w_

1
Date Range: Today =

Py e, W s e

tative,”
-

[7] Show time within my working hours only

Set working hours

17
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List of communications

From email view, click the person icon at bottom
right corner of reading pane to see a list of
emails, meetings, tasks etc. received and

exchanged with that person.

Tasks and Contacts

e Can create TODO item from contacts.
* Flagging a contact is an efficient way to

attach the contact info to your task item.

* Right click the contact and select a
follow-up date.

* The flagged contact will show up in your
task list and todo bar.

18
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SEND / RECEIVE FOLDER VIEW

= X H
Contact Grou ps AT
P
lm H ©
CONTACT GROUP INSERT FORMAT TEXT
D X BY [as | &
> Create new contact group: bue & Delete Forward | Members Notes |  Add
Flose_ Group Group~ Members 1
* Home > New contact group =S /

* Enter a name for the group

* Click Add Members to Add people from the contact list

* Click Save & Close

» Use the group name to send emails and schedule meetings

Set or remove Reminders ¥ * "2,

* Email: Home > Follow Up > Add Reminder

* Tasks: Home > To Do List
* To add a reminder use Follow Up group item
* To remove a reminder use Manage Task item.

* Calendar: File > Options> Calendar > Default
reminders

O Open Individual item > Options group,
Reminder Sent Iterns 1

* To view all flagged messages together,

. , , Junk Email [5]
click the ‘For Follow Up’ preset button. Deleted Trerme 2

Inbox 5

19



Outlook Tips

Quick Parts

Quick part is to create and store
reusable pieces of content (auto
text).

To create a Quick Part:

1. Create a New mail, type the text
you want to save &highlight it.

2. Insert > Quick Parts > Save
selection to quick part gallery

3. Enter a short name in Name box
4. Click OK

| INSERT |

[E=] Text Box - A Drop Cap - TT Equation

=] Quick Parts x5 Date & Time €2 Symbal -

General

& AutoText /

|E‘H Save Selection to Quick Part Gallery...

Hame: Isp

Gallery: Quick pars E|
[]

Category: | Genera

EE]

Save in: MNormalEmail
Options: Insert content only

Using Quick Parts / Auto Text

To use a Quick Parts:

* Type the short name (ex. Isp or
Od) and press F3.

OR

* Click Quick Parts and then click
on any of the saved quick part
item from the list.

[55] Text Box - A Drop Cag
|[E Quick Parts~ JE% Date &t T

General

Isp

Imnayative and Strategic planning

oD

Drganizational Development

20
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To Replace text as you type

* File> Options> Mail> Spelling and Autocorrect>
Autocorrect options

* Enter the abbreviation text in the Replace box, Click
Add

v| Replace text as you type

Replace: With: Plain text Formatted text

mti Montreal is a multicultural city{

maintenence maintenance

makeing making
managment management
may of been may have been

Template

A template is a message that you save to reuse it later.

To create a template:

1. Open a New Message form and create the template the
same way you create an email.

File > Save As.
Select Outlook Template (*.oft) from Save as Type box.
Enter a name in File name box.

Click Save.

vk W
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Using Template

1. From Home tab > New Items > More Items >

Choose form...

2. Select User Templates in File System from the

Look in drop-down list
3. Select the Template to use and click Open
4. Finish creating the message

Click Send to send the message

Outlook Version?

1. From File tab > Office Account.
2. To see whether you are using 32bit or 64bit,
click About Outlook.

Q About Outlook
I} Learn more about Outlook, Support, Product ID, and Copyright information.

About

Outlook

At the top of the About Outlock box, it says whether you're using 32-bit or 64-bit.

About Microsoft® Outlook® 2016

Microsoft® Qutlook® 2016 MSO (16.0.6326.1010) 64-bit
Product ID: 00202-50376-56696-AA475

View the Microsoft Software Licensa Tarms |

22
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Outlook Version?

Send / Receive Folder View ‘:;" Tell me what OUtIOOk 2016
"_ % Ignore x
>, Clean Up ~ c

New New Ll Delete Reply Reply Forward _ v _
Email ltems- *® All 8 More

New Delete Respond

° =

EEIWCE Organize  Tools Outlook 2016 for Mac
o, OL T Meeting
& € €9

New New Delete Reply Reply Forward U * Attachment
Email  Items All

> T
HOME

Outlook 2013

SEND / RECEIVE FOLDER VIEW

. x Ignore x ¢ ]
0 x 1Y 1 ]
°— Meeting
& % CleanUp - e
New New o = Delete  Reply Reply Forward By pore -
Email Items~ *® Al

Delete Respond

Final Recap

* Organizing Outlook items with:
* Folders, Categories and Colors
* Quick Steps to do multiple actions & save time
* Rules to automatically process emails
* Quick Parts (auto text) to save keystrokes
* Templates to compose similar messages
0 Viewing a snapshot of your workday (To-Do bar)

* Using conditional formatting to automatically color code
calendar items
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Keyboard Shortcuts

Ctrl+Shift+m New Message

Ctrl+Shift+i

Ctrl+Shift+k New Task
Ctrrl+Shift+e New email folder

Ctrl+N
Ctrl+S
Ctrl+R
Ctrl+F
Ctrl+D

Moves to Inbox

Ctrl+1 for Mail
Ctrl+2 for Calendar
Ctrl+3 for Contacts
Ctrl+4 for Tasks
Ctrl+5 for Notes
Ctrl+6 folder list

Create new item
Send a message
to reply

to forward
to delete

THANK YOU

Mercy Isaac
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