GO gD gD gD G O g O ao On av Oy
G G GO G0 i G G0 O O G ol w
GO GO G0 GO G GD 00 G GO GD G an o

Microsoft® Office

Outlook 2010

Your Organization’s Name Here

Custom@uide

Online Learning



© 2010 by CustomGuide, Inc. 3387 Brownlow Avenue, Suite 200; Saint Louis Park, MN 55426

This material is copyrighted and all rights are reserved by CustomGuide, Inc. No part of this publication may be reproduced,
transmitted, transcribed, stored in a retrieval system, or translated into any language or computer language, in any form or by
any means, electronic, mechanical, magnetic, optical, chemical, manual, or otherwise, without the prior written permission of
CustomGuide, Inc.

We make a sincere effort to ensure the accuracy of the material described herein; however, CustomGuide makes no warranty,
expressed or implied, with respect to the quality, correctness, reliability, accuracy, or freedom from error of this document or the
products it describes. Data used in examples and sample data files are intended to be fictional. Any resemblance to real
persons or companies is entirely coincidental.

The names of software products referred to in this manual are claimed as trademarks of their respective companies.
CustomGuide is a registered trademark of CustomGuide, Inc.

2 © 2010 CustomGuide, Inc.



Table of Contents

e oTo | = Ta T VT Lo F= 1o 1= o = | 10
1z L] o [o @0 1[0 o] Q2 0 K PP PPRPP 11
What's NeW iN OULIOOK 2010 ... ...ttt e ettt e e e e e e ettt bttt e e e e e e e e s s bbb et e eeaaesaaaanbbeaeeaeesaannnbeseeaaaeesaannne 12
Understanding the Outlook 2010 Program SCIEEN .......cooiiuuiiiiiiiie ettt e ettt e e e e et e e e e e e e e saaeaeeeaaaeaean 14
L8 g To [Ty 7= g Lo [Tg T 1 (=T o 41 SRR 15
Understanding the MeSSage WINGOW.........c.cciiiiiiiiiiiiee et ie e e e e e s st e e e e e e s ssata e s e e e e e s ssaaaaaeeeaeeesssaanrsrneeeaaeenan 16
LT\ o @] g a0 4= 1o ETNTa T @ 011 o To] PP 17
L0 LT To B @] g 4 F= T o IS o] g 1o U1 £SO 19
UsSING the NAVIQAtiON PANE ........coiii ittt e e e s s e e e e e e s et eeaae e e s e te e e e e e e e s aataaeeeeeeeseannnrnnnneeeaenesn 21
USING the REAAING PANE.........eiiiiiiiiiie ettt ettt s et e e ekt e e sk b et e e et bt e e eabb e e e s anbbe e e e annbeeeeeannnas 23
USING thE TO-DO BT ......eeeiieiiiiie ettt e kbt e e ekt e e e s bt e e e R b bt e e e aasbe e e nb b e e e s annbe e e e ennbneeeeannns 24
LU o To I =1 [ o RO PP P PP OUPRP 25
] To @ 011 (o T ] G2 0 I PRSPPI 27

Program FUNAamENTAIS REVIEW .........uuiiiiiiiii ittt ettt ettt e e s sb bt e e e aabe e e e e sabe e e e s sabaeeessnbaeeeeans 28

Composing and SENAING E-MAIL ..ottt e e 31
Composing and Sending an E-Malil MESSAQE ........uuuuiiiieiiiiiiiiiie e e e s cereee e e e e s s e re e e e e e s s st e e e e e e e s s snsrareeeeaeeeann 32
SPECITYING MESSAYE OPLIONS ...uvveeiieeeie ittt e e e e e e s ittt re e e e e e e e e st e e e eeeeeaessatarareeeeesaaaasstaaeeeaeessasareseeeassssasrsraneneaeaas 34
Lo T LT T R =« SRR 36
L0 g1t 4 o TR0 T TS o 1= 11 o PSR 38
WOrKING WIth HYPEITINKS ...eeeeeeee et e e e s e s e e e e e e e s st e e e e e e s s s sansaeeeeeeeesannnnraneneeeeesannne 39
PN = (o g LTV I W 1 Lo (o J= WY =TT Vo = PSRRI 41

Composing and Sending E-Mail REVIEW ..........uuiiiiiiiiii e e e e e s s e e e e e e s s st aae e e e e e s s e snseneeeaeeeaannnnes 42

=TT TRV o Yo T = o 4 -V 44
Receiving and Reading E-Mall.........coooiiiiiiiiiii et 45
Replying to and FOrwarding @ MESSAQTE.........coi ettt e e e e e s bbb et e e e e e e e s e nnabeeeeae s e snnbeaeeeaaaaaeas 47
OPENING 8N ABCIIMENT ...ttt e oottt e e e e e e e bbbttt e e e e e e e s bt tbe e e e e e e e aabbbeeeeaaeeeaanbnbaeeaaaaeans 49
(DTt (g To WAV TSI T Vo [ TP 51
Flagging a MesSage fOr FOIOW-UD ........uuiiiiiiiiiiiiiiiiee et e e e s s e e e e e e e s et r e e e e e e e e e seananbeeaeessssnnrnraeeeaaeeaan 52
L0 L o @] (o] g @F=1 {=To o] £ [T RSP 54
VIEWING CONVEISALIONS .....uuiiiiiieeiii it ee e e e e e ittt e e e e e e e s e s tte e e e eeeesssasstesaeeeaeeaasassesaeeeeaesassansbeeeaaeessassnnranneaaeeesannsnes 56
Y =T a = Vo LT I @ o] 01V /= ] £T= o) SRR 58
Yo 11T T LSTSTST= T =P 60
CRANGING VIBWS...... ittt oot e e oo b bt e e ek bt e e ook bt e e e ek b et e e ek be e e e e be e e e anbbe e e e e anbe e e e e anbaeeeeannnes 62
e L1 T J= W TS : Vo = PSP P PR OTPPP 63

RECEIVING E-MAIT REVIBW .....eiiiiiiiiiie ittt ettt e e s et e e e sa bt e e e sab et e e e sttt e e e abeeesambeeeessnbaeeeesbbeeeenan 64

Lo Y g o 4 - UL == LU= R 66
Saving Unfinished MeSSages (DraffS) .........ceii ittt e e e e e e e e e s nb e e e eaaaeeean 67
BTt [T To = WY (=S To [P UT PR 68
R ETT=T a o [T g T = WAV L= T Vo 1SRRI 69
Using the Out of OffiCE ASSISTANT...........uuiiiiii e e e s e e e e e e s e e e e e e e e e s sasaaeeeeeeesesanrnraeeeaaeanns 70
Delaying SENAING 8 MESSAQE......cccciiiiiiiiieiee e e et e s e e e e e e s e et e e e e e e e s s s a— e aeeaaeessaatataaeeeeaeesaaasaeeeeeessesasraraneeaaeans 72
L LS o T U T S (=T o LSRR 73
T TST =T v o = TS T [ = LU ] = PSR 75
L0 LS Lo IS r= La ] g T=T o VA= o B N 1= 0 - S SEER 77
Changing MESSAJE FOMMAL ........ociiiiiiiiiiee ettt e bt s bt e e e sa b et e e e et bt e e e ae e e e e bbe e e e e anbeeeeennnns 79
Dealing With JUNK E-MIL........oeiiii ettt e et e et e e s et e e e e enbe e e e e nnnns 80
Adding Addresses to the Safe and BIOCKed SENUEIS LiSt.........ocuuiiiiiiiiiiiiiiiie e 82
Changing OUIOOK’'S SECUILY SEIINGS ... .uuueeeiiiaiiiitiiieei ettt e e e s et e e e e e e e s e aanbbeee e e e e s snbnbaeeaaaeeaas 84
Ta I e gL ST e =T=T 0] o) PP PPPRTPT 85

Your Organization’s Name Here 3



MOTE E-Mail FEALUIES REVIEW ....ccvviieiiiieiieieetee ettt e e e e ettt s e e e e e e ae et s e s e e st ee e bbb sesseesssbbaab s seesssssabsaneseassenes 86

WOTKING WITH CONTACES ..uvviiiiiiiiiiciiiiee e s s e e e e e s e et e e e e e e e e e s s aabareeeeeeeeesasstaaeeeeessassnbeeeeaaeeesannnnrrnns 89
INtroduction t0 the AAAIESS BOOK .........eeiiiiiiiiiiiiiiiie et e e e e s e e e e e e e e saesanbe e e e e s s snsbeneeeaaeeeeannns 90
F Yo (o [ o I W ©e] o] v= Tox PSPPSR PPPPTPP 91
Adding a Contact from aN E-MaIL..........ooiiiiiii et 92
Editing and Deleting CONTACES .....cceiiiiiiiiiiiie ettt e e e e ettt e e e e e e e s a b b be e e e e e e e e sabbeeeeaaeeesaannbnenaaaaans 93
Viewing and SOIING CONTACES ......ooiiieiiiiiiiie ettt e ettt e e e e e e e be ettt e e e e e e s bbb be e e e e e e e e aaasnbbeeaeeeseannbbbneeaaaeeaaann 94
MapPPING @ CONLACE'S AGUIESS .....eeieieeeeiiiitie ettt e e e et et e e et e e e e e e st be et e e ea e e e e s s bebeeeeaaeeeaabbeeeeaaeeeaaannnbbenaaaaans 96
WOrking in @ CONtACT WINGOW .......cooiiiiiiiie et e e e st e e e e e e s s et e e e e e e e s e saa b e aeeeeaeessaaansraeeeesesnsbnnnneeaeeensanns 97
Finding and Organizing CONTACES ..........cuuuiiiiie e e e e e s s s e et e e e e s s st rareeeeeeesssaareeeaeeessaasnrraneeeees 99
(O{g=T- 11 oo [ Ofe] o] r= Tox A €] {0 11 ] o J PSSR 101
Printing the CONTACES LiST..........uiiiiiiiiiiiiiie e e e e e s s e e e e e s s s e e e e e e e e ssnte e e eeeeesasssstnaeeeeeeeseannnnrnnneeeens 103
WOTKing With CONTACIS REVIEW .....uviiiiiiii it e e e s e e e e e e s s et et e e e e e e e e s sasbateeeeeaessnnbeaeeeaeeesannnnreens 105
L0 LY T o R =T O =T oo = T SRS 108
VIEWING ThE CBIENUAT ....coiiiiiiieiee ettt e e st e e sttt e e skt bt e e shb e e e e sabb e e e e sabbeeeesnnneees 110
NaVIgatiNg the CalENUA ..........ooiiiiee ettt e e bt e e e st bt e e s bb e e e e e bb e e e e e nbeeeeannees 112
Yol o 1=To (W] [TaTo JaN o] oo 110 01=T 01 TSP PPRPPTP 114
Yol a1=To [N [T aTo =T g I V=T o | SRR 116
Editing and Rescheduling Appointments and EVENTS.............uiiiiiiiiiiiiiiee et a e 117
Working wWith RECUITING APPOINIMIENTS. .....ciiieiiiiiiiieeie e e e e e e e e e e s s e e e e e e e s s tbrr e e e e eaeessansrsaeeeeeeesssansrareneeaaeaeas 118
Y= o [NV V1= o ) Y2 EESR 120
(7] [oT gt oo o [T a o AN o] o Lo 1a1 i1 T=1 o] £ PSSR 121
Y=o T =T 01T T [T PSSR 123
VAT g To @=L T o To F= T (T 31O 125
Changing the Appearance Of @ CaAlENUAT ..........ccoiiiiiiiiiie e e e e s e e e e e s s e e e e e e e e e annnnraees 126
Changing WOrK DAYS @N0 TIMES .......ueiiiiiiiiee ittt ettt et e et e e e st bt e e e st be e e e s et be e e e s abbeeessnbaeeeeanbneeeena 127
Creating AAIIONA] CAlENUAIS ........cuueiie ittt et e st et e e st be e e e s asbe e e e sabeeeessabbeeeeabbeeeeaa 128
Viewing Calendars Side-by-Side Or OVEIIAIA ..........coiuiiiiiiiiiii et 129
PrINtNG the CalBNUAT ... ettt e e ettt e e e e e e e s e bbb et e e e e s e aanbbe et e e eaeeseaannbbnaeeeaans 131
AddiNG @ SECONA TIME ZOMNE ....cciiiiiiitiiie ettt ettt e e e e e e e e abe et e e e e e e s s e b abe e et e eaeesaasnbeeeeaeeeesannbnbeeeeaaesasanns 132
USING the Cal@NUAr REVIEW ....ooiiiiiiiiiiiiiiee ettt e e e s e sttt e e e e e e s e e aa et e e e eeessaasstbeeaeeeeeaanstnaeeeeeeeeesanns 133
Collaborating With OthEr USEIS ...ttt ettt e e e e e e s e bbb et e e e e e e e e e aanbeeeeaaeeeaaannnbaaaeeeaans 136
Y =TT aTo AT 1 GO 1 =T oo F- T SRS 137
(@0 T=T Tl a o ST g F= 1 =T I @F= 11T o o £ T PSSR 139
USING SCNEAUIE VIBW.....oiieii ittt e e e e e s et e e e e e e s s et eeeeaeeesannssteeeeaeeensssteneeeeeeeseannnsrnnnneaens 140
Yol aT=To [U] 1T a T Y= 1o T PSSR 141
Responding t0 @ MEETING REQUEST .........uiii ittt e bt e et e e s et b e e e sbb e e e e e anbeeeeeeneee 143
WOTKIiNG WIth CalEnNdar GIOUPS........eie ittt ettt ettt ettt e e ettt e e e bt et e e as b et e e e abb e e e s ansbe e s ennb e e e s anbeeeeennee 144
Marking an APPOINTMENT BS PHIVALE..........oiiiiiiii et e bt e b e e s aebe e e e e e 146
Publishing Your Calendar 0N the INTEINET..........o..eiiiiii et e e e e e e rnab e eeeaeeas 148
Sharing OUHIOOK FOIABIS.......co ettt e e e e e e e st e et e e e e e e s e s bbb ee e e e e e e s s nsbebeeeeaaeee e e nnneees 150
GIVING Delegate PEeIMISSIONS .......ei ittt e e e e e e e ettt e e e e e e e s e aaab b et e eeae e e nbbsbeeeeaaeee s e nnnnaees 152
RE Lo I Ta o B = Uod (] o = TV o) (= SRS 153
WOrKing With PUDIIC FOIAEIS ...t e e e e e e s e e e e e e e s s e saa b e e e e e e s e snnrnreeeeaeeeeaaans 155
Collaborating With Other USErS REVIEW ........co ittt e e e e et b e ee e e s eeeeaaeas 157
AT L o TR AL T = TS PSR 160
2 Lo 11T = T = T OSSR 161
L0 T T aTo [T T T =TS QY A= T PSR 163
Yo 1] g0 =T TP PO PP TOPPPRPPPPRN 165
(Wl To o1 (g To J= T -] OO PSPPI 166
Creating 8 RECUIMING TASK ..o ittt e e ettt e e et b et e e s ek be e e e e sabe e e s aabe e e e e snbbeeeeabbneeeaa 167
AHAChING N ITEIM 10 @ TASK ...eeiiiiiieiieie ettt e e e e e e s bbbt e e e e e e e e s aanbe e e e e e e e sannbnbeeeeaaaeeaaans 168
4 © 2010 CustomGuide, Inc.



=TT [ 11T = T = U G SO ER 170

T (1T TR =T 2SR 172
COMPIETING 8 TASK ...ttt e et e e e s bt e e e ot et e e e st bt e e e ekt e e e e e abe e e e e sabaeeeeanbbeeeeabbneeenans 173
WOTKiNG WIith TASKS REVIEW ....cceeiiiiiiiiie ettt e e s e st e e e e e s e s st aeeeeeeesasanebeeeeeeeeanstneneeeeeeseannnsnnnnees 175
UsIiNg the JOUTINal @Nd NOLES ......uueiiiiiiiie e e e e e e e e e e s s s et aeeeeeeaessnntateeeeeesnnssnteneneaeeesaannne 177
Displaying the JOUMNAL ...........e ettt e e e e e e e e s bbb e e e e e e e sabbbbe e e e e e e e e aanbbbbeeeaaaeeas 178
Creating a Journal ENtry ManUAILY ...........oeiiiiiiiiie ettt e e e e e e e e be e e e e e e e e e e anneeaeeeas 179
Creating a Journal Entry AULOMALICAILY .......cooeiiiiiiiiiiiie ettt e e e e e sbe e e e e e e e e snneaeeeeas 181
Relating a Journal ENtry t0 @ CONTACT........iiiiiiiiiiiiiiii e e e e e e e s e e e e e e e s s s tabae e e e e e e s snnrnraeeeaaeeeas 183
Opening, Modifying, and Deleting a JOUrNal ENIY ..........ccooiiiiiiiiriee e s e e e e e e et re e e e e s e e naanraaeee s 185
(g T TaTo [TaTo I 010 g F= VYT RSP 186
RVAY T Lo TR 7L I N0} (SO 188
Using the Journal and NOTES REVIEW ........cocuuiiiiiii ettt e e e e s e s e e e e e e e s s st b e aeeeeeeessanabaeeeeaeeesaansnns 190
Organizing and FINding INfOrMatioN ..........coiii i e e e s s s e e e e s s st e eeeeeeeas 192
EXPIONNG the FOIAEE LIST........eeiiiiiiiie ettt ettt e e et e e e ek e e st b e e e e e anbe e e e e anbaeeeeannees 193
Creating and USING FOIAEIS. .......oiiiiiii ettt e e s sttt e e e sa b et e e e sabe e e e sbbe e e e e snbaeeeeabreeeeaaes 194
Y =T a = To 1 aTo N o] (o [=T L= T PP TT PP 196
USING INSEANT SEAICK ...ttt e et e oo s e b ettt e e e e e e e e bbb te e e e e e e e e aabbbbeeeeaaeeesanbbbbeeeaaaaeas 198
REFINING @ SEAICK ...ttt e oo oottt et e e e e e s aa bbbt e e e e e s nnbbbe e e e e e e e e aannbbbneeeaaaaans 200
L0 L lo X0 AV Vg Yo=Y I T USRI 202
Creating and UsiNg SEArCh FOIAEIS .........uuiiiiiii e e e e e e e e e st e e e e e e e s e sanraaeeees 204
Modifying and Deleting SEarch FOIAEIS ... e e e s e e e e s s e e e e aaeeeas 206
Sorting and Grouping INFOMMALION ...........uuiiiiiii e e e s e s e e e e e e s s st e e e e e e e e s e annrrnneees 207
L1 L= TV TN L 3 =110 o SRR 209
USING the PEOPIE PANE...... ..o e e e e s e s e et e e e s e s ntaeeeeeaeessantaeneeeeeeeeannntnneneeaaeneas 211
Organizing and FiNding INfOrmation REVIEW...........uiiiiiiiiiiiiiirece s e e e e e e e e s e s e e e e e e s e s nnnnaneeeeaes 213
PN U] o] o =1 o Yo T @ 4212 0T Vo Lo £ PR 215
CreatiNg QUICK SEEPS ... iiiiei ittt ettt ekttt e e sk bt e e ek b e e e e sk b et e e e ek be e e e e asbe e e e abbeeeeeanbbeeeeabbeeeeaan 216
Y Vet To 1 aTo I @ U1 od QS (=T o TP UTP TSP 218
CrEALING 8 RUIB.......eeeeeeeeee ettt oo oo oottt et e e e e e e oo ab e bttt e e e e e e s e ab b be e e e e e e e e saaabbbeaaeeeseannnbenneeas 220
Creating a Rule With the RUIES WIZAIT. .........cooiiiiii et e e e e e e e e sannaees 222
Y TaT= Vo Lo TN 011 PRSP 224
Automating COMMANTS REVIBW .....ooiiiiiiiiiiiiiie ettt e e e e e e e et a et e e e e e e s s a bbb et ee e e e e e s aabbbeeeaaeeeeannnrneneeas 226
Y Ve F=To T Lo @0 N d (o Yol [ - - PR PEER 227
L LS Tl LY, =1 oo )t @3 [T U 11 ] o SRS 228
L LS o AU 1 (0 VAN (o] 1Y O RPR 230
Manually Archiving and Retrieving INfOrMAaLIoN ...........oouuiiiiiiiiii e 232
Using a Personal Folders Backup TOO ..........ueiiiiiiiiiiii ettt e 234
IMPOrtING INFOIMIBLION. .....ciiiiieie ettt e e s ab e e e e ab e e s et bt e s eab e e e e e ne e e s e nneas 236
oo lu TaTo I [ ol o] gaqF=1 1 o] o NN PP TP 238
Working With Personal FOIAEIS FIlES ..ottt e e e et et e e e e e nbbbeeeeaaeeeeaannnes 240
WOrking With OffliNE FOIARIS. ...ttt e ettt e e e e e s e bbb ee e e e e s e anabeeeeeaaeeeaannes 242
Managing OULIOOK Data REVIEW ..........uuiiiiiiiiiiiiee ettt et e e e e e bbb e e e e e e e e e s anbbbbeeeaaaeessansbbbneeeaaaaean 244
CUSTOMIZING OULIOOK ...ttt oottt e e e e e e e ha b e et e e e e e e sabbbbeeeeaaeeesannbbbneaeaaaaaas 246
CUSIOMIZING the RIDDON ....eiiiiiiiii e e e ettt e e sttt e e e sbbeeesssbaeeessnbaeeeeanbeeeaeanns 247
Customizing the QUICK ACCESS TOOIDA .......coiuiiiiiiiiie ettt e e e seb e e e e s snbeeeeeanes 249
Using and CuStOMIZING AULOCOIECT .......cceiiiiiieeiiiiee ittt ettt e et e e ettt e e s tbe e e e e snb e e e e sbbeeeeennbeeeesnnnes 250
CUStOMIZING OULIOOK TOOAY ... ..eeieiiiiiie ittt ettt et e e e st e e e sttt e e s et be e e e sbbeeeessnbbeeeeanbeeeeeann 252
Starting OULIOOK AULOMALICAINY ......ceeveeeieieiiiiie ettt e e e e s s e e e e e e s e ss st e reeeeeeeeeannsbeeeeeaeeessannneneneees 253
X [o 11Tl 1= o K530 (o = NV T SO RRPR 255
Creating @ CUSLOM VIBW .....ceii i iieieiiiee e e s ettt et e e e e e ettt et e e e eessatet e et e eeee s s nsetteeeeaeeesaansesbeeeeeeeaasssbeseeeeeeeseannnsnnneees 256

Your Organization’s Name Here 5



L0 LS T o T @0 1S3 (o] 3 T © o 1] o P 258

Changing Outlook’s Default OPLiONS ..........vuiiiiiieiiiiiie e e e e e e e e e e s s e e e e e e e s s sreeereeeeeeannnnnanes 259
[ F= T =T [T X otol o 10 o £ O OO OTPPPP 261
CUSTOMIZING OULIOOK REVIEW.....eeiiiiieeiiiiiieeie e ee et s s s e e e e e e e e st e e e e e e e s s snabeeeeeaeeessssstnaneeeeeesnannsnnneees 262
o A= T Lo =0 B o T oY o3OS 264
WX (o o T SIS T ol T=To PSSP 265
VIBWING RSS FOEUS. ...ttt et e e oo oot e e et e e e e e e e e habbe et e e e e e e e e snbeeeeaeeeesannbabeeeeaaaeananns 267
USING the TOOIS TOGELNET ... ...ttt e e oo ettt et e e e e e s ab bbb e e e e e e e e eanbbeeeeeaeeeseannbbeaeaaaans 268
0L o @104 [o o) QAT =] o 1YY o o LU 270
Using Instant MesSaging iN OULIOOK ..........eiiiiiiiiiiiiiieeee e e e e s e e e e e e e s b e e e e e e s e s snnbrteeeeeesesnnraneeeeaens 272
(Ofe] g aT=Tex 1] pTo (o S To Yot = I NN =) LY 0] o SRR 274
Using the OUtIoOK SOCIAl CONNECION .......ciiiieeiiiiiieie e e e e e s e s e e e e s e s s e eaeeesesnnntaeaeeeeeesennnrrnnreeeens 276
AdVANCEA TOPICS REVIEW ..eeiiiiiiiiiieiiiiiie e eitiee e s sttt e ettt e e e sttt e e st b e e e e atbeeeeassbeeeeeaabeeeeeantbeeeeanbbeeeasbeeeessnbbeeeesbaeeaeans 278

6

© 2010 CustomGuide, Inc.



Introducing
CustomGuide
Courseware

Thank you for choosing CustomGuide courseware as the
solution to your training needs. A proven leader in the
computer training industry, CustomGuide has been the
key to successful training for thousands of students and
instructors across the globe.

This manual is designed for computer users of all
experience levels. Novice users can use it to learn skills
such as formatting text, while advanced users can use it to
create their own templates.

All this information is quickly accessible. Lessons are
broken down into basic step-by-step instructions that
answer “how-to” questions in minutes. You can print a
complete 300-page training manual or a single page of
instructions.

Here’s how a CustomGuide manual is organized:

Chapters

Each manual is divided into several chapters. Aren't sure
if you're ready for a chapter? Look at the table of contents
that appears at the beginning of each chapter. It will tell
you the name of each lesson and subtopic included in the
chapter.

Lessons

Each chapter contains lessons on related topics. Each
lesson explains a new skill or topic and contains an
exercise and exercise file to give you hands-on-
experience. These skills can also be practiced using
CustomGuide Online Learning.

Review

Areview is included at the end of the manual. Use these
quiz questions and answers to assess how much you've
learned.

What People Are Saying

“l have saved hundreds of hours of design
time by just picking and choosing what | want
from the courseware.”

— Stephanie Zimmerman
Lancaster County Library

“We have been able to customize our training
sessions on all Microsoft Office products, at
all levels. The ROI of these guides is great.”

— Dawn Calvin
Las Virgenes Municipal Water District

“All in all, the friendliest, most open and easy
to understand tutorial of its type that I’ve ever
seen.”

— W. Boudville
Amazon.com

“...curriculum that is of high quality, student
friendly, and adaptable to the audience.”

— Sherrill Wayland
St. Charles Community College

“...a nice training option for almost any need.
Their complete Microsoft Office package is
by far the best deal on the market.”

— Technical Assistance Program
Purdue University

“Any instructor teaching classes on Windows
or Microsoft Office will definitely want to
give serious consideration to this important
collection of titles that will definitely fit well
into their classroom learning.”

— Dale Farris
Golden Triangle PC Club

“The materials are exceptional — | am so
excited about using them! Thanks to you and
your team for doing this wonderful work!”

— Shannon Coleman
Learning Post Ltd.

Your Organization’s Name Here

7



How It Works

Open Microsoft Word

Our customizable courseware is provided as simple-to-
use, editable Microsoft Word documents—if you can use
Microsoft Word you can create your own training
materials in minutes!

Select Your Topics

Select the content you need from our award-winning
courseware library. You can even mix and match topics
between titles, such as Microsoft Outlook and Microsoft
Word.

Customize

Arrange topics in the order you want—the courseware
automatically updates to reflect your changes. Add your
organization’s name and logo for a professional “in-
house” look.

4. Print and Distribute

Print as many copies as you need at your site, without
paying any per-unit royalties or maintaining physical
inventories. You can print single-page handouts, a group
of related lessons, or a complete manual. It’s fast,
convenient, and very affordable.

. Teach and Learn

You’ll love having your own customized training
materials, and your users will appreciate the colorful
illustrations, down-to-earth writing style, and the
convenience of having a reference guide that they can
use in or out of the classroom.

39 Generation Courseware: What's New?

CustomGuide is pleased to introduce 3rd generation courseware. Completely redesigned from years of customer feedback,
3rd generation courseware features a streamlined design that is easier to customize and use as a reference tool. Take a look at

the table below for more information regarding these features.

Streamlined design

Exercise Notes

Table of Contents

Smart Quizzes

Easier customization

Use as areference tool

Featuring a professional-looking, easy-to-read design, 3 generation courseware appeals to

instructors, students and individual users alike.

A new Exercise Notes section appears at the top of each lesson. Rather than practicing the

topic step by step through the lesson as in 2 generation courseware, the topic can be
practiced using the exercise file and exercise described here.

In addition to the Table of Contents found at the beginning of each courseware title, 3

generation courseware includes a Table of Contents at the beginning of each chapter, making
it even easier to locate the lessons you need.

The Quiz section, located at the back of the book, automatically updates itself when the

manual is customized. For example, if you remove a lesson regarding cutting and pasting text,
there will be no questions in the Quiz section that relate to cutting and pasting text.

The design of 3 generation is simplified, which makes it easier to customize. All you have to

do is click and drag or copy and paste, or press the <Delete> key to remove a lesson, and

voila; you're done!

3 generation courseware breaks tasks down into basic step-by-step instructions and can be

used as a virtual help desk, answering “how-to” questions in minutes.

8
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Courseware Features

0 Working with Shapes and Pictures

Positioning Pictures (1 Exercise

Whenever you insert a graphic into a document, it is
inserted inline with text by default. This means that the

Exercise File: AmericanHistory7-3.docx

text in the document moves in order to accommodate the » Exercise: Select the header row containing —_— —e
graphic. This lesson will show you how to adjust text the month labels, the Income row, the Total
wrapping and how to use the grid to position objects. Exp. Row, and the Net Inc. row (use the Ctrl
key to select multiple rows). Create a 2-D
o—— Tips Clustered Column chart.

v/ If you want to use a graphic with other graphics or
objects, they must be on a drawing canvas. See the
lesson on Inserting Shapes for more information.

Adjust text wrapping Table 7-2: Text Wrapping Styles
To adjust how text reacts to the objects in your documents, InLine  This places the object at the insertion point ina
ject” i fine of text in the document. The object remains
change the object’s text wrapping. PE withText on the same layer s the text
1. Double-click the object whose text wrapping you s Wraps text around all sides of the square.
wish to adjust. [ sauare nding bo for the selected abject
i Wraps text tightly around the edges of the actual
The Format contextual tab appears on the Ribbon. [W  Tioht  image (instead of wrapping around the objects ] _e
_ ) . bounding box).
e_ 2. Click the Text Wrapping button in the Arrange group. saring | THSemoves txt wisping nd uts the bject
) . = 1 i behind text in a document The object floats on
A list of text wrapping styles appears. Take a look at ext its own layer.
the r'lrethIWrapplng Styles table for a description of 1 eront TH emoves ext wrapping and puts the object
each style. in front of text in a document. The object floats
4 'E of Text o1 ts own layer.
3. Select a text wrapping style from the list. oo ang WS st around e top and botomof he
= Bopand " object, leaving the area to the right and left of
The text wrapping style is applied to the image. the object clear.
. . Similar to the Tight style, this style wraps text
0— Other Ways to Adjust Text Wrapping: [ Throush G image
Right-click the image, point to Text pping
in the contextual menu, and select an option
from the submenu.
To display/hide the grid
Just like the graph paper you used to use in geometry
class, the grid consists of horizontal and vertical lines that
help you draw and position objects.
Miajestic Natural Beauty
1. Click the View tab on the Ribbon. » Olympic National Park (Wi}
. o R N » Crater Lake Mational Fark [OR)
2. Click the Gridlines check box in the Show/Hide group. « LakeTahoe [CA) 0
= The Manterey Perinyula {CA]

Horizontal and vertical gridlines appear on the page.
= Yosemnite National Park (CA}

Other Ways to Display the Grid:

Press <Shift> + <F9>, or click the Format

contextual tab on the Ribbon, click the Align Figure 7-3: A document with the grid displayed.
button in theArrange group, and select View

Gridlines from the list.
)
& Tip: Gridlines do NOT appear in the printed o

document.

102 © 2007 CustomGuide, Inc.

e Lessons are presented on one or two pages, So G Each lesson includes a hands-on exercise and
you can follow along without wondering when a practice file so users can practice the topic of the
lesson ends and a new one begins. lesson.

G Clear step-by-step instructions answer “how-to” G Tips let you know more information about a specific
guestions. Anything you need to click appears like step or topic as a whole.
this.

© Whenever there is more than one way to do §) Tables provide summaries of the terms, toolbar
something, the most common method is presented buttons, and options covered in the lesson.

in the numbered step, while the alternate methods
appear beneath.

Q The table of contents, index, tables, figures, and Q Icons and pictures show you what to look for as you
quiz questions automatically update to reflect any follow the instructions.
changes you make to the courseware.
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Welcome to Microsoft Outlook 2010!
Microsoft Outlook lets you send and
receive e-mail messages, schedule
appointments, and organize your contacts
and addresses. It also reminds you of
tasks you need to complete.

This chapter introduces the Outlook
fundamentals. Besides learning how to
start and exit the Outlook program, you
will learn how to find your way around
the Outlook screen and item windows.
You will also learn how to use keyboard
commands and access Outlook’s help
features. Let’s get started!

10 © 2010 CustomGuide, Inc.



Program Fundamentals

Starting Outlook 2010

In order to use a program, you must start—or launch—it
first.

Windows Vista and Windows 7

1. Click the Windows Start button.
The Start menu appears.

2. Click All Programs.

The left pane of the Start menu displays the programs
and menus installed on your computer.

3. Click Microsoft Office.

4. Select Microsoft Outlook 2010.
The Outlook 2010 program screen appears.

© Trap: Depending on how your computer is set up,
the procedure for starting Outlook 2010 might be
a little different from the steps described here.

@ Tips

v For quicker access, you might consider pinning the
Outlook program to the taskbar or Start menu. To do
this, right-click Microsoft Outlook 2010 in the All
Programs menu and select Pin to Taskbar or Pin to
Start Menu.

O Exercise

e Exercise File: None required.

* Exercise: Start the Microsoft Office Outlook 2010

program.

@ Internet Explorer

&4 Windows Fax and Scan
 windows Media Center
& Windows Media Player

] Windows Update
Accessories

Games

Maintenance

Microsoft Office

IE- Microsoft Access 2010
[ Microsoft Excel 2010
lﬂ_“; Microsoft OneNote 2010

ﬂ Microsoft PowerPoint 2010
[P} Microsoft Publisher 2010
W] Microsoft Word 2010
| Microsoft Office 2010 Tools
I Microsoft Office Tools
| Startup

4  Back

| Search programs and files el ‘

Documents

Pictures

Music

Computer

| e | B Control Panel
: Microsoft Qutlook 2010 [ =

Devices and Printers

Default Programs

Help and Support

Figure 2-1: The Start menu in Windows 7.

Your Organization’s Name Here
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Program Fundamentals

What's New in Outlook 2010 [ Exercise

e Exercise File: None required.

Outlook 2010 offers many new functions and features. ) ) o )
Table 2-1: What’s New in Outlook 2010 gives you an e Exercise: Review the new features in Microsoft Office

overview of what to expect.

Outlook 2010.

Table 2-1: What’s New in Outlook 2010

Ribbon

File tab / Backstage view

Quick Steps

Conversation View

Meeting Reply

Mail Tips

Search tab

Outlook Social Connector

Zoom Slider

Mailbox Cleanup

People Pane

Ribbon customization
Quick Contacts

Schedule view

Calendar groups

Meeting Suggestions

Updated Navigation Pane

Enhanced Unified
Messaging features

Traditional menus and toolbars have been replaced in Outlook 2010 by the Ribbon, a single mechanism
that makes all the commands needed to perform a task readily available.

The File tab and corresponding Backstage view replace the Office Button and File menu found in
previous versions. Here you can access common commands (Open, Print, Save) as well as more
advanced ones (Automatic Replies, Mailbox Cleanup, Rules and Alerts).

Quick Steps allow you to perform multiple tasks with a single click. You can customize the default
Quick Steps or create your own.

Conversation View groups related messages together and displays them under a single thread in your
Inbox.

The Meeting Reply command allows you to reply to an e-mail by scheduling a meeting. When you use
the Meeting Reply command to schedule a meeting, all the message recipients are added to a new
meeting request in one click.

If you are using Outlook with Microsoft Exchange 2010, the Mail Tips feature enables you to double-
check e-mail messages before you send them. For example, Mail Tips alert you when you are replying
to a large distribution list, sending a message without a subject, and more.

The Search tab appears on the Ribbon every time you perform a Search, providing instant access to
various search-related options.

The Outlook Social Connector keeps you informed about the activities and status of your personal and
professional contacts. The Outlook Social Connector connects to third-party social networking sites and
updates Outlook based on those sites.

Other Microsoft Office programs have used the Zoom Slider for years, and now it’s being included in
Outlook. The Zoom Slider allows you to control how much information you see in the Reading Pane of
your mailbox and on your Calendar.

Mailbox Cleanup makes it easier to access advanced tools to manage your mailbox, empty deleted
items, and archive older items. It also includes a visual representation of how much space is left in your
mailbox.

The People Pane appears at the bottom of the Reading Pane and displays information about the
person(s) associated with the selected item. Social media information (if applicable) is displayed for
each person, as well as any related files, appointments, or notes.

Now you can add/remove tabs, create your own groups, and rearrange commands on the Ribbon.

Locate contacts quickly in Outlook 2010 using the Quick Contacts feature. Simply type the first few
characters of the contact you want to find in the Find a Contact field on the Ribbon.

View the calendars of everyone in your team simultaneously using Schedule view.

Keep track of team member schedules by creating a Calendar group. A Calendar group can include
multiple people and resources such as conference rooms.

Outlook 2007 introduced the Meeting Suggestions feature, but it’s become more prominent in Outlook
2010. Now, scheduling suggestions will appear in a meeting request whenever you invite someone else
to a meeting.

The items in the Navigation Pane have been reorganized in Outlook 2010. The most important folders
(Inbox, Drafts, Sent Items, Deleted Items) now appear at the top of the list, with all other folders
alphabetized beneath it.

Unified Messaging features now include Voice Mail preview, protected voice mail, and the ability to
define and control how calls are routed.

12 © 2010 CustomGuide, Inc.



Program Fundamentals

Table 2-1: What’s New in Outlook 2010

To-Do Bar updates

Better Proofing Tools

Word E-mail Editor

Include Screenshots

The appearance of the To-Do bar has been improved in Outlook 2010. The To-Do bar now provides
better access to all-day appointments and events. There are also updated visual indicators for conflicts
and unanswered meeting requests and day separators. Finally, it is easier to resize the To-Do bar in
Outlook 2010.

If you change one of several spelling checker options in one Office program, that option is now updated
in all the programs. Also, the Outlook 2010 spell checker can now recognize some contextual spelling
errors—for example, the use of “their” vs. “there”.

The Microsoft Word program is now Outlook’s only e-mail text editor. You can no longer turn it off and
use a native Outlook editor.

Outlook 2010 makes it easier than ever to include a screenshot of your computer screen in an e-mail.
You can take a screenshot of your whole screen, or you can clip the screen and include the screen clip in
an e-mail.

Your Organization’s Name Here 13



Program Fundamentals

1 Exercise Notes

Understanding the Outlook
2010 Program Screen

The Outlook 2010 program screen may seem confusing
and overwhelming at first. This lesson will help you
become familiar with it.

e Exercise File: None required.

« Exercise: Familiarize yourself with the different parts of
the Outlook 2010 program screen.

LB

Q ¢ © 06 66 © o

@
a9 |= Inbox - kitty@ogstomguide.com = Microsoft Outlook ‘
o—-
1 s + o o M ]
New v R Reply ard B
E-me &l
—|| « Favorites < —
Y . “ RE: Quick Ref Cards
ange By: Dal -l
} sent Rems . o Stan Keathly L4
@ Dolased Home 3 voice Message from fuc .. & - o
Melissa Findley: Kitty Rogers
4 laty@customguide.com = [ )
4 Last Wenk -
1 Inbox 3 . . Updated.
2 Oretia (14 } K1Z: Worth It
ad Sent Rems - Thanks! e
T Y Quick Ref Cards v Kitchen Patrol - Stan
Split corversation. Latest messages shown. B00 AM - 830 AM
@ Junk E-Mail [715] - Stan Keathly ity Rogers
J Stan Keathh: Melissa Findle. @
3 Mews Feed
@— 1 Dan High: Kitty Rogers —o
4 Lisa Stelzner From: Melissa Findle:
ol ! e Sent: Thursday, March 25, 2010 1:26 P Arvange By: Floge Oue O
B Search Folders 4 Melissa Findley UL Lo ot Aoy :
To: Stan Keathly
- practice - - i
4 Two Woeeks Age Ce: Kitty Rogers ¥ Mo Date
Subject: FW: Quick Ref Cards
1 Mall ] HOWTO - Setup WET Dev Blayer 4 ¥ Today
- " ! ! Hey Stan, e
) Calendar ¥ . P :
4 Three Weeks Ago . ) -
B3] Contact o Attached is the new Acrobat 7 quick - L4
- 4 Office 2010 Queck Reterences reference. -~ v
] Tasks ! he!
} Company Newsletter
L 1G @ - " = 5 - —
o——.ems: 165 Unread: % All felders are up to date. Cannecied to Microscft Exchange ||[1| K1 100% | + .——o

Quick Access Toolbar: Contains common commands such as
Send/Receive and Undo. You can add and remove commands
as desired.

Inbox: Lists all of your e-mail messages and can be arranged
according to your specifications.

Instant Search: Enter key words to search the current folder
or location. Displays results in real-time results appear as you
enter each search term

Title bar: Displays the name of the program you are currently
using (Outlook) and the item you are currently working with.

Reading Pane: Displays the contents of the selected message.

Close button: Click here to exit the Outlook program.

Help button: Click here to open the Outlook Help window.

© e 66 66 6 e o

Ribbon: The tabs on the Ribbon replace the menus and
toolbars found in previous versions of Outlook.

To-Do Bar: Keep tabs on your calendar, appointments, and
tasks all in one place. The To-Do Bar can also be displayed
in a minimized format.

Zoom Slider: Click and drag the slider to zoom in or out of
an item or view. You can also use the + and — buttons.

People Pane: Displays information regarding the person(s)
associated with the selected item.

Status bar: Displays information and reminders about
Outlook items. Right-click the status bar to specify what
information is shown.

Navigation Pane: Contains buttons and icons you can click
to move among Outlook’s folders and tools.

File tab: Click here to access common commands (Open,
Print, Save) as well as more advanced ones (Automatic
Replies, Mailbox Cleanup, Rules and Alerts).

© 2010 CustomGuide, Inc.



Program Fundamentals

Understanding Items [ Exercise

. . ] » Exercise File: None required.
In Outlook, an item is the basic element that holds
information. Items are used to send and view e-mails, and
also to organize information like tasks and contacts.

e Exercise: Explore and understand the various types of
items available in Outlook 2010.

Table 2-2: Outlook Items provides an overview of the
items used in Outlook.

Table 2-2: Outlook Items

Jj Mail Message Compose a message to be sent by e-mail.

“5]  Appointment Add an appointment to your calendar.

_EH'B Meeting Request Set up an appointment to which you invite other people or reserve resources such as a conference room.
J_%é Contact Enter information about a person including their name, company, job title, and e-mail address.

:-_1"‘? Contact Group Create a collection of contacts that allows you to quickly send mass e-mails.

@ Task Enter to-do items that can be tracked until completion.

s Task Request Inform someone else of a task you would like them to perform.

Keep track of interactions and files that you create—such as e-mails or Word documents—in a timeline

Journal Entry .
view.

Note Jot something quickly in a note. Can be sorted using color categories.

Your Organization’s Name Here
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Understanding the Message
Window

The mail message window, like the program window,
features the Ribbon in place of menus and toolbars. This
lesson will help you become familiar with the basic
features of the message window.

®© ©

0

[ Exercise Notes
e Exercise File: None required.

« Exercise: Familiarize yourself with the different parts of
the Outlook 2010 message window.

Zild 9 o | = Sending an e-mail - Message (HTML) =HIEN X
0—-E Message Insert Options Format Text Review @ @
= - . PO R o] ¥ Follow Up -
B Calibri (Body, - 11+ A" A S I Sgﬁ a‘@ @ @ 5 oflow Up L
¥ High Importance At e
Paste B /7 U ¥ . A.||=E|= = iE i£ | Address Check  Attach Aftach Signature Zoom
- 7 - S Book Mames File  ftem ~ M 4 LowImportance
Clipboard Basic Text MNames Include Tags Zoom

To.. Melissa Peterson;

Subject: Sending an e-mail

Type your message here.

Jeanne Trudeau
Director of Business Development

Custom©C

Learn on Demandtd
W\'vw.customgwde.com

LF

® /I See more about: Melissa Peterson.

© o

D N

Quick Acdess Toolbar: The Quick Access Toolbar contains
common commands such as Save and Undo. You can add or
remove commands as desired.

Ribbon: The Ribbon makes commands easily accessible
instead of hiding them under menus and toolbars.

Recipients: Enter the e-mail addresses of recipients in the To
field. Use the CC field to send a copy of the message to
recipients who are not directly involved, but might be interested
in the message.

Subject line: Enter a title here so that recipients quickly know
the reason for your e-mail.

o

Message Area: Type your e-mail message here as you
would using a word processor.

@
o

People Pane: Displays information about the person(s)
associated with the message.

Send button: Once you’ve finished composing your
message, click the Send button to send it.

File tab: Click here to access common commands (Save,
Print) as well as more advanced ones (Permissions,
Properties).

Q
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Giving Commands in Outlook

Outlook 2010 provides easy access to commands through
the Ribbon, the File tab, and the Quick Access Toolbar.

Ribbon

The Ribbon replaces the menus and toolbars found in
previous versions of Outlook. The Ribbon keeps
commands visible while you work instead of hiding them
under menus or toolbars.

The Ribbon is made up of three basic components:

e Tabs: Commands are organized into tabs on the
Ribbon. See Table 2-3: Tabs on the Ribbon for a
description of the different types of tabs.

e  Groups: The commands found on each tab are
organized into groups of related commands. Click the
Dialog Box Launcher (=) in the bottom-right corner
of a group to display even more commands.

e Buttons: To issue a command, click its button on the
Ribbon.

& Tips

v" The Ribbon shrinks or expands depending on your
screen resolution and the size of the program
window.

v You can hide the Ribbon so that only tab names
appear, giving you more room in the program
window. To do this, click the Minimize the Ribbon
button ( =), or press <Ctrl> + <F1>, or double-click
the currently displayed command tab. To display the
Ribbon again, repeat any of these methods.

File tab

The File tab and corresponding Backstage View replace
the Office Button and File menu found in previous
versions of Outlook. Here you can access common
commands (Open, Print, Save) as well as more advanced
ones (Automatic Replies, Mailbox Cleanup, Rules and
Alerts).

@ Tips

v' The File tab replaces the File menu/Office Button
found in previous versions of Outlook.

E-mail Items -

1 Exercise
e Exercise File: None required.

» Exercise: Click each tab on the Ribbon to view its
commands. Click the File tab to view Backstage view.

File tab
Contextual tab
Command tab ‘

ile Home Send / Receive Folder View Search

3 “_ﬂ = x CaReply B |33 paystubs

1 | e :
Bk =4 Reply All & ~ | | To Manager -

New MNew Delete

%

2 Forward B - | |Bd Team E-mail

MNew Delete Respond Quick Steps ﬁ)

Button Group Dialog Box
Launcher

Figure 2-2: Elements of the Ribbon.

Table 2-3: Tabs on the Ribbon

Command Command tabs appear by default whenever

Tabs you open the Outlook program. In Outlook
2010, the Home, Send/Receive, Folder, and
View tabs appear by default.

Contextual Contextual tabs appear whenever you

Tabs perform a specific task and offer commands
relative to only that task. For example,
whenever you begin a search, the Search tab
appears on the Ribbon.

Inbox - kitty@customguide.com - Microsoft Outiook

B save 2

Account Information

kitty@customguide.com

8y save attaschments
Info.

Open

Print

Help

d Cpbens
¥ bt

4 »

Figure 2-3: The File tab and resulting Backstage View.
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Quick Access Toolbar

The Quick Access Toolbar appears above the File tab and
provides easy access to the commands you use most
frequently. The Send/Receive and Undo buttons appear on
the toolbar by default; however, you can customize this
toolbar to meet your needs by adding or removing
buttons. To customize the Quick Access Toolbar:

1. Click the Customize Quick Access Toolbar button
at the end of the Quick Access Toolbar.

A list of commands appears.

2. Select the command(s) you want to add or remove.
@ Tips

v You can change where the Quick Access Toolbar
appears in the program window. To do this, click the
Customize Quick Access Toolbar button at the end
of the Quick Access Toolbar. Select Show Below the
Ribbon or Show Above the Ribbon, depending on
the toolbar’s current location.

Undo / Redo

Send / Receive Customize

Home

Figure 2-4: The Quick Access Toolbar.
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Using Command Shortcuts

Command shortcuts can be used as an alternative to the
Ribbon. This lesson describes four different shortcuts,
each designed to save time and increase efficiency.

Keystroke shortcuts

Without a doubt, keystroke shortcuts are the fastest way to
give commands in Outlook. They’re especially great for
issuing common commands, such as creating a new mail
message.

In order to issue a command using a keystroke shortcut,
you simply press a combination of keys on your
keyboard. For example, rather than clicking the New
button on the Ribbon to create a new e-mail, you could
press and hold the keystroke shortcut, <Ctrl> + <N>.

Table 2-4: Common Keystroke Shortcuts provides an
overview of commonly used keystroke shortcuts.

Contextual menus

A contextual menu displays a list of commands related to
a specific object or area. To open a contextual menu:

1. Right-click an object or area in the item window or
program screen.

A contextual menu appears, displaying commands
that are relevant to the object or area you clicked.

2. Select an option from the contextual menu, or click
anywhere outside the contextual menu to close it
without selecting anything.

Mini Toolbar

The Mini Toolbar appears when you select text in a new
item window and contains common text formatting
commands. To view the Mini Toolbar:

1. Select text in an item window.
The Mini Toolbar appears near the text you selected.

@ Trap: Sometimes the Mini Toolbar can be hard to
see due to its transparency. To make the Mini
Toolbar more visible, point to it.

2. Click the desired command on the Mini Toolbar or
click anywhere outside the Mini Toolbar to close it.

@ Tip: If you don’t want the Mini Toolbar to appear
every time, click the File tab and select Options.
Click the General tab, uncheck the Show Mini
Toolbar on selection check box, and click OK.

1 Exercise
e Exercise File: None required.

« Exercise: Memorize some common keystroke shortcuts.
Right-click a message in the Inbox to display its contextual
menu.

Table 2-4: Common Keystroke Shortcuts

<Ctrl> + <O> Opens the selected item.

<Ctrl> + <N> Creates a new item.

<Ctrl> + <S> Saves the currently opened item.
<Ctrl> + <P> Prints the selected item.

<Ctrl> + <B> Toggles bold font formatting.
<Ctrl> +<I> Toggles italic font formatting.
<Ctrl> + <C> Copies the selected text or object.
<Ctrl> + <X> Cuts the selected text or object.
<Ctrl> + <Vv> Pastes the selected text or object.

Kitchen Patrol - Chris
8:00 AM - 8:30 AM

[ apen » ikl
& Quick Print

8%  Invite Attendees

% Forward »

31 Private

E Show As 3

d Categorize »

X Delete »

Figure 2-5: A contextual menu.

Calibri ~ 11 ~ A A E iE

B /7 U E®¥.A. 3

Figure 2-6: The Mini Toolbar.
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Key Tips

Key Tips appear whenever you press the <Alt> key. You

can use Key Tips to perform just about any action in

Outlook without ever having to use the mouse. To issue a Key Tip badge
command using a Key Tip:

1. Press the <Alt> key. 0| = o | = Inboy - kitty@customguide.com - Micr

Home Send / Receive Fattis View
H

Tiny letters and/or numbers, called badges, appear on
the Quick Access Toolbar and all of the tabs on the

A [ = 4 Reply 5 Paystubs
Ribbon. = E- 3 Reply Al & - | & To Manager >
MNew MNew 2 Delete s 4B &3 Team E-mail _
. =T = @7 b Forward =g ~ N
2. Depending on the tab or command you want to SRR ” .
. MNew Delete Respond Quick Steps
select, press the letter or number key indicated on the
badge. Figure 2-7: Press the <Alt> key to display Key Tips.

3. Repeat this step as necessary until the desired
command has been issued.
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Using the Navigation Pane

Outlook is made up of several panes, each with its own
set of tools and folders. You can switch between these
panes using the Navigation Pane.

Switch between panes

The Mail pane appears by default whenever you start
Outlook. To switch to another pane, such as Calendar or
Contacts, use the buttons in the Navigation Pane.

e  Click the Navigation Pane button for the pane that
you want to open.
The selected pane appears.

Other Ways to Switch Panes:
Use the shortcuts listed in Table 2-5: Navigation
Pane Shortcuts.

Customize the Navigation Pane
You can customize the Navigation Pane to display only
the information you want.
1. Click the Configure buttons button in the bottom-
right corner of the Navigation Pane.
A list of options appears:

e Show More/Show Fewer Buttons: Select one of
these options to quickly add/remove buttons.

e Navigation Pane Options: Select this option to
change the order of buttons in the Navigation
Pane.

e Add or Remove Buttons: Select this option to
choose which buttons appear in the Navigation
Pane.

2. Select the desired option and, if necessary, specify the

appropriate settings.

@ Tips

v" To minimize or expand the Navigation Pane, click the

Minimize/Expand the Navigation Pane button in
the upper-right corner of the Navigation Pane; or
click the View tab on the Ribbon, click the
Navigation Pane button in the Layout group, and

select an option from the list; or press <Alt> + <F1>.

v" To turn off the Navigation Pane, click the View tab
on the Ribbon, click the Navigation Pane button in
the Layout group, and select Off from the list; or
press <Alt> + <F1>.

L1 Exercise

e Exercise File: None required.

» Exercise: Display and explore the Calendar, Contacts, and

Tasks panes, one at a time. Then return to the Mail pane.

4 Favorites @— Click here to minimize or
= Inbox 7) expand the Navigation Pane,
i or press <Alt> + <F1>,
L= Sent Items

& Deleted Items (53)

4 kitty@ customguide.com
L] Inbox (7)
L7 Drafts[14]
= Sent tems
fa] Deleted Items (53)

L@ Junk E-Mail [55]

[ News Feed -
—J Mail Navigation Pane button
ﬁ Calendar
&=| Contacts
ﬂ Tasks
ul O3 [A] T Click here to customize

the Navigation Pane.

Figure 2-8: The Navigation Pane with the Mail pane
displayed.

Table 2-5: Navigation Pane Shortcuts*

Mail <Ctrl> + <1>
Calendar <Ctrl> + <2>
Contacts <Ctrl> + <3>
Tasks <Ctrl> + <4>
Notes <Ctrl> + <5>
Folder List <Ctrl> + <6>

Shortcuts <Ctrl> + <7>

*These shortcuts are based on the order in which buttons are

displayed in the Navigation Pane. If you have changed the order of
the buttons in the Navigation Pane, the shortcuts will change, too.

Your Organization’s Name Here
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Table 2-6: The Navigation Pane

~ Mail
e L3 Inbox

©

IS

i

P -1 Sent Items
=

o

@

w al  Deleted Items

Compose, manage, organize, send, and receive messages.

Contains all of your incoming e-mail messages.

Stores copies of messages you have sent.

Works like the Windows Recycle Bin; where you can find deleted Outlook items.

n/a  Mailbox

L#  Drafts

L@ Junk E-mail

1 News Feed

All Mail Folders

U= Outbox

U5  RSS Feeds

L& Search Folders
ﬁ Calendar

&=| Contacts

| Tasks

=] Notes

1 Folder List

[#] Shortcuts

v Configure buttons

48 Journal

Provides a preview of your day; summarizes appointments, tasks, and new e-mail messages.

Stores draft messages that you haven’t yet completed.

Contains messages that Outlook considers spam. You should check this folder periodically to check for
incorrectly flagged messages.

Collects status and activity updates for people who are a part of your social network using Outlook’s
Social Connector.

Temporarily stores any messages that you’ve composed that have not been sent.

Allows you to access content that you’ve subscribed to via RSS feed, such as news and blogs.

Provides quick access to color categorized messages, messages flagged for follow-up, messages with
large attachments, and unread messages.

Enables you to view and schedule appointments, events, and meetings.

Stores addresses, numbers, e-mail addresses, and other information about people you contact.
Allows you to organize and manage to-do items.

Works like electronic sticky notes; allows you to jot down quick bits of information.
Displays all the folders in Microsoft Outlook.

Contains shortcuts (that you add yourself) to other folders, such as the My Documents folder.
Allows you to add or remove buttons from the Navigation Pane.

Records information about items you send or receive and files you create (not shown by default).
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Using the Reading Pane

You can preview a message without having to open it
using the Reading Pane. By default, the Reading Pane
appears to the right of the Inbox, but you can move the
Reading Pane to another position in the window.

O Exercise
e Exercise File: None required.

« Exercise: Position the Reading Pane below the Inbox.
Hide the Reading Pane. Position the Reading Pane to the
right of the Inbox.

1. Click the View tab on the Ribbon and click the SERIE oo -recd@austomguide.com - Microsof Outook = )
Reading Pane button in the Layout group. 9
There are a few different ways to view the Reading vm
Pane:

“  Breakfast? “
¢ Right: Display the Pane to the right of the Inbox " Jared Stein E
(default setting). s T |
e Bottom: Display the Pane below the Inbox. o e g restiet :
o Off: Hide the Pane. é
2. Select the position you want to use.
The Reading Pane is positioned accordingly.

@ Tips

v Typically, the Mail folder is the only folder in which i e ye—
the Reading Pane is used extensively. — r— p—————— i

Figure 2-10: Reading Pane displayed to the right of the
Inbox.

v" You can view messages safely in the Reading Pane—
potentially malicious scripts or attachments are not
activated or opened automatically.

ol =@ |= Inbon - reedi@customguide.com - Microsoft Outiook )
end | R (]
R A . - ..
& ™" ar s Al v X
H
i
7S %
d Respond :g
i
@ Dulml\u‘ v
3 ok Ebas Breakfast? g
= Outhan Jared Stein =
’ i
./: Tasks
3 @ 0 See more about: Jared Stein
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Using the To-Do Bar

The To-Do Bar makes it easy to keep track of your
appointments, events, and tasks no matter where you are
in Outlook.

Minimize the To-Do Bar

The To-Do Bar appears expanded by default, but you can
minimize it to free up space in the program window.

e Click the View tab on the Ribbon, click the To-Do
Bar button in the Layout group, and select
Minimized from the list.

The To-Do Bar appears minimized.

Other Ways to Minimize the To-Do Bar:
Click the Minimize the To-Do Bar button in the
upper-left corner of the To-Do Bar.

Customize the To-Do Bar

In Outlook 2010 you can specify how much information
is displayed on the To-Do Bar.

1. Click the View tab on the Ribbon and click the To-
Do Bar button in the Layout group.

A list of items appears.

2. Click the item you want to show/hide.

Other Ways to Customize the To-Do Bar:

Click the View tab on the Ribbon, click the To-Do
Bar button in the Layout group, and select
Options.

@ Tips

v To turn off the To-Do Bar, click the View tab on the
Ribbon, click the To-Do Bar button in the Layout
group, and select Off from the list.

v" To jump to a specific date in the Calendar, click it in
the Date Navigator on the To-Do Bar.

1 Exercise
e Exercise File: None required.

» Exercise: Expand the To-Do Bar, then minimize it again.

Click here to minimize/expand the To-Do Bar

é 4 April 2010 >

SuMo TuWe Th Fr Sa
12 3
4 5 6 7 8 910
11 12 1314|315 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

— Date Navigator

Today
Rayna’s Birthday! o

NEW: All day events
now appear in the To-
Friday Do Bar.

Kitchen Patrol - Chris

8:00 AM - 8:30 AM

Kitty Rogers &

1 more appointment
NEW: To view more or

Arrange By: Flag: Due Date| = less inf_ormation, drag
- the splitter.

> ¥ No Date

4 ¥ Today Tasks and

To-Do items

pay bills \d

Press Releases ¥

NECC Post Card ¥

Figure 2-11: The To-Do Bar.

To-Do Bar Options lﬁ]

| Show Date Mavigator

Number of month rows: 1

| Show Appointments
| Show All Day Events

| Show Details of Private tems

| Show Task List

[ OK l| Cancel |

Figure 2-12: You can further customize the To-Do Bar
using the To-Do Bar Options dialog box.
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Using Help

When you don’t know how to do something in Outlook
2010, look up your question in the Outlook Help files.
The Help files can answer your questions and offer tips
about Outlook’s features.

Search for help

1. Click the Microsoft Outlook Help button (&) on the
Ribbon.

The Outlook Help window appears.
Other Ways to Open the Help window:
Press <F1>.
2. Type what you want to search for in the Type words
to search for box and press <Enter>.
A list of help topics appears.
3. Click the topic that best matches what you’re looking
for.
Outlook displays information regarding the selected
topic.
Browse for help

1. Click the Microsoft Outlook Help button (&) on the
Ribbon.

The Outlook Help window appears.
Other Ways to Open the Help Window:
Press <F1>.
2. Click the category that you want to browse.
The topics within the selected category appear.
3. Click the topic that best matches what you’re looking
for.
Outlook displays information regarding the selected
topic.
Choose the Help source

If you are connected to the Internet, Outlook Help
retrieves its contents from the Office Online database by
default. You can easily change this to meet your needs.

1. Click the Search button list arrow in the Outlook
Help window.

A list of help sources appears.

2. Select an option from the list.

1 Exercise
e Exercise File: None required.

e Exercise: Search the phrase “create a new message”.
Browse topics in the “What’s new” category of Help.

Change the help source to the Outlook Help section under
Content from this computer and search the term “create a
new message” again.

Enter search Choose a
keywords here. help source.
@) Outlopk Help =HIENC =X

o G Me e %
v B Search v

Visit Office.com for more help with Outlook 2010 -
=a0.0ffice 2] oing

More on Office.com: downloads | images | templates

Getting started with Outlook 2010 =

Getting started with Outlook 2010

‘ ‘“‘a Open and save attachments

- Use Automatic Replies when out
of the office
Find a message with Instant
Search

Browse Outlook 2010 support

Aftachments E-mail messages

Calendar Microsoft Exchange

rntacte Accounts 2
All Outlock | | @ Connected to Office.com

Browse help topic
categories.

Figure 2-13: The Outlook Help window.
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@ Tips

v" When a standard search returns too many results, try

. . . . Table 2-7: Help Buttons
searching offline to narrow things down a bit. P

Click here to move back to the

v Office 2010 offers enhanced ScreenTips for many £ Back previous help topic.
buttons on the Ribbon. You can use these ScreenTips )
to learn more about what a button does and, where 5 Forward Click here to move forward to
available, view a keystroke shortcut for the the next help topic.
command. To view a command’s ScreenTip, point to 2| sto If a topic is taking too long to
the command on the Ribbon. P load, click here.

v" Most dialog boxes have a Help button (€.)) in the % Refresh Refresh the page to correct page
upper right-hand corner. Click this button to open the layout or get the latest data.
Outlook Help window. A Home Click here to return to the Help

home page.
o - Click here to print the current
| Print help topic.

o . Click here to change the size of
AL | Change Font Size the text in the Help window.
@ Show Table of Click here to browse for help
| Contents using the Table of Contents.

Click here to layer the Help
a Keep On Top/Not  window so that it appears behind
on Top or in front of all other Microsoft
Office programs.
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Exiting Outlook 2010

When you’re finished using Outlook 2010, you should
exit it. Exiting a program closes it until you need to use it

again.

e  Click the File tab on the Ribbon and
The Outlook program closes.
Other Ways to Exit Outlook:

select Exit.

L1 Exercise

e Exercise File: None required.

Click the Close button on the title bar. Or, double-
click the Outlook icon on the left-hand side of the

title bar. Or, press <Alt> + <F4>,
@ Tips

v Having many programs open at the same time can

slow down your computer, so it’s a good idea to exit

programs that aren’t being used.

« Exercise: Exit the Microsoft Outlook 2010 program.

Outlook icon Close button
I
Q) | Tnbox - kitty@customguide.com - Microsoft Outlook ==} i&
File Home send / Receive Folder View Q
B save As . =
Account Information =
kitty@customguide.com .
Info == Microsoft Exchange
Add Account
Open
Print _ Account Settings
a“‘ Modify settings for this account,
Help Account and mhflgura additional
Settings - connections. =
|3 options
X Exit
Automatic Replies (Out of Office)
GJ Use automatic replies to notify others that you
Automatic are out of office, on vacation, or not available
N to respond to e-mail messages.
Replies
- Mailbox Cleanup
~J§ Manage the size of your mailbox by emptying
Deleted Items and archiving.
Cleanup
Tools -
-
Figure 2-14: Exiting Outlook.
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Quiz Questions

1. Outlook automatically opens with Windows. (True or False?)

2. Which of the following is NOT a new feature in Outlook 2010?
A. The Ribbon
B. Microsoft Online help
C. Conversation View
D. Mail Tips

3. What is the Inbox?
A. A folder that displays e-mail messages you have sent.
B. A place where you can view your tasks.
C. A pane used for viewing the complete text of e-mail messages.
D. A folder that displays your incoming e-mail messages.

4. Which of the following is NOT an item found in Outlook?
A. Mail Message
B. Worksheet
C. Appointment
D. Contact

5. What is the Ribbon?
A. Asstring of code that enables XML compatibility.
B. The path name that refers to where a command is located in the program.
C. Another name for the title bar.
D. The command center that replaces the menus and toolbars found in item windows in previous versions of
Outlook.

6. The Ribbon can be hidden so that only tab names appear. (True or False?)

7. The File tab contains basic file commands. (True or False?)

8. What is the Quick Access Toolbar?
A. There are no toolbars in Outlook 2010.
B. What appears when you select text in an item window.
C. A customizable toolbar of common commands that appears above or below the Ribbon.
D. An extension of the Windows taskbar.

9. Which of the following is NOT a command keystroke shortcut in Outlook?
A. <Ctrl> + <N>
B. <Ctrl> + <O>
C. <Ctrl> + <P>
D. <Ctrl> + <Alt> + <Delete>
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10.

11.

12.

13.

14.

Which of the following is NOT a Navigation Pane button?
A. Mail
B. Contacts
C. Calendar
D. To-Do

The Reading Pane can only be viewed on the right side of the program window. (True or False?)

Which of these is NOT an element you can add or remove from the To-Do Bar?
A. Date Navigator
B. Appointments
C. Task List
D. Saved Drafts

What key can you press to get help in Outlook?
A. <Esc>
B. <Ctrl> + <H>
C.<F1>
D. <F11>

Which of the following is NOT a way to exit Outlook 2010?
A. Press <Alt> + <F5>,
B. Click the Close button in the upper-right corner of the program window.
C. Click File on the menu bar and select Exit.
D. Double-click the Outlook icon on the title bar.

Quiz Answers

1.

10.

False. You must start Outlook to begin using it.

B. Microsoft Online help is not a new feature in Outlook 2010.

D. The Inbox is a folder that displays your incoming e-mail messages.
B. A worksheet is not an item found in Outlook

D. The Ribbon is the command center that replaces the menus and toolbars found in item windows in previous
versions of Outlook.

True. Double-click a tab to hide the Ribbon, then double-click any tab to view commands once again.
True. The File tab contains basic file commands, similar to the File menu of previous versions.

C. The Quick Access Toolbar is a customizable toolbar of common commands that appears above or below the
Ribbon.

D. <Ctrl> + <Alt> + <Delete> is a Windows command, not an Outlook command.

D. To-Do is not a Navigation Pane button.

Your Organization’s Name Here
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11.

12.

13.

14.

False. The Reading Pane can be viewed at the bottom of the window, or turned off altogether.
D. Saved drafts are not something you can view in the To-Do Bar.
C. Press <F1> to access help in Outlook.

A. To exit Outlook, you need to press <Alt> + <F4> not <Alt> + <F5>.

30
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Composing and Sending an E-mail Message. 32

Specifying Message OptionsS......ccccceeevvvinvnnenn. 34
Set message priority......ccccveeeeeeeeevecvvnnnnn. 34
Request a read or delivery receipt........... 34
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Formatting TeXt.....cocccveeeiiiiiiiieeece e, 36
Change font type .......coocccviveeeeee e, 36
Change font size.........ccccveveeeeiin i, 36
Change font color .........cccoovveveiiiiineinnnen. 36
Change font style........cccccovviiieiiniicennn, 37

Checking your Spelling.....ccccocceeeiiiiienniiiienens 38

Working with Hyperlinks.........ccocoociiniinennnn. 39
Insert a hyperlink ..........ccccoooiiiiiinnn, 39
Change the text of a hyperlink................. 39
Open a hyperlinK..........ccccoviveeeeeniiciine, 40

Attaching a File to a Message...........cccccceeeeeennn. 41
Attach other items.........cccccceevviiiieiiinenn, 41

This chapter covers two of the most-used
functions in Microsoft Outlook: How to
compose and send an e-mail message.

The steps involved in composing and
sending a message are pretty basic, but
there’s quite a bit you can do in between
these processes to maximize the effect
that your messages have. This chapter will
show you how to insert a signature, attach
a file to a message, and more.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Composing and Sending an
E-mail Message

This
task

1.

lesson explains how to perform the most basic e-mail
of all: how to compose and send an e-mail message.

Click the Mail button in the Navigation Pane.

The Inbox appears.

Click the Home tab on the Ribbon and click the New
E-mail button in the New group.

An Untitled — Message window appears.

Other Ways to Create a New Message:

Press <Ctrl> + <N>, or right-click the Outlook
button on the taskbar and select New E-mail
Message from the Jump List.

Enter the recipient’s e-mail address in the To, Cc
and/or Bcc field(s).

See the table below, Ways to Address an E-mail
Message for a description of each field.

If you want to send the message to more than one
person, insert a semicolon (;) between each
recipient’s e-mail address—for example,
JohnH@acme.com; Betty T@yahoo.com.

Other Ways to Enter a Recipient’s Address:
Click the To, Cc, or Bcc button, select the name
of the recipient or distribution list you want to use
from the Address Book, and click the To, Cc, or
Bcc button. Click OK when you’re finished.

© Trap: If you can’t find the contact or distribution
list you want to use in the Select Names dialog
box, you may need to click the Address Book list
arrow at the top of the Select Names dialog box
and select a different Address Book.

1 Exercise
« Exercise File: None required.

» Exercise: Compose a new e-mail message, entering your
own e-mail address in the To field and “FY1” in the Subject
field.

Type “Today | learned how to compose and send an e-mail
message.” in the message body area.

Send the message.

EX = Untitled - Message (HTML) = |5 S

st Opion Formal Test  Review a @

T w-A-EE R S

Subject:

Table 3-1: Ways to Address an E-mail Message

To Sends the message to the recipient you
specify.

Carbon Copy Sends a copy of the message to a recipient

(Cc) who is not directly involved, but who

might be interested in the message.

Blind Carbon Sends a copy of the message to a recipient
Copy (Bcc) without any other recipients knowing. This

option is useful when you are sending a
message to many recipients at once.

To display the Bcc field, click the Options
tab on the Ribbon and click the Bcc button
in the Show Fields group.

Figure 3-1: The Untitled — Message window.

Select Names: Global Address List @

Search: (@) Name only (") More columns  Address Book

Global Address List - kitty@customguide.com «  Advanced Find

| Name Title Business Phone Location Department

&, Accounting Ps
G AlertSite
& Authors

&, Biling

@ Blog

& Brian Pickle
& Cases

4 Chad Moe

+ Chris Kanneman

&, CustomGuide

& CustomGuide Projects -
< I »

To-> Chris Kanneman

Cc->

]

Bee->

'

Figure 3-2: If you don’t know a recipient’s e-mail address,
but he or she is located in your Address Book, click the To,
Cc, or Bcc button to open the Select Names dialog box.
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4. Type the subject of the e-mail in the Subject field.
The Subject field lets your recipients know what the
message is about.

5. Click inside the body area of the message window
and type your message.

Ask yourself the following questions before sending:

e Have you entered the correct e-mail address(es) in
the To field?

e Have you entered an appropriate subject in the
Subject field?

¢ Did you read through your message to make sure
it’s correct?

If you answered “Yes” to all of the above questions...

6. Click the Send button in the Message window.

Your message is released into cyberspace and on its
way to the specified recipient(s).

Other Ways to Send a Message:
Press <Alt> + <S>,

Send button

2w = Company Meeting - Message (HTML) ==
sert  Ophions  Formal Tet  Review o @
- L Cakbri (Body) =1L - g s W Artach File ¥ Follow Up -
il T = = &y ) 1
P Iy E-E.E#E P attach Rem = 1 e
asfe Address Check Zoam
7 w-A-[E=xm 9 ook Names B Signature -
Marmes
To [ CustomGulde:
send
Subject Comgany Meeting

‘We will be having an all-company meeting in the conference room at 10:00 AM,

Jeanne Trudeau
Director of Business Development

CustomG

ta " Demand
v customguide. com

CustomGuide

Figure 3-3: When you're ready to send the message, click
the Send button.
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Specifying Message Options

Just like you can assign parcel insurance or specify
overnight delivery for letters and packages, Outlook lets
you specify options for your e-mail messages. You can
mark messages as urgent, specify a read receipt for all
messages, or request that your messages be encoded so
that they can only be read by the intended recipient(s).

Set message priority

If the intended recipient of a message receives a lot of e-
mail throughout the day, specify your message as
important so that it will stand out in his or her Inbox.

1. Inthe Message window, click the Message tab on the
Ribbon.

2. Click the High Importance or Low Importance
button in the Tags group.

e High Importance: Inserts a red exclamation
point next to the message subject.

e Low Importance: Inserts a blue, downward-
pointing arrow next to the message subject.

The specified priority is assigned to the message.

Other Ways to Set Message Priority:

Click the Message tab on the Ribbon and click the
Dialog Box Launcher in the Tags group. Under
Settings, click the Importance list arrow and
select an option from the list. Click Close.

Request a read or delivery receipt

If you feel like your messages are being ignored, try
requesting a read receipt. That way, you can track when a
recipient receives and reads the message.

© Trap: Read receipts only work if your recipient’s
e-mail program supports them.

1. Inthe Message window, click the Options tab on the
Ribbon.

2. Select Request a Delivery Receipt and/or Request a
Read Receipt in the Tracking group.

e Request a Delivery Receipt: Sends a notification
when the message has been successfully
delivered.

e Request a Read Receipt: Sends a notification
when the recipient has opened the message.

@ Tip: Don’t rely too heavily on read receipts; the
recipient has the option to deny returning a
receipt.

1 Exercise
« Exercise File: Anew e-mail message.

« Exercise: Assign high priority to the message.

| RFP y
Rayna Oden 2:54 PM |
4 sk =
Recs @
o v /

A Favorts <

Inbax =| RFP .

Sont o Rayna Oden ;

° -

han 010 238 M E

254 P Pored 2

The Peterson Group has requested an :§_

RFP. It's due tomomow. Let me know 2

what T can do to help! é

v

e b

d £

L)

Figure 3-4: A message that has been assigned high
priority has a red exclamation point next to it when it is
received.

Microsoft Qutlook

Elizabeth Bertrand requested a read receipt be
. sent when message 'Invoice' is read. Do you want
to send a receipt?

Don't ask me about sending receipts again

(e ) =

Figure 3-5: This dialog box appears when a message
with a read receipt is opened.
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Other Ways to Request Receipts:

Click the Options tab on the Ribbon and click the
Dialog Box Launcher in the Tracking group.
Under Voting and Tracking options, select
Request a delivery receipt for this message,

Request a read receipt for this message, or both.

Click Close when you’re finished.

Other Options

You might have noticed a variety of other message
options on the Ribbon or in the Properties dialog box. See
Table 3-2: Message Options for a complete list of
message options and their descriptions.

Properties |

Settings Security

7l 1mportance: [High v (B change securty settings for this message.
Sensitivity: | Nermal A Security Settings...

Do not AutoArchive this item

Voting and Tracking options

:; sy G =]
Request a delivery receipt for this message
| Request a read receipt for this message
Delivery options
:_-;j Have replies sent to: Select Names...
Do not deliver before: | None ¥ | |12:00 AM -
Expires after: None v 12:00 AM v
/| save copy of sent message
Contacts...

Categories w ‘Nuna

Figure 3-6: The Properties dialog box.
Table 3-2: Message Options
Importance Specifies whether the message is of high, normal, or low importance.
Sensitivity Displays a tag indicating how the recipient should treat the message.
Security Settings Encodes the message so it is not readable by anyone except the intended recipient(s).
Use voting buttons Allows the recipient to quickly answer a sender’s question by use of voting buttons. Outlook can then

tabulate the results of the vote for the sender.

Request a delivery receipt Returns a message to you verifying the date and time the message arrived at the Inbox of the recipient.

for this message

Request a read receipt for Returns a message to you verifying the date and time the message was opened by the recipient.

this message

Have replies sent to
Do not deliver before
Expires after

Save sent message to

Sends all replies to the message to someone else, such as an assistant.
Waits to send the message until the date and time you specify.
Makes the message unavailable after a specified date and time.

Saves a copy of the sent message in the specified folder.

Your Organization’s Name Here
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Formatting Text

In this lesson you will learn how to change the font type,
size, style and color of the text in your e-mail messages.

€2 Trap: You cannot format message text if your
message format is set to Plain Text. To see which
message format you are using, click the Format
Options tab on the Ribbon.
Change font type
One way to emphasize text in a message is by changing
its font type.
1. Select the text you wish to format.
2. Click the Message tab on the Ribbon and click the
Font list arrow in the Basic Text group.

A list of available fonts appears.

3. Select a font type from the list.

Other Ways to Change Font Type:

Click the Format Text tab on the Ribbon and
click the Font list arrow in the Font group. Or, use
the commands found on the Mini Toolbar.

Change font size

Making text Iarger is another way to emphasize text.
1. Select the text you wish to format.
2. Click the Message tab on the Ribbon and click the

Font Size list arrow in the Basic Text group.

A list of font sizes appears.

3. Select a font size from the list.
Other Ways to Change Font Size:
Click the Format Text tab on the Ribbon and
click the Font list arrow in the Font group. Or, use
the commands found on the Mini Toolbar.
Change font color
Changing font color is another way to emphasize text in
an e-mail message.
1. Select the text you wish to format.
2. Click the Message tab on the Ribbon and click the
Font Color list arrow in the Basic Text group.

A list of font colors appears.

1 Exercise

« Exercise File: Anew e-mail message with the text
“Today | learned how to compose and send an e-mail
message” in the message body area.

« Exercise: Change the font type to Arial Black in the
message body area. Change the font color of the words
“compose” and “send” to red.

Font Font Size

Arial Black  ~ 11+ A" A7

1
4
.
111
“

Bold—B 7 U ¥ . A .|| == = iE iE
—_— N
Basic|Text
Italics
. Font Color
Underline

el
3ld9 0 3 FY1 = Message (HTML = ‘—"d-_H

Ta Jeanne Trudeay:

arialila - 11 - A" &7 E R
Subject | PV
B UEBY-A-S

Today | learned how to compose and send an ¢-mail message.

Jeanne Trudeau

Mini Toolbar

Figure 3-7: You can format text using the Mini Toolbar or
the Basic Text group on the Message tab.
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3. Select the color you want to use.

Other Ways to Change Font Color:

Click the Format Text tab on the Ribbon and
click the Font Color list arrow in the Font group.
Or, use the commands found on the Mini Toolbar.

Change font style

In addition to changing font type, size, and color, you can
also emphasize the text in an e-mail message by changing
its font style. The most common font styles are bold,
italic and underline.

1. Select the text you wish to format.

2. Click the Message tab on the Ribbon and click the
appropriate button in the Basic Text group.

The formatting is applied to the selected text.

Other Ways to Change Font Style:

Click the Format Text tab on the Ribbon and
click the appropriate button in the Font group. Or,
use the commands found on the Mini Toolbar. Or,
use the keystroke shortcuts shown in Table 3-3:
Font Style Keystroke Shortcuts.

Table 3-3: Font Style Keystroke Shortcuts

Bold <Ctrl> + <B>
Italic <Ctrl> + <I>
Underline <Ctrl> + <U>

Your Organization’s Name Here
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Checking your Spelling

It’s a good idea to spell-check your messages before you
send them. Not only do spelling errors make you look
unprofessional, they also reflect poorly on your product or
organization.

By default, Outlook checks for spelling errors as you
type, underlining misspelled words in red. This makes it
easy to correct spelling errors individually.

1.

In the message window, right-click the misspelled
word.

A contextual menu appears, offering suggestions for
the correct spelling of the word.

Select the correct spelling of the word from the
contextual menu.

Outlook corrects the spelling of the word and the red
underline disappears.

Other Ways to Check Spelling:

In the Message window, click the Review tab on
the Ribbon and click the Spelling & Grammar
button in the Proofing group. Or, press <F7>.

@ Tips

v

v

If a word is underlined in red but you know it is
correctly spelled, see Table 3-4: Spelling Options.

New in Outlook 2010, Spell Check now checks the

subject line of messages, tasks, and meeting requests.

1 Exercise

« Exercise File: Anew e-mail message with the text
“Today | learned how to check my spelalling” in the

message body area.

« Exercise: Right-click the misspelled word and select
“spelling” from the contextual menu.

Table 3-4: Spelling Options

Ignore Once

Ignore All

Add to Dictionary

Accepts the spelling as is and moves
on to the next spelling error.

Accepts the spelling as is and ignores
all future occurrences of the word in
the message.

If a word cannot be found in the
Microsoft Office Dictionary, it is
marked as misspelled. This option
adds the word to the dictionary so
that it is recognized during future
spell checks.

spelalling

Outlook checks for spelling

errors as you type, underlining
questionable words in red.

EEI e =
Message Insert Options
B arialBlack - 11 - A A7
Paste B I U ®.A.
- & 4 -

Basic Text

To... yourname@acme.com

Gz

Subject: FYI

Figure 3-8: To correct
a spelling error, right-
click it and select a
correction from the
contextual menu.

D yourname@acme‘com

Format Text

Today | learned how to check my spelalling

FYI - Message (HTML) SHIEN X
Revier o @
U Attach File ¥ Follow Up ~
¥ attachtem = ¥ High Importance \
& Signature - § Low Importance eem
Include Tags Zoom
arizlBla - 11 - A A E IE
B I UE®-A-F
£
spelling
spilling
spellings
Ignore
Ignore All
Add to Dictionary
AutoCorrect >
Language 4 D ~
v Spelling...
Look Up 3
[, Paste Options:
El
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Working with Hyperlinks

A hyperlink is a dynamic word or icon that, when clicked,
opens a specific file or location. You can create a
hyperlink to a Web page, picture, document, and more.

Insert a hyperlink

Inserting a hyperlink is extremely easy—all you have to
do is type!

1. Inthe body area of the message, position the
insertion point where you want to insert the
hyperlink.

2. Type the Web address of the page you want to link to;
for example, www . customguide . com; and press
<Enter>.

Outlook formats the Web address as a hyperlink.

Other Ways to Insert a Hyperlink:

Copy the Web address and paste it into the
message body. Or, Click the Insert tab on the
Ribbon and click the Hyperlink button in the
Links group. Enter the hyperlink address and text
to display and click OK.

Change the text of a hyperlink

If the Web address you want to link to is rather lengthy,
you probably don't want the entire address to appear in the
message window. When this happens, change the
hyperlink's text.

1. Inthe Message window, click the Insert tab on the
Ribbon.

2. Click the Hyperlink button in the Links group.
The Insert Hyperlink dialog box appears.

3. Type the hyperlink text in the Text to display text
box.
The hyperlink text is the text in the message that will
be clicked.

4. Type the address that you want to link to in the
Address field and click OK.
The hyperlink text is inserted into the message.

Other Ways to Change Hyperlink Text:
Right-click the hyperlink, select Edit Hyperlink
from the contextual menu, and follow the steps
described above.

L1 Exercise

« Exercise File: Anew e-mail message with the text
“Today | learned how to insert a hyperlink.” in the message
body area.

« Exercise: Insert a hyperlink to “www.customguide.com”
using the word “hyperlink” in the message. If you are
connected to the Internet, click the hyperlink to open it.

Hyperlink button

29 6 |= FYI - Message (HTML) ==y X

Message Insert Options Format Text Review 2] @

i 3 o B & Hy 3 - a=
[ == J HE p &, Hyperiink TextBox - 22 -
U ~ il 4 Bookmark [F QuickParts - [} Date & Time
Tabl Picti Cl Shi Symbols
23 - g2 | Faure A'p PE - A wordart - '8 Object s
Include Tables Tlustrations Links Text
To.. yourname@acme.com
| i
Cc...
Send ¢
Subject: FYI
- " &
Today | learned how to insert a hyperlink.
|:| yourname@acme.com D ~

Click a hyperlink to open it.

Figure 3-9: In order to distinguish hyperlinks from normal
text, Outlook underlines them and displays them in a
different color.

Insert Hyperlink | s ﬁ
Link to: Text to display: hyperlink Sexven Tig...
E“ : .
£xisting File or Lok in: My Documents = | | _dl = |
Web Fage Ath Generabion Courseware - Bgokmark...
Current Adobe = =
; (% . Folder Authars Target Frame...
lace in This -
Documant Business Skis
Bravesd 1 Case studies
3 Pages CLMS 2.75
Create New CustomiGuide
Dacumen t Regent Frished Courseware
Flles Instructor Guides
. o . Lotus Motes
Mj‘?:“ addrgss:  https/waww.customguide. com E‘

Figure 3-10: The Insert Hyperlink dialog box.
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Open a hyperlink
Opening a hyperlink is extremely easy...

o  Click the hyperlink.
The hyperlink opens in a Web browser window.

Other Ways to Open a Hyperlink:
Right-click the hyperlink and select Open
Hyperlink from the contextual menu.

@ Tip: To open a hyperlink in a message that you
have not yet sent, press and hold the <Ctrl> key
and click the hyperlink.

@ Tips
v If the address you want to link to contains spaces or
characters, you must enclose the entire address in

chevrons. For example, <file://C:\My
Documents\Sales Results.doc>.

v If the URL begins with www, you do not need to type
http://. Outlook will automatically format the URL as
a link to the Web.
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Attaching a File to a Message

One of the most useful features of e-mail is the ability to
attach one or more files to a message. You can attach
pictures, documents, PDFs and more in Outlook.

1. Inthe Message window, click the Message tab on the
Ribbon and click the Attach File button in the
Include group.

The Insert File dialog box appears.

2. Navigate to and select the file you want to insert and
click Insert.

The selected file is attached to the message.

Other Ways to Attach a File:

In the Message window, click the Insert tab on
the Ribbon and click the Attach File button in the
Include group.

Attach other items

You can also attach other items to a new mail message,
such as another e-mail, an appointment, or a contact’s
Business Card.

1. Inthe Message window, click the Message tab on the
Ribbon and click the Attach Item button in the
Include group.

A list of items appears, including:

o Business Card: Select this option to include a
Business Card from your Contact list.

e Calendar: Select this option to include your
free/busy information.

o Outlook Item: Select this option to include an
Outlook item, such as an e-mail, appointment, or
task.

2. Select the type of item you want to attach and follow
the prompts if necessary.

1 Exercise
« Exercise File: Certificate.docx and a new e-mail message.

e Exercise: Attach the Certificate.docx file to the message.

[ =
292 o = Updated Certificate - Message (HTML) L = || ]
F fessage | Insert  Options  FormatTedt  Review = i@
| = ¢ Cahbr (Rody) =11 - AN 1] ‘::/ ¥ Attach File * Follow Up = .
— B I oU iZ-iZ- FE # amachmem © ¥ pigh Importance '
Paste @ Address Check Zoom

F EX-A-EEEw ook N | U Signature = | § Low

10w Rayna Odden
|
send
Subject: Updated Certificate
atached: | *] Contif x (17,

b |E

Artached you will find an updated Certificate of Completion. Let me know your thoughts!

Jeanne Trudeau
Director of Business Development

Custom @G

Learn on Demand
www.customguide.com

Rayna Oden -

Figure 3-11: When a message contains an attachment,
the name of the attached file appears in the Attached field.

Hid9 o |= FYI - Message (HTML) == X
Message Insert Options Format Text Review o @
=l 1 Cihbr\ (Body) 11 - A A W 1l Attach File v \
B|7 U i= - iE iE -0 Attach Item -
Paste — MNames T | Zoom
- d A =) - Business Card *
Clipboard Basic Text | Calendar... Zoom
=0 Qutlook tem
To... Reed Stephens;
—! Cc.
Send
Subject: FYI
. iz
Today | learned how to compose and send an e-mail message.
15
@  See more about: Reed Stephens. D “

Figure 3-12: Click the Attach Item button to attach a
business card, calendar, or other Outlook item.
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Quiz Questions

15.

16.

17.

18.

19.

20.

21.

When you want to send a copy of an e-mail to someone, which field must you use?
A. Address
B. To
C.Bcc
D.Cc

You want to send a carbon copy of an e-mail to your boss. Where should you enter your boss's e-mail address?
A. In the To: field
B. In the Bcc: field
C. In the Address: field
D. In the Cc: field

Read receipts are supported by all e-mail programs. (True or False?)

Which of the following is NOT a way to format text in an e-mail message?
A. Use the commands on the Mini Toolbar.
B. Use the commands found on the Standard toolbar.
C. Use a keyboard shortcut, such as <Ctrl> + <B>.
D. Use the commands located on the Format Text tab on the Ribbon.

What should you do if a word is marked as misspelled, but is actually correct?
A. Click Change.
B. Click Add to Dictionary.
C. Click Correct.
D. Click Correct All.

To insert a hyperlink to a Web site, all you have to do is type the Web address in the body area of the message. (True or
False?)

Which of the following items can you attach to an e-mail message?
A. Pictures
B. PDFs
C. Word documents
D. All of the above

42
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Quiz Answers

15.

16.

17.

18.

19.

20.

21.

D. When you want to send a copy of an e-mail to someone, use the Cc field.

D. Entering an e-mail address in the Cc: field sends that person a carbon copy of the message.
False. Read receipts are only supported by select e-mail programs.

B. The Standard toolbar is not available in the Outlook 2010 message window.

B. Click Add to Dictionary to add the word to the dictionary. Click Ignore Once or Ignore All to simply ignore the
word and move on to the next.

True. You can insert a hyperlink into a message simply by entering its Web address.

D. You can attach pictures, PDFs, documents and more to a message in Outlook.

Your Organization’s Name Here
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Change automatic retrieval settings ........ 46

Replying to and Forwarding a Message.......... 47
Reply to amessage........cccvveeriivieeeennnne 47
Forward a message ........ccoccvveeeeivveeeennn 47

Opening an Attachment ..........cccccccveee i, 49
Preview an attachment .................cccuueee. 49
Open an attachment ............ccccccoeviiinnnee. 49
Save an attachment............ccccceevviieeenee 50

Deleting a MeSSage ......ccovvviuvivieeiieeeieiiiiieeeenn 51
Delete amessage........cccccvveeeeeeeeeeiicvnnnen, 51
Retrieve a message.......ccoccevveeeeveeinvvnnnn, 51

Flagging a Message for Follow-up .................. 52
Flagamessage ........ccoovevvvivveeeeeencccinnn, 52
Change flags.......coccevviiieiiiic 52
Setareminderdate........cccoccvveeieiiiiinneen, 53
Remove aflag.....ccccooiiriiniiiiiiiece 53

Using Color Categories......cccocveevvieeeeiniieeeenn 54
Assign a color category ..........oocccuveveeeennn. 54
Rename a category ..........cccceeeiiiiiiiinnnnn. 54
Create a new category.......cccceeeeeeeverernnnnns 55
Clear a category .......cccoeveevviieeesiiiieeennnn 55

Viewing Conversations ........cccccceeeeeviiiviieeeeeenn. 56
Turn on Conversation View ...........ccce..... 56
View a Conversation..........ccccoeeveeeevnineenn. 56
Change Conversation settings ................ 57

Managing Conversations.........cccccccevvvicvvvnennnnn. 58
Ignore a Conversation .............ccccoeeeeeee. 58
Clean Up a Conversations....................... 58

SOorting MeSSages.....ccuvvvvveeeeeeiiiiiiieieeee e 60

Changing VIEWS .......c.ccoeiiiiiiiiiiiece e 62

Printing a Message.....cccccoovviiieeiieeeiniiiieeeen 63
Use the Print dialog box .......ccccccvvveeennnee. 63
Use QUICK Print.......ccccocvveviiiiie e 63

Now that you know how to compose and
send e-mail messages, you need to know
how to receive and sort them.

In this chapter, we’ll show you how to
receive messages from your e-mail server
and what to do with those messages once
they appear in your Inbox. For example,
you can reply to a message, forward a
message on to someone else, flag a
message for later follow-up, and more.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Receiving and Reading E-mail

Outlook automatically checks for new messages and
displays them in your Inbox every 30 minutes. But you
can manually check for messages anytime.

Retrieve e-mail manually

If you don’t want to wait for Outlook to retrieve your
messages, you can check for messages manually.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Click the Send/Receive tab on the Ribbon and click
the Send/Receive All Folders button in the Send &
Receive group.

Outlook checks all accounts for messages. Any new,
unread messages appear in bold and have a closed
envelope icon (:-1) next to them.

@ Tip: If you have Outlook configured to check
multiple e-mail accounts, you can manually check
a specific account. Click the Send/Receive tab on
the Ribbon and click the Send/Receive Groups
button in the Send & Receive group. Point to the
account you wish to check and select Inbox from
the list.

Reading E-mail
When messages arrive in your Inbox, you can read them.
e Click or double-click the message that you want to

read.

A selected message appears in the Reading Pane. A
double-clicked message appears in its own window.
Once a message has been read, its envelope icon
changes to open.

1 Exercise
« Exercise File: Create and send a new message to yourself.

e Exercise: Click the Send/Receive All Folders button on
the Ribbon and open the message you just sent yourself in
its own window.
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Figure 4-1: The main Outlook window.
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Figure 4-2: A close-up of the Inbox.

Table 4-1: Message Icons

<] Unopened  This message has not yet been read or

Message opened.

.~ Opened This message has been read (or at least
Message opened).

& Reply You have replied to this e-mail message.

= Forward You have forwarded this e-mail message

=

e

L

Attachment  This message has one or more files attached
to it.

Urgent This message is marked as urgent—better
look at it fast!

Flagged This message has been flagged to remind
you about something.

Your Organization’s Name Here 45



Receiving E-mall

Change automatic retrieval settings

Outlook checks your mail server for new messages every
30 minutes by default, but you can change the length of
this interval.

1. Click the File tab on the Ribbon and click the
Options button.

The Outlook Options dialog box appears.

2. Click the Advanced tab.

Advanced options for working with Outlook appear.

3. Click the Send/Receive button under the Send and
receive heading.

The Send/Receive Groups dialog box appears.

4. Under “Setting for group ‘All Accounts’”, make sure
the Schedule an automatic send/receive every
check box is selected.

Now specify how much time you want to elapse
between new message downloads.

5. Enter the number of minutes you want to elapse
between downloads.

6. Click Close, and then click OK.

Outlook will check for mail with the new interval.
@ Tips

v" You can view messages safely in the Reading Pane;
potentially malicious scripts or attachments are not
activated or opened automatically.

==

A Send/Receive group contains a collection of Outlook accounts and
folders. You can specify the tasks that will be performed on the group
during a send/receive.

Send/Receive Groups

@
o

Group Name Send/Receive when

?A\I Accounts Online and Offline

Rename

Setting for group "All Accounts"
Change how
often Outlook
[ checks for new
messages.

[¥]Include this group in send/receive (Fg).

DSchedu\e an automatic send/receive every 30 = minutes. |4

[ [Perform an automatic send/receive when exiting.
When Outlook is Offline

[¥]Include this group in send/receive (F8).

30 = minutes.

Close

[ Schedule an automatic send/receive every

Figure 4-3: The Send/Receive Groups dialog box.

v' By default, Outlook is configured to block external
content, such as links to pictures or sounds, in HTML
messages that you receive. To unblock content, click
the notification area in the Reading Pane and select
Download Pictures. o)/ M| Inbox - reed@customguide.com = Microsoft Outiook | =)
ie . 2 @
= o) 3} {.. 3 %
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Replying to and Forwarding a
Message

Reply to a message

Replying to an e-mail is like answering a letter; it
acknowledges that you received the message and allows
you to respond.

1. Click the Mail button in the Navigation Pane

The Inbox appears.

2. Double-click the message to which you want to reply.
The message opens in its own window.

3. Click the Message tab on the Ribbon and click the
Reply or Reply All button in the Respond group.

e Reply: Sends your reply to the author of the
message only.

e Reply All: Sends your reply to the author of the
message and everyone else who received the
message.

4. Type your reply and click the Send button.

Other Ways to Reply to a Message:

In the Inbox, click the message you to which you
want to reply. Click the Home tab and click the
Reply or Reply All button in the Respond group.
Or, right-click the message and select Reply or
Reply All from the contextual menu.

Forward a message

Forwarding a message sends the message on to someone
else instead of back to the original sender.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Double-click the message that you want to forward.

The message opens in its own window.

3. Click the Message tab on the Ribbon and click the
Forward button in the Respond group.

4. Inthe To field, enter the e-mail address(es) of the
person(s) to whom you want to forward the message.

5. Type any comments you wish to add to the message
and click the Send button.

L1 Exercise

« Exercise File: If necessary, create and send a new
message to yourself and then open it in its own window.

e Exercise: Reply to a message and type “Replying to an e-
mail acknowledges your receipt of the e-mail.” in the
message body area. Send the message.

4 Reply i
=8 Reply All ——Respond group
B .
bzh Forward *
Respond
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Great feedback from a chent!

I

Hello Jared,

I know we're a little behind the times (still using Windows XP and Office 2003), but as I'm

sure you're aware budget constraints in a tight econamy (especially for lacal governments)
abways causes somewhat of a lag. But today, in preparation for a planned upgrade to

Windows 7 and Office 2010 in the coming months, | finally downloaded the standard library

for Office 2007 so | could at beast familiarize myself with this whole “ribbon concept.” 1 was
pleasantly surprised. | absolutely LOVE the new layout for the curriculurm and can see that it

is going to make my job so much easier = and I'm so glad CustomiGuide has stopped using

Comic Sans! This new layout looks very professional and very easy to follow. Just the first

few chaplers in Word alone have helped me find rmy way around the new Ul and made the 15

QO  See more about Jared Stein.

Figure 4-5: Use the buttons in the Respond group on the
Ribbon to reply to or forward a message.

To. | e Sien; Rayea Oulen; deanne Trudeay

Subject | RE: Cstomer Faenback

Can we post this on the blog?

=====Original Message-----

From: Read Staphans

Sent: Thursday, Apeil 22, 2010 $0:21 AM

Te: Jared Stein; Rayna Oden; J2anne Trudeau
Subject: RE: Customer Feedback

Awesame! Thanks for passing this along.

Fram: Jared Stein

Sent: Thursday, Apeil 22, 2010 10:17 AM

Ta: Rayna Oden; Jeanne Trudeau; Reed Stephens
Subject: Customer Feedback

QO  See more about Jared Stein.

Type your reply here

Figure 4-6: When you reply to a message, the Name and
Subject fields are filled in for you automatically. All you
have to do is type your reply and click Send.
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Other Ways to Forward a Message:

In the Inbox, click the message that you want to
forward. Click the Home tab on the Ribbon and
click the Forward button in the Respond group.
Or, right-click the message and select Forward
from the contextual menu.

@ Trap: All attachments and message options, such
as “High Importance” tags, are included when you
forward a message.
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Opening an Attachment

Whenever you see a paper clip icon (i) next to a message,
the message contains an attachment. This lesson will
show you how to preview, open, and save an attachment.

@ Tips

v Never open an unfamiliar or suspicious attachment.
Install a good anti-virus program on your computer
and save files to your computer before opening them.

Preview an attachment

Attachment Preview lets you preview an attachment

before you open it.

1. Click the Mail button in the Navigation Pane and
click the message containing the attachment.
The message is shown in the Reading pane.

2. Inthe Reading Pane, click the attachment that you
want to preview.

The Attachments contextual tab appears on the
Ribbon.

A warning message may appear, reminding you that
you should only preview files from a trustworthy
source. If you trust the sender of the attachment,
continue to the next step.

3. Click the Preview file button in the Reading Pane.

The attachment appears in the Previewer.

@ Tip: Scripts, macros, ActiveX controls, and other
active content embedded in the attachment are
disabled in the Previewer.

4. Click the Message button in the Reading Pane to exit
the Previewer.

Other Ways to Preview an Attachment:

In the Inbox, double-click the message containing
the attachment that you want to preview. Then,
click the attachment in the message window and
click Preview file.

Open an attachment

To open an attachment, double-click it.

1. Click the Mail button in the Navigation Pane and
select the message containing the attachment.

The message is shown in the Reading Pane.

L1 Exercise

« Exercise File: Create a new e-mail with your e-mail
address in the To field and “Congratulations” in the Subject
field. Attach the Certificate.docx file to the message and
send it.

« Exercise: When a message with an attachment appears in
your Inbox, preview and open the attachment.

1 Rayna Oden 3:08 PM
Updated Employee List

Figure 4-7: Messages that contain an attachment have a
tiny paper clip icon next to them.

When you're finished previewing the attachment, click
the Message button to return to the message.
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Figure 4-8: Previewing an attachment in the Reading
pane.
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2. Double-click the attachment that you want to open.
The attachment opens.

@ Tip: The Opening Mail Attachment dialog box
may appear to remind you that you should only
open files from a trustworthy source. If you trust
the sender of the attachment, click the Open
button in the dialog box.

Other Ways to Open an Attachment:
In the Inbox, double-click the message
containing the attachment that you want to open.
Then, double-click the attachment in the message
window. Or, click the attachment in the message
window and click the Open button in the Actions
group of the Attachments tab on the Ribbon.

Save an attachment

If you’re going to be making changes to an attachment,
you’ll need to save it to your computer first.

1. Click the Mail button in the Navigation Pane and
select the message containing the attachment.

The message appears in the Reading Pane.

2. Click the attachment that you want to save.

The Attachments contextual tab appears on the
Ribbon.

3. Click the Attachments tab on the Ribbon and click
the Save As button in the Actions group.

If a message contains multiple attachments, you can
click the Save All Attachments button to save all the
attachments to the same location at the same time.

4. Enter a new name for the file, if necessary, and
specify where you want to save the file.

5. Click Save.

Other Ways to Save an Attachment:
In the Inbox, select the message containing the
attachment that you want to save. Right-click the
attachment in the Reading pane and select Save
As or Save All Attachments from the contextual
menu.

@ Tips

v Outlook may block certain attachments because they
are potentially unsafe file types. These include .bat,
.exe, .vbs, and .js files.

Opening Mail Attachment | A|

e You should only open attachments from a trustworthy source.

Attachment: OutlookPH.zip from Inbox -
reed@customguide.com - Microsoft Outlook

Would you like to open the file or save it to your computer?

Cancel

Always ask before opening this type of file

open | [ sme |

Figure 4-9: The Opening Mail Attachment dialog box.
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Figure 4-10: Blocked attachment files are listed in the
InfoBar at the top of a message.
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Deleting a Message

When you’re finished with a message, it’s a good idea to
delete it. Deleting messages as soon as you’re done with
them keeps your Inbox organized and free from clutter.

Delete a message

1.

Click the Mail button in the Navigation Pane and
select the message you want to delete.

Press the <Delete> key.

The message is removed from your Inbox and placed
in the Deleted Items folder.

Other Ways to Delete a Message:

Click the Home tab on the Ribbon and click the
Delete button in the Delete group. Or, right-click
the message and select Delete from the contextual
menu.

Retrieve a message

Just like the Windows Recycle Bin, you can retrieve an
item if you accidentally delete it.

1.

Click the Deleted Items folder in the Navigation
Pane and select the message you want to retrieve.

Click the Home tab on the Ribbon and click the
Move button in the Move group.

A list of folders appears.

Select the folder to which you want to restore the
message.

The message is moved to the specified folder.

@ Tips
v"Many organizations limit how much space Outlook

can acquire on the server—translation: how many
messages you can have in your Mailbox. Deleting a
message as soon as you’re finished with it helps keep
your Inbox within that limit.

To permanently delete a single message, select the
message and press <Shift> + <Delete>. To
permanently delete all of the messages in your
Deleted Items folder, right-click the Deleted Items
folder in the Navigation Pane and select Empty
Folder from the contextual menu.

Only permanently delete a message if you are
absolutely sure you won’t need the message again.
Messages that have been permanently deleted cannot
be retrieved.

L1 Exercise

« Exercise File: Any e-mail message.

« Exercise: Delete a message from your Inbox.

Figure 4-11: You can select the folder to which you want

Deleted ltems -

Tha 7/1

4237010

Lur " Low

Rayna aern

Commaon Roots is good, but kind
of far. If they deliver, it's an
option.

What about the deli down the
street? They have sandwich
plates and salads. 1 know they
have a good selection of
wegetarian pasta salads. We
could get a couple of those, a
garden salad, and a couple of
sandwich plates.

From: Jared Stein

“spssanuyadde Bupuesdn

myeu) g hepe) =

to restore the message when you are retrieving a deleted

message.

Your Organization’s Name Here
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Flagging a Message for
Follow-up

Flagging a message is an easy way to remind yourself to
follow up on an important e-mail or task. When you flag
an item, a small ¥ icon appears next to the message, and
a copy of the message is added to your To-Do List.

Flag a message

Flagging a message is extremely easy.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Click the Flag area of the message you want to flag.

The default flag—the Today flag—is applied to the
message, and a copy of the message is added to your
To-Do List.

Other Ways to Flag a Message:

Click the message you want to flag, click the
Home tab on the Ribbon, click the Follow Up
button in the Tags group, and select a flag from
the list. Or, right-click the message, select Follow
Up from the contextual menu, and select a flag
from the submenu.

Change flags
The default flag is the Today flag, but there are several

others flags from which to choose.

1. Click the message containing the flag you wish to
change.

2. Click the Home tab on the Ribbon and click the
Follow Up button in the Tags group on the Home tab
of the Ribbon.

A list of flags appears.

3. Select a flag from the list.
The selected flag is applied to the message.

Other Ways to Change Flags:
Right-click the flag you wish to change and select
a new flag from the contextual menu.

[ Exercise

e Exercise File: None required.

» Exercise: Flag a message in the Inbox.
Change this flag to the Next Week flag.

Remove the flag altogether.

Arrange By: Date Newest an top

4 Today

.~ Rayna Oden 3:16 PM
Parking Restrictions

—J Jared Stein 3:14 PM
Holiday hours

Flag area

4 Last Week

— Jeanne Trudeau Fri7/2
Happy 4th of July!

—4 Rayna Oden Thu 7/1
Development Presentation L

.~ Rayna Oden Thu 7/1
Updated Employee List L

Figure 4-12: Click the Flag area of a message to flag it.

Follow Up button
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Figure 4-13: To change flags, click the Follow Up button in
the Tags group on the Home tab on the Ribbon.
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Set areminder date

You can add a reminder date to a flagged message so that
Outlook reminds you to follow-up on the message when
the specified date arrives.

1. Right-click the flag to which you want to add a
reminder date and select Add Reminder from the
contextual menu.

The Custom dialog box appears. Here you can set a

reminder date, change the purpose of the flag, or seta

start and end date for the flag.
Other Ways to Set a Reminder Date:

Click the message you to which you want to add a

reminder date, click the Home tab on the Ribbon,

click the Follow Up button in the Tags group, and

select Add Reminder from the list.

2. Click the Reminder list arrow and select a date from
the Calendar.

3. Click OK.

Outlook will send you a reminder to follow-up on the

message when the specified date arrives.

Remove a flag

Once you’ve followed-up on a flagged message, you can

remove the flag or mark it as “Complete”.

1. Right-click the flag you want to remove.

2. Select Mark Complete or Clear Flag from the
contextual menu.

Depending on the option you selected, the flag is
either replaced by a checkmark (~) or removed
altogether.

Other Ways to Mark a Flag “Complete”:
Click the flag.

@ Tips

¥v" You can also control message flags from inside the
message window. To do so, click the Follow Up
button in the Tags group on the Message tab of the
Ribbon and select an option from the list.

v" You can also flag contacts and tasks.

-

L

|

Custom

Flagging creates a to-do item that reminds you to follow up. After you
follow up, you can mark the to-do item complete.

v Flag to: Follow upl El
Start date: | Tuesday, July 06, 2010 E
Due date: | Tuesday, July 06, 2010 E
v |Reminder:

Tuesday, July 06, 2010

Clear Flag [ oK

Figure 4-14: Set a reminder date in the Custom dialog
box.

Table 4-2: Description of Flags

Flag Start Date Due Date

Today Current date Current date

Tomorrow  Current date plus Current date plus one
one day day

Thisweek  Current date plus Last work day of this
two days, but no week
later than the last
work day of this
week

Next week  First work day of Last work day of next
next week week

No date No date No date

Custom Current date is Current date is

displayed; choose a
custom date if
desired

displayed; choose a
custom date if desired
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Using Color Categories

Color categories let you organize your Outlook items into
specific groups, making the information they contain
easier to distinguish. You can choose from a set of default
categories, or you can create your own.

Assign a color category

1. Click the Mail button in the Navigation Pane.

The Inbox appears.
2. Select the message you wish to categorize
3. Click the Home tab on the Ribbon and click the

Categorize button in the Tags group.

A list of categories appears.

4. Select a category from the list.
The selected category is applied to the message.

& Tip: You can assign multiple categories to a
message.

Other Ways to Categorize a Message:
Right-click the message you want to categorize,
select Categorize from the contextual menu, and
select a category from the list.

Rename a category

Outlook includes several color categories such as the

“Red Category” or “Blue Category.” You can rename

these categories to meet your needs.

1. Click the Mail button in the Navigation Pane.
The Inbox appears.

2. Click the Home tab on the Ribbon and click the
Categorize button in the Tags group.

A list of options appears.

3. Select All Categories from the list.
The Color Categories dialog box appears.

4. Click the color category you wish to rename and
click Rename.
The color category name becomes editable.

5. Type a new name for the category and click OK
when you’re finished.

The category is renamed.

1 Exercise
e Exercise File: None required.

e Exercise: Create a new category named “Practice” using
any color you wish. Apply this category a message.

Clear the “Practice” category from the message.

Categorize button
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Figure 4-15: To assign a color category to a message,
click the Categorize button in the Tags group on the Home
tab of the Ribbon and select a category from the list.

Click here to create

a new category

.

Color Categories

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

Name Shortcut key New...

[ | client

Z‘D Internal

z":‘ Question

z":l Support Color:

v Paperwork

o

T Shortcut Key:

(Mone) -
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Create a new category

Outlook may contain default categories, but you can
create your own to better meet your needs.

1.

Click the Mail button in the Navigation Pane.
The Inbox appears.

Click the Home tab on the Ribbon and click the
Categorize button in the Tags group.

A list of options appears.

Select All Categories from the list.

The Color Categories dialog box appears.

Click New.

The Add New Category dialog box appears. Here you
can name the category, assign a new color, or create a
keystroke shortcut.

Set the properties of the new category and click OK.

The new category is added to the list of categories.

Change the Quick Click category

You can also change the Quick Click category, or the
category that appears by default when you click the
Category area of the message.

1.

Click the Mail button in the Navigation Pane.
The Inbox appears.

Click the Home tab on the Ribbon and click the
Categorize button in the Tags group.

A list of options appears.

Select Set Quick Click.

The Set Quick Click dialog box appears.

Click the list arrow, select the category you want to
appear by default, and click OK.

Now every time you click the Category area of a
message, the selected category will be assigned to
the message.

Clear a category

If you decide you don’t want to categorize a message after
all, you can clear the category.

Right-click the message from which you wish to
clear categories and select Clear All Categories.

Add New Category &J
Name: Practicel

Color: Shortcut Key: |(None) -

[ oK

| [ |

. A

Figure 4-17: The Add New Category dialog box.

Arrange By: Date Mewest on top

4 Today

.~ Rayna Oden 3:16 PM 0
Parking Restrictions

—J Jared Stein 3:14 PM DDD
Holiday hours

4 Last Week

— Jeanne Trudeau Fri7/2
Happy 4th of July!

.~ Rayna Oden Thu 7/1 b
Updated Employee List L

Figure 4-18: View the categories assigned to a message

in the Category area.

Your Organization’s Name Here
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Viewing Conversations £ Exercise

] . » Exercise File: None required.
Keeping track of your messages can be challenging,

especially when multiple people respond to the same
message. In Outlook 2010, you can use Conversation Expand a Conversation.
View to group related e-mails into conversations.

* Exercise: Turn on Conversation View.

Turn off Conversation View.

Turn on Conversation View

When Conversation View is enabled, Outlook groups Show as Conversations
messages with the same subject into conversations. . _ _
~ Conversation Settings -

1. Click the Mail button in the Navigation Pane. Conversations

The Inbox appears.

a3 |+ I - reed Seustomguige.com - Microseft Oullook )
2. Click the View tab on the Ribbon and click the Show =1 - @
as Conversations check box in the Conversations . l .
group.
A Favorites “ . . r) . . . <
The Microsoft Outlook dialog box appears. You can W% e by e o 2| N ocated Policy-Raview | m
H T =3 Sent Rems POI’Id =
apply Conversation View to the currently selected o et | + Tote Rayna Oden :
fOIder or tO a" folders Updated Palicy- Aenew el nu?am" ::la..w!‘ . g
) 4 resomantomgic | 5pit comration. Expand o see alf .. Weed Sheshens; Jared Sten 3
1 Inbox - G mx: S Looks good, Reed! Unless Jared = 3
A Drats s et has any objections, T say it's z
3. Select the folder where you want to apply — & emlopseonentaton o o be sent to Joanne for :
- - approval_ 3!
Conversation View. @ Daeed 1 1 poduc s M e
S Junk E-Mai From: Reed Stephens Lo
. - - - . Sent: Thursday, July 08, 2010 o
Conversation View is applied. Drsress | & s 4 T ¢
a TipS ;.rl.lh-“ - { .r./o:f.u =|IIU.‘;'¢|lun:: : .- v ;:::lh]R::l“dRE:dfll;xtamd Policy-- E
> ne T 1 Review and Respond
v Conversations are grouped by subject. If any message S e o ot o
- . . & | Comacts ’
recipient changes the subject of a message, then that ) mate e ] | SV &
message becomes a new conversation. T e 20 seema. .
. . . . Rems: 16 All folders are up to date. Connected to Microsoft Exchange | 00 2 200% (—
v'If the Show Conversations check box is inactive, » - _
make sure that you have Sorted your messages by Fllgure 4-19: Turn on Conversations on the View tab of the
Date (Conversation). Ribbon.
View a Conversation ¥ [ Updated Palicy--Review and...
Expanding a Conversation not only lets you view all of Split conversation. Expand to see all it...
the messages in a Conversation, but it also lets you view -y Rayna Oden; Jared Stein

the relationship between messages. “& Rayna Oden

1. Click the Mail button in the Navigation Pane. Figure 4-20: A Conversation with multiple branches.

The Inbox appears.
4 Updated Policy--Review and Res...
2. Click the conversation you wish to view. ) RaynaOden  3:18 PM

The most recent message in the Conversation i~d Reed Stephens Sent ltems
displays in the Reading Pane. f

Conversations often branch out in multiple directions. -4 Reed Stephens

A large orange dot («) indicates separate branches of a 30 Reed Stephens  Sent ltems
conversation. - .
~& Jared Stein 3:02 PM

~& Rayna Oden 2:58 PM

Figure 4-21: An expanded Conversation.
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3. Click the Triangle icon (i) to the right of the
Conversation.

The Conversation expands and displays all messages
in the Conversation. The most recent message
appears at the top of the list.

4. Select the specific message you wish to view.

The icons that appear to the right of the message
indicate the relationships between messages in the
conversation. See the table to the right, Conversation
Icons, for more information about each icon.
Change Conversation settings
Changing Outlook’s Conversation settings changes how
Conversations are displayed.
1. Click the Mail button in the Navigation Pane.
The Inbox appears.

2. Click the View tab on the Ribbon and click the
Conversations Settings button in the Conversations

group.
A list of options appears:

o Show Messages From Other Folders
e Show Senders Above the Subject

e Always Expand Conversations

e Use Classic Indented View

3. Select an option from the list.

The selected option is applied.

Table 4-3: Conversation Ilcons

Large orange Separate branch of the

dot Conversation.

Small orange Selected message in the
dot Conversation.

Grey dot Message in the

Conversation.

Grey italics Feed Stephens Message in the

Conversation, stored in

another folder.

Lines The progression of
messages in a selected

Conversation or branch of

a Conversation.

= 1)
= @
A Fa S . . <
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. = and Respond 2
3 Sent hems =
. g
) Deleted hems | | * Today Jared Stein c
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J Inbow il o Rt St t
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3 Drafts y S
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S Junk E-Mai % Rana Oden  258PM probably say something like, ¥
3 Outhox - a "Sea your departmaent E
) 2 Employes Cremation supervisor for information about =
= . your specific schedule.” =)
LA Praduct update i
= R —— From: Reed Stephens w
~ Sent: Thursday, July 08, 2010
. 306 PM
1 Calend 4 Yesterd
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il contace d Sample Chapters Subjeet: RE: Updated Policy—-
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Figure 4-22: Changing Conversation Settings changes
how Conversation View is displayed.
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Managing Conversations £ Exercise

] » Exercise File: None required.
Conversations can clutter your Inbox. You can keep your
Inbox tidy by ignoring conversations you don’t want to
read or by cleaning up a conversation.

e Exercise: Clean up a conversation.

Ignore a Conversation

Ignoring a conversation moves all current and future
messages that are part of a selected conversation directly
to your Deleted Items folder. When you receive a message
from an ignored conversation, it is delivered to your
Deleted Items folder.

1. Click the Mail button in the Navigation Pane.

Ignore Conversationr——%
The Inbox appears.

Clean Up B
. . . . e & . Delete
2. Click the conversation you wish to ignore.
. . Delete
The Conversation is selected.
Other Ways to Select a Conversation: a9 |- Inti - eed @customauidecom - Microsoft Ouliook o)
Click any message within a conversation. S x T . =e
3. Click the Home tab on the Ribbon and click the rontl ISR g s
Ignore button in the Delete group. “re ‘ : 2] RE: Employee Orientation ‘
The Ignore Conversation dialog box appears. = . :r_e e 1
Other Ways to Ignore a Conversation: lpritacas s ' . Y
Right-click the conversation you wish to ignore s e Oh yeah, ohtt Ttofally forgat |
e . I about the 90 day thing! It's £
and select Ignore from the contextual menu. Or, B e | | e been sa long... :
press <Ctrl> + <Del>. o Lot mese shont, 920088 | Sounds ke a good d
¢ e e presentation. Do we have
copies of the info on the web
. . D) RS Feeds + Wednesd u:‘:x as well? Ican abvays
4. Click the Ignore Conversation button. e R S _ ponk them to ks remid
J Mal N .
The Conversation is moved to the Deleted Items e e Semts sy, by 0, 2010
folder. Any future messages will automatically be ) Contacs e Yo seed Stz ;
delivered to the Deleted Items folder. 2 Teas R o""" ''''
- 1 Parking Restrictions B+ [+ S5 2 .
a Tips | Bems: 47 All folders are up to date. ] Connected to Microsoft Exchange | O ) 100% (=

v" Conversations are grouped by subject. If any message
recipient changes the subject of a message, then that
message becomes a new conversation.

Figure 4-23: Manage your conversations using the Delete
group on the Home tab of the Ribbon.

Clean Up a Conversation

Use Conversation Clean Up to evaluate your
conversations and delete any redundant messages.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Click the conversation you wish to clean up.

The conversation is selected.
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Other Ways to Select a Conversation:
Click any message within a conversation.

. . . all ' s
3. Click the Home tab on the Ribbon and click the
Clean Up button in the Delete group. .
A list of Clean Up options appears. fartaai
P 2 : . -
e Clean Up Conversation: Evaluates the selected T wrt 12| Lumcheon bt Fridmy 2
conversation. = - Rayna Oden ;
i Peayma Odden 1537 Bt Thwa 7/1/2000 3:50 P ]
. . n PE: Campany Presentation Lunc.. lerud Stein; Ried Stephens )
e Clean Up Folder: Evaluates all conversations in ‘  Jareasvin 3 o0 o ot ot bt ;
FE: Company Presentation Lunc. “oenrmon Roots is good, but kind o E
the selected folder. 4 Rayna Oden far, If they deliver, it's an option. ;
- S et hey heve sanich potes nd |
e Clean Up Folder & Subfolders: Evaluates all e e e .
conversations in the selected folder as well as in e company e rwagiin rpiir O]
any subfolders. P | oeprn o g B! :
) | lar ! -3
&) Contacts 3 Jeamna Trudess i :TT]IWEM?I 01, 2010 3:49 PM
- - » b A Thur ' Ul 1, 3
4. Select the Clean Up option you wish to use. 2 e Tar B vl D ranbane
: H oo otder v B Seemore sbout .. -
A dlalog bOX appea‘rs Warnlng you that a‘” redundant Rems: :c“u:ud-j - :‘I':;'i":m up to d;:-l-lix.l:onm:mwro:nk Exchange | O B 1004 (-
messages will be moved to the Deleted Items folder.
L Figure 4-24: Use the Clean Up Conversation tool to
O.ther Ways to Clean Up a Convers.atlon. . delete redundant e-mails in an e-mail thread.
Right-click the message or conversation you wish
to clean up and select Clean Up Conversation
from the contextual menu.
5. Click Clean Up.
All redundant messages are moved to the Deleted - \
Items folder. Clean Up Conversation @
0 Tips All redundant messages in this
I . conversation will be moved to the "Deleted
v'Ignoring or cleaning up a conversation only moves Ttems" folder.
the conversation and any related messages to the _ _
. [ Do not show this message again
Deleted Items folder. If you change your mind, you
can retrieve messages from the Deleted Items folder.
l Settings l l Clean Up l l Cancel
Figure 4-25: The Clean Up Conversation dialog box.
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Sorting Messages

When your Inbox is jam-packed with messages, it can be
difficult to find anything. When this happens, try sorting
your messages using Outlook’s arrangement options. You
can sort your messages by the date they were sent, who
sent them, and other attributes.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Click the View tab on the Ribbon and select an
arrangement from the Arrangement group.

There are several arrangement options from which to
choose. See the table on the next page, Arrangement
Options, for a description of each option.

If you do not see the arrangement you want to
choose, click the More button to view additional
options.

Other Ways to Sort Messages:
In the Inbox, click Arrange By and select an
option from the list.

@ Tips

v Use the Ascending/Descending button to the right of
the Arrange By button to rearrange the messages in
ascending or descending order.

[ Exercise

e Exercise File: None required.

e Exercise: Sort the messages in your Inbox by subject.
Then, sort the messages in your Inbox by date.

Ascending/
Descending button

Arrange By button

Arrange By: Date e
Date
4 Today Erom
. Rayna Oden To
Parking Restri Categories

.~ Jared Stein
Holiday hours Flag: Start Date
Flag: Due Date

4 Last Week Size

.~ Jeanne Trude;
...o....HEPRY 4t of
-4 Rayna Oden Type

Subject

Updated Emp Attachments
= Jeanne Trude; Account
Meeting: 2:00
Importance
4 Older

Show as Conversations

=] Rayna Oden ||
RE: Customer

Show in Groups

4 Jared Stein L4 View Settings...

Customer Feedback

Figure 4-26: The Arrange By button in the Inbox is an
easy way to sort messages.

Click the More | ~

button to see additional options.

0| Inbow - reed@customguide.cdm - Microsoft Outlook
Home  Send /R Folde ad
v 25 Ca a3 Date =1 Mavigation Pane - |
[ reading Pane -
& 10 _— Peop
d To-Do Bar - Pane
<
“ Happy 4th of July!
rrange By: Date ewest on toj
™3 Sent Rems Jeanne Trudeau
Fi 7/2/2010 306 PM
= p 4 Todasy
D g Jared Stein; Rayna Oden; Reed Stephens
4 Rayna Cden H6PM o
A reedousomguic ™ ng # . Hey everyone,
3 sared Stein F4PM o ¥ yone,
) Wb ]
& Orahs You can all head out a little early today; go and have a great extended
=) Sent Rems 4 Last Week weekend.
2 Deleted el 4 Jeanne Trudeau 72 "
Hoppy &th of Julyt See you on Tuesday, July 6!
4 Rayna Cden Ta?l g Jeanne
3 seanne Trudeau Thi /1
o gin . o
b Bl
3 main 4 Older
4 Rayna Oden 4/22/2010
J Calendar HE t F ack
4 Jared Stein 4/22/2010
-] Contacts -
o] Tasks
- ©  See more about: Jeanne Trudeau.
] O &
Iems: 7 All folders are up to date. (%] Connected to Microsoft Exchange | 00 G 100% (= {

Figure 4-27: You can also
change an arrangement by

;
= clicking the View tab and
z selecting an arrangement.
:

v

;‘
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Table 4-4: Arrangement Options

2ol
=& Date

2l Date (Conversations)
& From

>
4% To

Categories

\¢ Flag: Start Date
v Flag: Due Date
I size

| Subject
o
= Type

0 Attachments

i Account

! Importance

Arranges messages by date, starting with today.
Arranges messages by conversation, then by date.
Arranges message by sender.

Arranges messages by recipient.

Arranges messages by assigned categories.
Arranges flagged messages by their start date.
Arranges flagged messages by their due date.
Arranges messages by size, largest to smallest.
Arranges messages alphabetically by subject.

Arranges messages by type.

Arranges messages by whether or not they have an attachment.

Arranges messages by e-mail account.

Arranges messages by importance.

Your Organization’s Name Here
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Changing Views

Changing a view lets you control the amount of

information you see when you open your Inbox.

1. Click the Mail button in the Navigation Pane.
The Inbox appears.

2. Click the View tab on the Ribbon and click the
Change View button in the Current View group.
A list of available views appears. See Table 4-5:
Inbox Views for a description of each view.

3. Select a view from the list.
The selected view is applied.

@ Tips

v" You can select different views for each Outlook
folder.

Table 4-5: Inbox Views

Compact Displays brief details about the message in the
message list and displays the Reading Pane.

Single Displays each message as one line in the message
list and displays the Reading Pane.

Preview  Displays each message as one line in the message
list and hides the Reading Pane.

3 Exercise
e Exercise File: None required.
¢ Exercise: Switch to Preview view.

Return to Compact view.

a9 = It - reed @customguie.com - Microselt Oullock b
Home  Send/Receive  Fokder v Add-ing o @
T -
= :
Freo :
» . <
source files?
tan - A
. Jeanne Trudeau =
3 Deteted Iems | * Totay Wed /772010 10:27 AM A
Raad Steghang B
4 Jeamng Trudeau 1027 AM 3
B Ut Omouic source fies? 3
AT Hello Reed, H
b
J oo 4 Yastarday B
T4 Drams fains e foe s Hape you had a great 47 of July z
- ¥’ o weekend! g
3 Sent Rems e 2
= 4 lared Sten Tioe 3:14 PM o :
DL X ] Were you able 1o find those
3 Jurk E-Ma source files for the marketing v
= Cuthiox 4 Last Week mll“:-i.lhf Let :‘m- kn:\-lx if there's E
g 3 Jesene Trudesy . anything | can da to help you out. £
B Camerh Balds T o § 1
3 Rayna Odn LTE Thanks! E
3 Mall i " ] leanne
3 Jeaene Trudesu Thu 71 .
2 Catendar o
6. Contacts 4+ cudar
1 Tets 3 Rayea acen Az
J @ [ v | 5 weadsen 4220000 + B seemoreabo. -
Rem: All folders are up to date. Connected to Microsoft Exchange | 00 2 200% (— [ +

Figure 4-28: Click the Change View button for a list of
views.

a9 = Inbok - reed @eustormguige.com - Micraseft Oullosk [EEET=
Home  Send/Receive  Fokder o @
mclow
- <
A Favories
» . ¢
T source files?
JLo 1[5 O P subject R [slc. % =
3 Cent Nems Jeanne Trudeau z
D Deleted hems| | * Date: Today Wied 7772010 10:27 AM =
[ 1 . sourcefiest  W..B. ] Raad Steghane E
o reed@customguin Hello fleed, %
b
| Inoex B
T Drafs Hape you had a great 47 of July z
weekend! H
=) Sen Rems Z
™~ 4 Date: Last Wesk :
s Daleted ley Were you able 1o find those
3 . Happydthaf o Fr. 1. e fies for th bt
3 Junk E-hol 3 8 uptsedEmpL. T 50 ¢ saurce I( .)\; art ukm.nr Tmlug ) v
3 outhon Y L., Medtiog: 200 T 5,000 materials? Let me know if there’s E
anything | can da ta help you aut. £
£ R3S Feeds o
- 4 Date: Older
B Camrh Ealdde Thanks! £
3 R RECustomerf. T. L i T
 Mall 4 ). Customer Feed.. T.. 8. canne
2 Catendar
& | Contacts
o] Tasks
Ja - B see more abo.. &
Rem: All folders are up to date. Connected to Microsoft Exchange | 00 2 200% (— [ +

Figure 4-29: Single view displays a preview of the
message in the Reading Pane, but displays the message
information as a single line in the Inbox.
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Printing a Message

Sometimes it can be refreshing to read a message in hard
copy, especially if the message is long. Printing a message
in Outlook is extremely easy.

Use the Print dialog box

If you want to control certain parts of the printing process,
such as the number of copies you want to print, use the
Print dialog box.

1. Click the Mail button in the Navigation Pane

The Inbox appears.
2.  Select the message you want to print.

3. Click the File tab and select Print.

Backstage View appears. Notice that the print settings
and a preview of the document appear together, with
print settings on the left and a preview on the right.

Other Ways to Open Print Settings:
Press <Ctrl> + <P>.
4. Click the Print Options button.
The Print dialog box appears.
5. Specify the appropriate options in the Print dialog
box and click Print to begin printing.
See Table 4-6: Print Options for a description of
options in the Print dialog box.
Use Quick Print
If you’re in a hurry, you can use Outlook’s default print
settings to Quick Print a message.
1. Click the Mail button in the Navigation Pane.
The Inbox appears.
2. Right-click the message you want to print and select
Quick Print from the contextual menu.

The message is sent to the default printer.

L1 Exercise

e Exercise File: None required.

e Exercise: Select a message in your Inbox and open the

Print dialog box.

Print

-

Printer

Status:

Where:
Comment:

Print style

Name: Brother MFC-9840CDW

Type: Brother MFC-2840CDW

El Properties

Print to file

Copies

E:@me style

Memo Style

Page range

@Al

Pages:

example, type 1, 3 or 5-12.

Print options

default printer only.

Page Setup...
Define Styles..

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For

Print attached files. Attachments will print to the

-

Number of pages: |Al

Number of copies: |1 =

Collate copies

DR

Com ] [roven | [cone

Figure 4-30: The Print dialog box.

Table 4-6: Print Options

Name

Properties

Number of pages

Number of copies

Page Setup

Page range

Print options

Preview

Select which printer you want to use.

Displays the Properties dialog box,
where you can specify various printer
options. These options vary by printer.

Specify if you want to print all pages,
only even-numbered pages, or only odd-
numbered pages.

Specify how many copies of the
message you want to print.

Displays the Page Setup dialog box,
where you can add a Header/Footer,
change page size, etc.

Specify which pages you want to print.

Depending on the item you are trying to
print, this section offers additional
options.

Click here to display a preview of the
message in Backstage view.
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Quiz Questions

22. Outlook checks for new messages every _ minutes by default.
A. 10
B. 30
C.5
D.3

23. Clicking a message in the Inbox opens it in its own window. (True or False?)

24. If you want to reply to the author of a message and everyone else who received the message, which button should you
click?
A. Forward
B. Reply
C. Reply All
D. You can only send an e-mail to one recipient.

25.  Attachment Preview is only supported by messages that are in HTML or Plain Text format. (True or False?)

26. If you’re going to be making changes to an attachment, you need to:
A. save the attachment.
B. open the attachment.
C. preview the attachment.
D. None of the above.

27.  Which of the following is NOT true?
A. When you delete a message in Outlook, it will never be seen again.
B. When you empty the Deleted Items folder, its contents are permanently deleted.
C. You can retrieve a message from the Deleted Items folder.
D. You can delete a message by pressing the <Delete> key.

28. What is the default flag type?
A. Today
B. Tomorrow
C. This Week
D. Next Week

29. Only one category can be assigned to a message at a time. (True or False?)

30. Conversation View groups e-mails with the same
A. Sender
B. Recipient
C. Attachment
D. Subject
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31.

32.

33.

34.

When you ignore a Conversation, all current and future messages are moved to the Junk folder. (True or False?)

Which of the following statements is NOT true?
A. You can sort your messages by the date they were sent, who sent them, and more.
B. Sorting your messages simply arranges them in different ways, making information easier to find.
C. Sorting your messages saves them in different folders.
D. You can sort messages using the Arrange By button in the Inbox.

Which of these is NOT a view in Outlook 20107?
A. Compact
B. Detailed
C. Single
D. Preview

The fastest way to print a message is using the Print dialog box. (True or False?)

Quiz Answers

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

B. Outlook checks for new messages every 30 minutes by default.

False. Double-clicking a message in the Inbox opens the message in its own window.

B. Click Reply All to send your reply to the author of the message as well as anyone who received the message.
True. Attachment Preview is only supported by messages that are in HTML or Plain Text format.

A. If you’re going to be making changes to an attachment, you need to save the attachment first.

A. When you delete a message in Outlook, you can retrieve it from the Deleted Items folder. It is not permanently
deleted.

A. The default flag type is Today.

False. You can assign as many categories as you want to a message.

Conversation View groups e-mails with the same subject.

False. When you ignore a Conversation, all current and future messages are moved to the Deleted Items folder.
C. Sorting your messages simply rearranges them; it doesn’t save them in different folders.

B. The three view available in Outlook 2010 are Compact, Single, and Preview; Detailed is not an available view.

False. The fastest way to print a message is using Quick Print.
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More E-mail
Features

Saving Unfinished Messages (Drafts) ............. 67
Save an unfinished message .................. 67
Open a saved Message......ccccceeeevvenvnnnen. 67
Recalling a Message ........oooccuvveeeeeeeeiniiiiiieeeeen 68
Resending aMessage.......ccccceeeeeeeiiniiiiiiieeeeenn, 69
Using the Out of Office Assistant .................... 70
Delaying Sending a Message ...........ccccvvvveeennnn. 72
Using QUICK StepS ....vvvvvieeiiiiiieeee e 73
Use a qUICK Step .....covveeeeeiiiiiie e 73
Customize a default quick step................ 73
Create your own quick Step........cccceeeneee. 74
Inserting a Signature.........ccccceeeveeeeevecciiiieeeenn. 75
Create a signature ..........cccceeeeeeeeeiiinnnne 75
Adjust signature defaults ..............ccccee... 76
Insert a signature manually .................... 76
Using Stationery and Themes ...........cccvveeeeenen. 77
Apply stationery and themes to all
MESSAGES ...ceieiiieiiiiieieieiee et 77
Apply stationery and themes to a single
MESSAGE .evevvnneeeeeieeeriiie e e e eeeenb e e eeeeees 77
Apply an Office theme to a message....... 78
Changing Message Format..........cccccceeeevvnnnnen. 79
Change the format of a single message.. 79
Change the format of all messages......... 79
Dealing with Junk E-mail .......ccccccoeevviiiiiiiennnnn. 80
Open the Junk E-Mail folder.................... 80
Change Junk E-mail filter settings........... 80
Adding Addresses to the Safe and Blocked
Senders LiSt ... 82

Add addresses to the Safe Senders List. 82
Add addresses to the Blocked Senders List

................................................................. 83
Add addresses to the Blocked Senders List
................................................................. 83
Changing Outlook’s Security Settings ............ 84
Inserting Screenshots ... 85
Insert a screenshot of an open window ... 85
Insert a Screen Clipping .........cccccvvveeeeennn. 85

If you’ve gotten this far, you undoubtedly
know how to send and receive e-mails,
reply to and forward e-mails, and
probably even how to attach files to an e-
mail. So, what else is there? This chapter
is all about Outlook’s more advanced e-
mail features.

In this chapter, you will learn how to save
an unfinished e-mail message to the
Drafts folder so that you can come back
and finish it later. You’ll also learn how to
use the Out of Office Assistant to notify
people that you will be away from your
computer for several days and cannot
respond to their e-mails immediately.
Finally, you’ll learn all about how to
format your e-mail messages by using
different message formats, signatures, and
stationery.
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Saving Unfinished Messages
(Drafts)

If you get interrupted while composing an e-mail
message, all is not lost; you can save the unfinished
message and return to it later.

Save an unfinished message
1. Begin writing a new message.
2. Inthe message window, click the File tab on the

Ribbon and select Save.

Outlook saves the unfinished message to the Drafts
folder.

Other Ways to Save a Message:
Click the Save button on the Quick Access
Toolbar. Or, press <Ctrl> + <S>,

Open a saved message

It’s easy to return to an unfinished message.

1. Inthe Outlook program window, click the Mail

button in the Navigation Pane.
2. Click the Drafts folder.

A list of unfinished messages appears.

3. Double-click the message you want to finish.

The message opens in its own window, exactly how
you left it.

@ Tips

v" Once a draft is sent, it is removed from the Drafts
folder.

1 Exercise
e Exercise File: None required.

e Exercise: Create a new message to yourself with
“Practice” in the Subject field and the text “I’ll finish this
message later” in the message body area.

Save a draft of this message and close the message window.
Open the Drafts folder and double-click the “Practice”
message.

Send the message.

4 jtrudeau@customguide.com
=] Inbox (5)
L7 Drafts [3]
LI=9 Sent Items
@ Deleted Items

Drafts folder

® Dualts - puddrauBcustorngude.com - Micioiolt Gullosk )

| Mueting Postponed

ic]
Mane E
Beed Stechern:  RamaOden:  Jaced Sten 2
i
3d e L“':‘-M--.- The all-company meeting has been postponed until g
#
o
0 Search Folders g
o
" Calrular =
B Crrans ) See more sbout Reed Stephens. -
) e EUEYEY
- ) See mare about: lared Stein, by -~
L Remic 3 Urneas it 1 Al folders pee up to dale. Connected to Microioft Exchange | [0 (10 100% (— +
Double-click the message
you want to finish.
Figure 5-2: Opening an unfinished message that has
been saved to the Drafts folder.
Microsoft Outlook &]

l ke Outlook has automatically saved a draft of this message. Do you want to keep it?

[ Yes ] I No I ICanceI I

Figure 5-1: Anytime a message is closed unexpectedly,
without being saved after editing, Outlook asks if you would
like to save it.
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Recalling a Message

Sometimes you might forget to attach a file to a message,
or send a message to the wrong person(s). When this
happens, you can recall the message — provided the
following conditions are met:

e  The message is unread.

e The message is sent to someone in your organization.
You cannot recall messages sent to people outside
your organization.

1. Click the Mail button in the Navigation Pane.

The Mail folder appears.

2. Click the Sent Items folder in the Navigation Pane
and double-click the message that you want to recall.
The message opens in its own window.

3. On the Ribbon, click the More Move Actions button
in the Move group and select Recall This Message.

The Recall This Message dialog box appears. There
are two options for recalling a message:

o Delete unread copies of this message: If the
message is still unread, the message is deleted. A
notification that the message was recalled is left
for the recipient.

o Delete unread copies and replace with a new
message: The unread message is deleted and
replaced with a new message.

4. Choose how you would like to recall the message and
click OK.
The message is recalled.

5. (Optional) If you chose to replace the recalled

message with a new message, make your edits as
necessary and click Send.

The recalled message appears.

6. Click the Close button to close the recalled message.

To see if your recall was successful, check your
Inbox for a notification, as shown in Figure 5-4.

1 Exercise

« Exercise File: Create a new message to yourself with
“Practice” in the Subject field and the text “I’ll finish this
message later” in the message body area. Send the message.

« Exercise: Recall the Practice message and delete unread
copies of the message.

More Move °_1 H

Actions button

A= * ¥ |5 RE: password? - Message (HTML) ‘ = | B ||

Message @

x CaReply B [[3 moveto:? 53 vl l®m ©
4 Reply Al T8~ |i5) To Manager -l N _ \
&v Delete N o 3 T £ mail — | Move Tags | Editing| Zoom
% Forward &5~ |[3d Team E-mai v - =R - -
Delete Respond Quick Steps Moy Edit Message
From: Jeanne Trudeau ,9] Recall This Message... %
To: ¥ Melissa Peterson 5 Resend This Message...
Co
Subject: RE: password? View in Browser

t] Other Adtions
Mo, | was waiting to get it from Jeremy.

Twill let you know when | get it though...

From: Melissa Peterson

Sent: Thursday, July 08, 2010 10:56 AM
To: Jeanne Trudeau

Subject: password?

Did you ever find out the password for logging into SharePoint?

o See more about: Jeanne Trudeau, DD A

Figure 5-3: Recalling a message.

search Inbox (Ctri+F) #| Message Recall Failure: password?

ey TEam T - .
Arrange By: Date | Mewest on top Melissa Peterson

4 Jared Stein 9:54 AM Thu 7/8/2010 4:54 PK
vacation Jeanne Trudeau
4 Yesterday -

<57 Melissa Peterson Thu 4:5... Your message

Message Recall Failure: p...

To: HMelissa Peterson
Subject: password?
Sent: 7/8/2818 4:19 PM

= Melissa Peterson Thu Z:0...
RE: password?

"4 Melissa Peterson Thu 1:4...
RE: password?

"4 Melissa Peterson Thu 10:...
password?

= Melissa Peterson Thu 10:...
Product update

.~ Seth Godin  Thu 5:43 AM
Seth's Blog : Low esteem ...

cannot be recalled on 7/8/2018 4:54
PM.

4 Wednesday

=4 Seth Godin Wed 5:02 PM
Confirm Your Registratio...

=] Melissa Peterson Wed 4:... =
Sample Chapters a b

Figure 5-4: After you recall a message, a notification
appears in your Inbox to let you know whether or not the
recall was successful.
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Resending a Message

If someone doesn’t remember getting a message, or you
find that you want to send a message to more people, you
can resend a message you’ve already sent. This command
also lets you revise text and change recipients.

1 Exercise
« Exercise File: Any sent message.

« Exercise: Resend a message from the Sent Items folder.

1. Click the Mail button in the Navigation Pane.
2. Click the Sent Items folder.
All messages that you have previously sent are listed
re.
here More Move
. Actions button
3. Double-click the message you want to resend. '
. . == & # | Month-endfinancials - Message (HTML) =
The message opens in its own window. Lo - @
x Careply [ 33 Maveto:? j i v | _5;
4. Click the More Move Actions button in the Actions g Delee Ghrepyan B~ 5 Tolerager | o T e ot 00m
. (3 Forward ”1"“- i3 Team E-mail - . ol v ° =
group and select Resend This Message. e S ok Stens T
The message opens in another window where you rrom e ‘*’ E”Z“Th“‘mgg
can edit the message, or add and change recipients. 3 _ S A
Subject: Manth-end financials -
.- Message | ] ProfitandLoss.xisx (13 KE) ] Other Actions b
5. Finalize the message and click Send. &
Hey Reed,
The message IS Sent tO the SpECIfIEd rECIplentS Here's an updated version of the monthly report.
Thanks,
leanne
@ Seemore about: Jeanne Trudeau. DD A
Figure 5-5: Resending a message.
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Using the Out of Office
Assistant

If you know that you’re going to be out of the office for a
few days, it’s a good idea to set up the Out of Office

Assistant. The Out of Office Assistant sends an automatic
response to any messages you receive while you’re away.

@ Trap: The Out of Office Assistant only works if
you are using Microsoft Exchange.

If you are using Microsoft Exchange Server 2007 or 2010,
you have access to several Out of Office features not
available in previous versions:

e Rich text formatting: Now you can apply fonts,
colors and formatting to your replies.

e  Customization: Now your replies can be customized
based for recipients both inside and outside your
organization. For example, you could specify that
your co-workers receive a different message than
your clients.

e Start and stop time: Tired of forgetting to turn off
the Out of Office Assistant? Now you can apply a
start and stop time in advance.

1. Click the File tab on the Ribbon.

Info is selected.

2. Click the Automatic Replies button.
The Out of Office Assistant dialog box appears.

3. Click the Send automatic replies option.

4. (Optional) Click the Only send during this time
range check box and specify the time range to which
you want messages to be replied.

If you don’t specify a time range, the automatic
replies will begin immediately upon closing the
dialog box.

Now enter the text that will appear in your auto-reply.
5. Type your auto-reply on the Inside My
Organization and/or Outside My Organization tab.

Common auto-reply messages include information
about the amount of time you are out, and who can be
reached with questions.

6. Click OK.

The Out of Office Assistant will begin to reply to
your messages when Outlook is closed.

1 Exercise
e Exercise File: None required.

» Exercise: Open the Out of Office Assistant dialog box.
Take a look at the options available in this dialog box, and
then close it.

Anything you type here will
appear in your auto-reply.

Automatic Replies - jtrudeau@customguide.com l&

Do not send automatic replies

@ Send automatic replies
V| Only send during this time range:
Start time: | Fri 8/13/2010 [=] [z00am  [+]
Endtme: |Monsf23/2010 [ =| [smoPm  [+]

Automatically reply once for each sender with the following messages:

&'ﬁq'i, Inside My Organization | @‘ Qutside My Organization {On)|

Tahoms Flg ] B 1w Az=FE

I will be out of the office until Tuesday, August 24. If you need immediate assistance, please cal
&00.504.2432 and one of my colleagues will gladly assist you.

Rules... Cancel

Figure 5-6: The Automatic Replies dialog box.
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Turn off the Out of Office Assistant

If you don’t specify a time range for automatic replies, the
next time you open Outlook, a dialog box will appear
asking if you want to turn off the assistant.
1. Open Microsoft Outlook.
A dialog box appears, asking if you want to turn the
Out of Office Assistant off.

2. Click Yes to deactivate the Out of Office Assistant.

Your Organization’s Name Here
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Delaying Sending a Message

Your message is written, but you don’t want it to go out
quite yet. Maybe you’re waiting for a check to clear, or
you want to send a message on someone’s birthday, or
want your co-workers to think you really did come in to
work on Saturday. Whatever the reason, you don’t have to
wait by the clock to hit the Send button; instead, delay
sending the message.

If you have a single message ready to go, but you don’t
want to deliver it until tomorrow, you can tell Outlook
exactly when it needs to be sent.

1. Create a new message.

A new message window appears.

2. Click the Options tab on the Ribbon and click the
Delay Delivery button in the More Options group.
The Properties dialog box appears.

3. Make sure the “Do not deliver before” check box is
selected in the Delivery options area.

This should be selected for you.

4. Click the Date and Time list arrows and select when

the message should be sent.

@ Tip: If you'd like the message to expire after a
certain amount of time, click the Expires After
check box and set a date and time for the message
to expire.

5. Click Close.

The message closes and will be sent after the
prescribed delay.

1 Exercise
e Exercise File: None required.

e Exercise: Delay a single message so it does not go out for
three days.

Delay Delivery

button
Sl = Untitled - Message (HTML) = O
Message  Insert | Options | FormatTest  Review o @
- [ e ] o0 =3 T
As ' =, = UfJ O Request a Delivery Receipt -j =3 \%
Themes — Bec  From Use Voting [] Request aRead Receipt | Save Sent Delay _ Direct
- @ Buttons - ItemTo + Delivery Replies To
Themes Show Fields | Pe... Tracking More Options
To... |
=1 Ce..

Subject:

(L5

Figure 5-7: The Delay Delivery button is in the Options tab
on the Ribbon.

Properties &J
Settings Security
£ | Importance: (1] Change security settings for this message.
B =5
Sensitivity: INormaI VJ { Security Settings...

[7] Do not AutoArchive this item
Voting and Tracking options

:) [ use voting buttons: IE‘

[T] request a delivery receipt for this message
[ Request a read receipt for this message

Delivery options

.,1."; % [T]Have replies sent to: m
Do not deliver before: | 7/3/2010 lz‘ 5:00 FM lz‘
D Expires after: None 12:00 AM
Save copy of sent message

{ Categories VJ | Mone |

Figure 5-8: Choose a date and time to send a message in
the Message Options dialog box.
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Using Quick Steps

New in Outlook 2010, quick steps allow you to perform
multiple tasks with a single click. You can customize the
default quick steps or create your own.

Use a quick step

Quick steps are a great way to quickly work on common

tasks, such as e-mailing a manager or team!

1. Click the Home tab of the Ribbon and click the quick
step you want to use in the Quick Steps group.
The quick step is applied.

@ Tips

v If this is your first time using a particular quick step,
the First Time Setup dialog box appears.

Customize a default quick step

Outlook comes with several default quick steps, as
described in the table to the left, Default Quick Steps.
Some of these steps require additional set up, such as
designating a folder to store items or a manager to receive
e-mails.

1. Click the Mail button in the Navigation Pane.
The Inbox folder appears.

2. Click the Home tab on the Ribbon and click the
More button in the Quick Steps group.
A list of quick step options appears.

3. Select Manage Quick Steps from the list.
The Manage Quick Steps dialog box appears.

Other Ways to Open the Manage Quick Steps
dialog box:

Click the Dialog Box Launcher in the Quick
Steps group on the Home tab of the Ribbon.

4. Select the Quick Step you want to change in the
Quick Step box and click the Edit button.

The Edit Quick Step dialog box appears. You can
modify existing actions or add additional actions to a
Quick Step in the Edit Quick Step dialog box.

1 Exercise
e Exercise File: None required.

e Exercise: Customize the “Move to” Quick Step to move
messages to the Sent Items folder.

Table 5-1: Default Quick Steps

S Moveto Moves the selected message to a
folder that you specify and marks the

message as read.

&1 Team E-mail  Creates a new message and
automatically inserts specified team
members in the “To” field.

& Reply& Replies to the sender and deletes the
Delete original message.

=  To Manager Forwards the selected message to a

person that you specify.

«  Done

Marks the selected message as
complete / read and moves it to a
folder that you specify.

7 Create New Select this option to create your own

Quick Step.

3 Move to: ?

% To Manager - Click the More button
& Team E-mail = ——t0 view additional
options.
Quick Steps
3y bt miguide com - Wicrosolt Outlook | (=)
» o
C X y . v v
7] | 8 omaicte | ¥ Fakom i+ | 7 P

*  Breakfast?

Jared Stei
i

~tuppen [

) Inbox

myrey o Krpey

" Deluted ltey

Figure 5-9: Select a Quick Step or manage your quick
steps from the Quick Steps group on the Home tab of the
Ribbon.
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5.

Edit the quick step as necessary and click Save.

Create your own quick step

If you maintain multiple folders, correspond with multiple
teams, or have multiple people with whom you regularly
communicate, you can create additional quick steps for
each action.

1.

Click the Mail button in the Navigation Pane.

The Inbox appears.

Click the Home tab on the Ribbon and select Create
New in the Quick Steps group.

The Edit Quick Step dialog box appears.

Other Ways to Open the Edit Quick Step
Dialog Box:

Click the More button in the Quick Steps group
on the Home tab of the Ribbon, select New Quick
Step from the list, and select the type of quick
step you want to create.

Enter a name for the Quick Step.

It can be helpful to name a Quick Step based on the
task it performs; for example, the name for a Quick
Step that automatically forwards an e-mail to your
manager might be “To Manager”.

Click the Actions list arrow and select the action you
want the quick step to do.

There are several kinds of actions you can take with a
message, as explained in the table to the right, Quick
Step Actions.

Enter additional options for the quick step and click
Save.

The new quick step has been created and appears in
the Quick Steps group on the Home tab of the
Ribbon.

Edit Quick Step

liama:
1

Tosltip tet:

Figure 5-10: You can further specify an action in the Edit

Move to folder

Add etices below thee will b performed when this quick step is chcked on.

Sherteut key: | Chooss a shortout[ w |

Cancel

Quick Step dialog box.

Table 5-2: Quick Step Actions

Filing

Change
Status

Categories,
Tasks and
Flags

Respond

Appointment

Conversation

Specify the folder where you wish to store
messages, move messages to the Deleted
Items folder, or permanently delete
messages.

Mark a message as read or unread, or change
the importance of a message.

Categorize a message, clear a message of
pre-set categories, flag a message for follow-
up, or create a task.

Create a new message, reply to a message,
reply to all recipients of a message, or
forward a message.

Create a meeting or appointment.

Move or ignore all messages in a particular
conversation.
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Inserting a Signature

Asignature is boilerplate text or a file that can be attached
to an e-mail message. Your signature appears at the
bottom of any new messages you compose and can
include such things as:

e Your name, title, and organization

e Your phone and fax number

e Your address

e Alink to your Web page

e Your organization’s mission statement, a witty one-
liner, or your favorite quote

Create a sighature

1. Create a new message.
A new message window appears.
2. Click the Message tab on the Ribbon. Click the

Signature button in the Include group and select
Signatures.

The E-mail Signature tab of the Signatures and
Stationery dialog box appears.
3. Click the New button.

The New Signature dialog box appears.

4. Enter a name for the signature and click OK.
Now create the signature as you want it to appear.

5. Type the text that you want to appear in the signature
in the Edit signature area.

6. Format the signature as desired.

Use the toolbar of common text formatting
commands to change text. You can also add a picture
or hyperlink to the signature using the Picture and
Insert Hyperlink buttons.

7. (Optional) Insert pictures or hyperlinks.

8. Click OK.

The next time you create a new message, your
signature will appear at the bottom of the message.

@ Tip: You can create more than one signature in
Microsoft Outlook. For example, you might want
to use one signature for professional
correspondence and another for personal.

L1 Exercise

e Exercise File: None required.

e Exercise: Create a new signature named “Practice”.
Type “Jeanne Trudeau” in the Edit signature field.
Press <Enter> and type “Director of Business

Development”.

Apply boldface formatting to “Jeanne Trudeau,” and
italicize “Director of Business Development.”
Close the dialog boxes to finish creating the signature.

Insert— | & —Insert
Picture Hyperlink
Signatures and Stationery X
E-mail Signature | Persenal Stationery
Select signature to edit Choose default signature
e E-mall account! i deau@eustomguicie. oo E
New messeges: RN - |
Reples/farwards: | (none) B
[ peete |[ wew ][ sae || ename |
Edit signature
Calbri Body)  [+|[11[+]| B u atomatc [«]|[E] = = | sdeusnesscard | [ &

Jeanne Trudeau
Director of Business Development

Figure 5-11: The Signatures and Stationery dialog box.

MAH9 O = Meeting - Message (HTML) [P x|
Message Insert Options Format Text Review o @
=3 Calibri (Body) -1or A AT ] il Attach File ¥ Follow Up ~
J B I O % = T 0 sttachItem ~ | ¥ High Importance \
Paste ames Zoom
- | A~ - [ signature = B} LowImportance
Clipbo... Basic Text Include Tags Zoom
To... CustomGuide
E] ce..
Send
Subject: | Meeting
&
Hello all — N
We will be having a meeting this Friday at 10 a.m. in the conference room.
See you there!
Jeanne Trudeau
Director of Business Development L
Learn on Demand .
Signature
(888) 903-2432 : Toll Free
(612) 871-5004 : Office
www.customguide.com
-
@ Seemore about: CustomGuide. l:l ~

TITYT Tt TUUTT NG
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Set signature defaults
If you want your signature to appear at the bottom of
every message, set it as your default signature.
1. Open anew message.
A new message window appears.
2. Click the Message tab on the Ribbon. Click the

Signature button in the Include group and select
Signatures.

The Signatures and Stationery dialog box appears.

Other Ways to Open the Signatures and
Stationery Dialog Box:

In the message window, click the Insert tab on
the Ribbon and click the Signature button in the
Include group. Select Signatures from the menu.

3. Specify how you want to use the signature in the
“Choose default signature” section.
Take a look at Table 5-3: Choose Default Signature
Options for a description of each option.

4. Click OK, then click OK again to save your changes.

Insert a sighature manually
If you want to insert a different signature, or you don’t
have a default signature, you can also insert signatures
manually.
1. Create a new message.

A new message window appears.

2. Inthe Message window, click the Insert tab on the
Ribbon.

3. Click the Signature button in the Include group and
select the signature you want to insert from the list.

The signature is inserted into the message.

Table 5-3: Choose Default Signature Options

E-mail account Select the account for which you want to

assign the signature.

New messages If you have created multiple signatures,
click this list arrow to select the signature

you want to include in new messages.

Select (none) if you don’t want to insert a
signature automatically.

Replies/forwards I you would like your signature to
appear at the bottom of forwarded
messages and replies, click the list arrow
and select the signature you want to use.

Signature button

Gild9 @ 1= FYI - Message (HTML) [ [E [t
[ || Messag Insert Options  FormatText  Review @
= Calibri Body) 11 v AT AT ggﬁ ‘a‘{q_'] [ Attgeh File ¥ Follow Up =
B B(7r|u := v 20 attdh tem ~  ? High Importance
Paste Address Check Zoom
. F | P-A- 2 Book Names | |l Signature v | § LowImportance
Clipboard Basic Text Names Practice Tags Zoom
o ¥
To... yourname @acme .com
] e Signatures...
Send -
Subject | FYI
&
Today I learned how to compose and send an e-mail message.
Jeanne Trudeau
Director of Business Devefopment’
@ See more about: yourname@acme.com. l:‘ -

Figure 5-13: To manually insert a signature, click the
Signature button in the Include group of the Message tab
and select a signature from the list.
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Using Stationery and Themes

You can customize your e-mail messages in Outlook
using stationery and themes. Below is a quick description
of each.

e Stationery: A pattern or design that can be applied to
the background of a message.

e Themes: Atheme is a set of unified design elements
(background color, bullet style, font type, etc.) that
you can apply to a message.

@ Tips
¥v" You can only use stationery and themes if your e-mail
messages are in HTML format.

Apply stationery and themes to all

messages

1. Click the File tab and select Options from the menu.
The Outlook Options dialog box appears.

2. Click the Mail tab and click the Stationery and
Fonts button.

The Signatures and Stationery dialog box appears.

3. Click Theme.
The Theme or Stationery dialog box appears.

4. Select the stationery or theme you want to use. Click
OK for all open dialog boxes.

All future messages you compose will use the
selected stationery or theme.

@ Tip: To remove a stationery or theme, select No
Theme in the Theme or Stationery dialog box.

Apply stationery and themes to a single
message

1. Click the New Items button in the New group on the
Home tab and select E-mail Message Using —
More Stationery from the list.

The Theme or Stationery dialog box appears.
2. Select the stationery or theme you want to use and
click OK.

A new message, with the selected stationery or theme
applied, appears.

O Exercise
¢ Exercise File: None.

e Exercise: Create a new message with the Notebook
stationery.
Locate the Themes group on the Options tab of the Ribbon.
Close the message.

Select the stationery or
theme you want to use.

Theme or Stationery T e
Choose & Theme: Sample of stationery Old Striped Shirt:
Marbled Desk (Stationery) -
Network
MNotebook {Stationery)
Office Supplies (Stationer
ped fationery
Orange Cirdes (Stationery)
Papyrus
Paw Print (Stationery)
Peacock (Stationery)
Fine Lumber (Stationery)
Fixel
Profile
Quadrant
Radial
Refined =
Rice Paper
Ripple
Romanesgue
Roses (Stationery)
Satin
Sea Marble (Stationery)
Shades of Blue (Stationery)
Sky
Vivid Colors
Active Graphics
Background Image

Figure 5-14: The Theme or Stationery dialog box.

Gld9 o |= FYI - Message (HTML) [
Message | Insert Options Format Text Review @
S Calibri (Body) 12 v AN ggﬂ ‘&'{-_-;J Il Attach File ¥ Follow Up ~
Ei B|r|Uo & = v i attach Item - ¥ High Importance \
Paste Address Check Zoom
- F | w-A Book Names | 2%Signature~ | § LowImportance
Clipboard Basic Text Names Include Tags Zoom
To... Yourname @acme.com
El Ce
send
Subject: | Fil
) Today I learned how to compose and send an e-mail message.
Jeanne Trudeau
¥ Director of Business Development
L]
]
L]
L]
L]
- ]
@ See more about: yourname@acme.com. D “

Figure 5-15: A message with the “Notebook” stationery
applied.
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Apply an Office theme to a message

In addition to Outlook themes, you can also apply Office

2010 themes to your messages. Office 2010 themes are

similar to Outlook themes but consist of fonts and styles

that represent Office 2010.

1.

2.

In the message window, click in the message bodly.

Click the Options tab on the Ribbon and click the
Themes button in the Themes group.

The Themes gallery appears.

Click the theme you want to apply.

The formatting associated with the selected theme is

applied to the message.

Use these buttons to change theme
colors, fonts and effects.

Click here to - | {I}P —Click here to select a
display the Th ' E background color for the
Themes gallery. EMES = Fage message.
- Color -
Themes
raﬂl ™ B r ¥ = Untitled - Message (HTML) | =[5 ﬂ‘
Message Insert Options Format Text Review ] 9

AR

8 4
q”}) 8 8
iI=q 10

|

ﬁur;' |:| Request a Delivery Receipt —j :B—fj &

"

[ Browsefor Themes...
Eg  save Current Theme...

Reset to Theme from Template

Themes Page Bcc  From Use Voting [] Request a Read Receipt Save Sent Delay Direct
“ T Color~ Buttons = Item To = Delivery Replies To
Built-In - Tracking = Maore Options l
Ly
Aa | Aa_ T Aa |
| L L L L L) Ll |
Adjacency Angles Apex
[ = |
Aa Aa Aa =
LU L L) UL L EmEEE | - - m
Apothecary Aspect Austin Black Tie
=] &
Aa |4 |Aa_|||Aa Aa
- L] LU L] LU L] LU L]
Civic Clarity Composite | Concourse
Y
Aa Aa Aa Aa
L L L L] L UL ] L L L L] EEEE.
Couture Elemental Equity Essential
Aa Aa Aa Aa
L L L] L L L] - L UL ]
Executive Flow Foundry Grid -

Figure 5-16: You can use the Themes group on the Options tab of the Ribbon to
select a theme.
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Changing Message Format

Microsoft Outlook can read and create messages in three
different formats: HTML, Rich Text, and Plain Text. This
lesson will explain each of these three formats and show
you how to change formats.

Change the format of a single message

If you want to change the format of an individual
message, change the message format manually.

1. Create a new mail message.

A message window opens.

2. Click the Format Text tab on the Ribbon.

The three message formats are displayed in the
Format group. See Table 5-4: Message Formats for a
description of each format.

3. Select the message format you want to use.

The format is applied to the message.

Change the format of all messages

If you want to change the format of all future messages,

change the default message format.

1. Click the File tab on the Ribbon and select Options.
The Outlook Options dialog box appears.

2. Click the Format Text tab on the Ribbon.
The Options dialog box appears.
3. Click the Mail tab.
4. Under the Compose Message section, click the
Compose messages in this format list arrow.
A list of message formats appears. See Table 5-4:
Message Formats for a description of each format.
5. Select a message format from the list and click OK.

Now every new message will be created in the
selected format.

1 Exercise
e Exercise File: None required.

* Exercise: Make sure HTML is the default format of
Outlook messages.

Table 5-4: Message Formats

HTML HTML messages can contain formatting and are
compatible with most e-mail programs.

e Pros: Compatible with most e-mail
programs.

e Cons: Some recipients may not be able to
handle HTML formatting. For example, the
formatted text you see in your message
window will appear as plain text or
unrecognizable characters to your recipients.

Rich Text Rich Text messages can contain formatting but
are only compatible with Microsoft Outlook
and Microsoft Exchange.

e Pros: Allows for some formatting.

¢ Cons: Rich-formatted messages are only
compatible with Microsoft Outlook and
Microsoft Exchange.

Plain Text  Plain Text messages can be read by everyone
but can’t contain formatting.

e Pros: Understood by all e-mail programs.
e Cons: No formatting options.

Click here to change the
default message format.

Outlook Options [ 2 fomiend

General

Change the settings for messages you cfeate and receive.
Mail
Calendar Compose messages

Contadts j! Change the editing settings for messages. Editor Options...
Tasks Compose messages in this format: | HTML Iﬂ
Hotes and Joumal i
AB Always check spelling before sef RN TE o nd Autocorredt...
Search Plain Text
| lgnore original message text in reply of forward
Mobile
Language j Create or modify signatures for messages. Signatures...
Advanced
Customize Ribban 1 Use stationery to change default fonts and styles, [~
AT colors, and backgrounds. [ stationery and Fonts.. |
Quick Access Toalbar
Outlook panes
Add-Ins
=] Customize how items are marked as read whenusing  ————————
Trust Center =| the Reading Pane. Reading Pane...

Message arrival

S‘"j ‘When new messages arrive:
= | [@ payasound
V] Briefly change the mouse pointer
7] show an envelope icon in the taskbar
7] Display a Desktop Alert

Desktop Alert Settings...

Enable preview for Rights Protected messages (May impact -

Figure 5-17: Changing the default message format.
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Dealing with Junk E-mail

Tried and true real estate and/or love secrets from the
world’s foremost expert!

$3.2 Billion gift card from your favorite restaurant
for completing our survey!

tHoUsANnDz of XXX pHoToZ and vidEoZ —
FREE!!!

Unsolicited mail, known as spam, is easily the most
annoying aspect of e-mail, and it’s increasing at an
alarming rate. When you get unwanted mail, Outlook
2010 will automatically filter it into a separate folder,
based on the content and structure of the message. It
doesn’t catch all spam, and occasionally a good message
will end up in the Junk E-Mail folder, so it’s a good idea
to understand how Outlook deals with spam.

Open the Junk E-Mail folder

All junk e-mail is sent to this folder. Even if your junk
e-mail filter is set to low, it’s a good idea to check this
folder from time to time to make sure messages that you
want aren’t accidentally sent here.

1. Click the Mail button in the Navigation Pane and
select the Junk E-Mail folder.

The contents of the folder are displayed. All the
messages in this folder are flagged as junk e-mail.

Change Junk E-mail filter settings

The Junk E-mail filter determines which messages are
junk. If the filter is set to high, anything that is remotely
suspicious is considered junk. If the filter is turned off,
you will probably get loads of junk messages in your
Inbox.

1. Inthe program window, click the Home tab on the
Ribbon and click the Junk button in the Delete

group.
A list of options for setting junk e-mail appears.

2. Select Junk E-mail Options from the list.

The Junk E-mail Options dialog box appears. There
are four levels of junk e-mail protection available.

e No Automatic Filtering: All e-mail is moved to
the Junk E-mail folder, including e-mail from
blocked senders.

e Low: Only the most obvious junk e-mail
messages are moved to the Junk E-mail folder.

1 Exercise
e Exercise File: None required.

» Exercise: Change the junk e-mail filter settings to High.

Junk E-mail Options - jtrudeau@customguide.com @

Options |Safe Senders I Safe Recipients I Blocked Senders Inhernationa||

’:‘—il Outlook can move messages that appear to be junk e-mail into a spedial
@ Jurk E-mail folder,

Choose the level of junk e-mail protection you want:
) Mo Automatic Filtering, Mail from blocked senders is still moved to the
Junk E-mail folder,

@ Low: Move the most obvious jurk e-mail to the Junk E-mail folder,

~) High: Most junk e-mail is caught, but some regular mail may be caught
as well. Chedk your Junk E-mail folder often.

*) Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Redpients List will be delivered to your Inbox.

[ Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

Disable links and other functionality in phishing messages.
(recommended)

Warn me about suspicious domain names in e-mail addresses.
(recommended)

[ oK ] I Cancel ‘ Apply

L ’

Figure 5-18: The Junk E-mail Options dialog box
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e High: Most junk e-mail is sent to the junk e-mail
folder, but some regular mail may be caught as
well.

o Safe Lists Only: All mail that does not come
from your Safe Senders list will be sent to the
junk e-mail folder.

3. Select the level of Junk E-mail protection that you
want.

You can also use the check boxes here to specify how
Outlook deals with junk e-mail:

e Permanently Delete Junk E-mail: Delete all
junk mail without viewing it, although this would
mean there was no way for you to know if good
mail was deleted as well,

e Disable Phishing Links: Disable links from
messages that appear fraudulent so you don’t give
your personal information to the wrong person,

e Warn About Suspicious Domain Names:
Receive warnings when you receive mail from
suspicious addresses, and

e Postmark Messages: Add postmarks to help
verify that the messages you send are authentic.

4. Click OK.

The dialog boxes close and the changes are applied to
junk e-mail protection.

@ Tips

v" The junk e-mail filter is a good way to deal with
spam, but you can also use the tips in Table 5-5:
Techniques for Avoiding Spam to reduce the amount
of spam you receive in the first place.

Table 5-5: Techniques for Avoiding Spam

Use a disposable
e-mail address for
mass mailings, like
newsletters or
advertisements.

Look out for
newsletter offers.

Use AntiSpam
software.

Don’t publish your
e-mail address as a
link online.

Never reply to spam.

Get a free e-mail address from
Hotmail, Yahoo, or another service
and use that for making online
purchases and registering web
accounts.

When you sign up for a product or
service, look out for pre-checked
boxes that say “Yes, send me more
information” and uncheck them.

Third-party commercial products like
McAfee SpamKiller, Norton
AntiSpam, Vipre, and SpamNet can
be more effective than Windows Mail
for filtering out junk e-mail.

If you include spaces around the @ in
your e-mail address, it will not
automatically become a hyperlink,
and address-seeking programs will be
less likely to find it.

Unless you are removing yourself
from a mailing list that you
personally signed up for, any
response will only tell spammers that
your address is valid, making you a
target for more spam.

Your Organization’s Name Here
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Adding Addresses to the Safe

and Blocked Senders List

The filtering system in Outlook 2010 is good, but it’s not
perfect. Sometimes spam finds its way into your inbox
and sometimes e-mail from Mom gets kicked into the
Junk E-Mail folder. You can minimize these instances
with the Safe Senders List and the Blocked Senders List.

Add addresses to the Safe Senders List

When an address or domain is added to the Safe Senders
list, none of the messages from that address or domain
will be sent to the Junk E-mail folder.

1. Inthe program window, click the Home tab on the
Ribbon and click the Junk button in the Delete

group.

2. Select Junk E-mail Options from the list.
The Junk E-mail Options dialog box appears.

3. Click the Safe Senders tab.
The Safe Senders tab appears.

@ Tip: By default, all addresses listed in your
Address Book are regarded as Safe Senders so
you don’t need to add them here. If you don’t
want this to be the case, you can clear the “Also
trust e-mail from my Contacts” check box.

4. Click Add.

The Add Address or Domain dialog box appears. You
can add an individual e-mail address, or a domain
name. If you add a domain name (i.e. @acme.com),
all e-mail sent from that domain is safe.

5. Type an e-mail address or domain name and click
OK.

The address or domain name is added to the Safe
Senders List.

Other Ways to Add Addresses to the Safe
Senders List:

Right-click the message and select Junk —
Never Block Sender or Never Block Sender’s
Domain (@example.com) from the contextual
menu. Or, select the message, click the Junk
button in the Delete group and select Never Block
Sender or Never Block Sender’s Domain
(@example.com) from the list.

1 Exercise
e Exercise File: None required.

« Exercise: Add the following e-mail addresses to your Safe
Senders list:
boss@work.com
kidsteacher@school.edu
mom@home.net

Click the Import from File button to

choose a .txt document that lists e-mail
addresses you'd like to add (separated
by commas).

T

Options | Safe Senders | safe Redpients | Blocked Senders |Inter ationa||

Junk E-mail Opticns

$ E-mail from addresses or domain names on your Safe Sendgrs List will
2=| never be treated as junk e-mail.

boss @work.com Add...
kidsteacher @school. edu L

mam &home.net
thepresident@whitehouse.gov

Import from File...
Export to File...

Also trust e-mail from my Contacts
[;] Automatically add people I e-mail to the Safe Senders List

o) [comen ] oo

e 4

Select this check box to add anyone you e-mail to the Safe
Senders List.

Figure 5-19: The Safe Senders tab in the Junk E-mail
dialog box.
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Add addresses to the Blocked Senders List

If you continue to get unwanted e-mail from the same
addresses, add them to the Blocked Senders List.
Messages from the address or domain immediately end up
in the Junk Mail folder.

1. Inthe program window, click the Home tab and click
the Junk button in the Delete group.

2. Select Junk E-mail Options from the list and click
the Blocked Senders tab.

4. Click Add.

5. Type in an e-mail address or domain name and click
OK.

The address or domain name is added to the Blocked
Senders List.

Other Ways to Add Addresses to the Blocked
Senders List:

Right-click the message and select Junk — Block
Sender from the contextual menu. Or, select the
message, click the Junk button in the Delete
group and select Block Sender from the list.

Add addresses to the Safe Recipients List

If you belong to mailing lists or distribution lists, you can
add the list sender to your Safe Recipients List so that any
messages sent to these e-mail addresses or domain names
will never be treated as junk.

1. Inthe program window, click the Home tab and click
the Junk button in the Delete group.

2. Select Junk E-mail Options from the list and click
the Safe Recipients tab.

3. Click Add.

4. Type an e-mail address or domain name and click
OK.

The address or domain name is added to the Safe
Recipients List.

Other Ways to Add Addresses to the Safe
Senders List:

Right-click the message and select Junk —
Never Block this Group or Mailing List from
the contextual menu. Or, select the message, click
the Junk button in the Delete group and select
Never Block this Group or Mailing List from
the list.

Junk E-mail Opticns lilﬂ_hj
| Options I Safe Senders | Safe Redpients | Blocked Senders | International
:  E-mail from addresses or domain namas on your Blocked Senders List will
w always be treated as junk e-mail.
435748069458277@hotmail.com
garbagetrash @junk.net
watchingl @stalker.com =
Remove
Import from File...
Export to File...
[ 0K ][ Cancel ][ Apply ]

e 4

Figure 5-20: The Blocked Senders tab in the Junk E-mail
Options dialog box.
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Changing Outlook’s Security
Settings

Spam isn’t just a nuisance, it can be dangerous to your
computer if it carries a virus, or dangerous to you if the
spammer acquires your personal information. You can use
the Trust Center both to check for dangerous e-mail and to
reassure your recipients that you are not trying to send
dangerous e-mail to them.

1. Inthe program window, click the File tab and select
Options from the menu.

2. Click the Trust Center tab. Click the Trust Center
Settings button.

The Trust Center dialog box appears. The left column
lists eight categories for setting options. See Table
5-6: Tabs in the Trust Center for more information on
these categories.

3. Click E-mail Security in the left column.

The E-mail Security tab appears. There are four
topics listed:

e Encrypted Mail: Encodes your message so that
only the intended recipient can read it.

o Digital IDs (Certificates): Documentation that
helps prove your identity when you send e-mail.

¢ Read as Plain Text: Disables HTML in incoming
e-mail. Dangerous code won’t be hidden in the
message, but you’ll be unable to view images.

e Script in Folders: If you share folders with other
people, you may not want to allow script which
could contain viruses or spyware in the folders.

1 Exercise
e Exercise File: None required.

» Exercise: Open the Trust Center and explore the tabs.

Trust Center L P |

Trusted Publishers Encrypted e-mail
DEP Settings

9? Encrypt contents and attachments for outgoing messages
Privacy Options L’j Add digital signature to outgoing messages
il Sty /| Send clear text signed message when sending signed messages

Request S/MIME receipt for all 5/MIME signed messages
Attachment Handling Default :
Setting Settings...

Automatic Download

Macra Settings Digital IDs (Certificates)

Digital IDs or Certificates are documents that allow you to prove your
identity in electronic transactions.

[ Pubiishto GaL... | [ mport/Export... | [ Geta Digital ID...

Programmatic Access

Read as Plain Text

Read all standard mail in plain text

Read all digitally signed mail in plain text
Script in Folders

Allow seript in shared folders

Allow script in Public Eolders

Figure 5-21: The E-mail Security tab of the Trust Center.

Table 5-6: Tabs in the Trust Center

Trusted Publishers
DEP Settings

Privacy Options
E-mail Security
Attachment Handling

Automatic Download
HTML format.

Macro Settings

Programmatic Access
or send messages on your behalf.

Bar individuals from publishing information from your computer unless they are given permission to do so.
Turn Data Execution Prevention (DEP) mode on or off.

Determine which ways Microsoft is allowed to use the Internet to help solve problems with your computer.
Set security levels for encrypted e-mail, using digital IDs , reading e-mail as plain text, and allowing script.
Set the level of security for viewing attachments or opening messages that include attachments.

Control whether Outlook automatically downloads and displays pictures when you open a message in

Receive a warning when a macro that you did not create is run or disable them completely

Receive a warning about suspicious activity when someone tries to access your e-mail address information
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Inserting Screenshots

A screenshot is an image of something on your monitor.
Insert a screenshot of an open window
1. Create a new message.

2. Click the Insert tab on the Ribbon and click the
Screenshot button list arrow in the Illustrations

group.
A gallery of all open program windows appears.
& Tip: If the program window is minimized to the
taskbar, it will not appear in the gallery.
3. Click an image.

The screenshot is inserted into the message window.

Insert a screen clipping

Rather than insert an entire window, use the Screen
Clipping tool to take a screenshot of part of the window.

1. Make active the window from which you want to
take a screen clipping.

@ Tip: Minimize all program windows to the
taskbar except for Outlook and the one from
which you want to take a screen clipping.

2. Create a new message.

3. Inthe Message window, click the Insert tab on the
Ribbon and click the Screenshot button list arrow in
the Images group.

A gallery of all open program windows appears.

4. Select Screen Clipping.

The Outlook window minimizes to the taskbar, the
desktop fades, and the cursor changes to a crosshair.

& Tip: To cancel a screen clipping, press the <Esc>
key while screen clipping mode is active.

5. Move the cursor to the corner of the area you want to
clip.

6. Click and drag the cursor around the area you want to
clip.

As you drag around the area, note that the area to be
captured is not grayed out. When you release the
mouse, the screen clipping is inserted into the
message.

1 Exercise
« Exercise File: Open a new message window

« Exercise: Take a screen clipping of the desktop and insert
it in a message.

o) b I+ Untitled - Message (HTML) BEE
Message | Insert | Options  FormatTest  Review o @
=g 3 = T} &, Hyperlink
0 =2 = WEPD e 4 o
i | ~ fll A4 Bookmark
Attach Outlook Table Ficture Clip  Shapes - Text | Symbals
File ltem &7 - At v [ERT - -
Include Tables lustrations | Available Windows
To...
=1 Ce..

send
Subject:

&+ Screen Clipping

Figure 5-22: The Screenshot gallery is populated with
thumbnails of all open program windows.

Figure 5-23: A screen clipping in progress.
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More E-mail Features Review

Quiz Questions

35.  Where are unfinished messages stored?
A. The Drafts folder.
B. The Sent Items folder.
C. The Saved Items folder.
D. The Unfinished Items folder.

36. You cannot recall a message if it has already been read or opened. (True or False?)

37. When resending a message, you can change or add recipients and change the body of the message. (True or False?)

38. The Out of Office Assistant temporarily disables your e-mail account. (True or False?)

39. If you want to delay a single message for two days, you should:
A. Use the Rules Wizard to create a rule that would only work on one message.
B. Click the Delay Delivery button on the Options tab of the message window.
C. Change the internal calendar on your computer by two days.
D. Click the Delay by two days hyperlink in the subject line of your e-mail.

40. You cannot customize a default Quick Step. (True or False?)

41. How do you access Outlook’s Signature settings?
A. Open the Options dialog box and click Signatures on the Mail Format tab.
B. Open the Options dialog box and click Signatures on the Mail Setup tab.
C. Open the Format Signature dialog box and click the Signatures button.
D. Click the Signatures and Stationery button on the Standard toolbar.

42.  You cannot use stationery and themes if your messages are formatted in Plain Text. (True or False?)

43. HTML format is compatible with all e-mail programs. (True or False?)

44. Which of these tasks can NOT be accomplished from the Junk E-mail Options dialog box?
A. Send a postmark with your outgoing e-mail.
B. Send junk e-mail back to the sender.
C. Receive a warning about suspicious domain names in e-mail addresses.
D. Permanently delete suspected junk e-mail immediately.

45.  Setting the Junk E-mail filter to High may move regular mail to the Junk E-mail filter. (True or False?)

46. E-mail messages from the addresses in the Safe Senders list:
A. Will never go to the Junk E-mail folder.
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47.

48.

49.

50.

B. Will always go to the Junk E-mail folder.
C. Will occasionally go to the Junk E-mail folder depending on the subject.
D. Will be automatically flagged.

You can automatically add the addresses of every person you send e-mail to to the Safe Senders list. (True or False?)

Which of the following is NOT an option in the E-mail Security tab of the Trust Center?
A. Use a Digital ID to prove that mail is being sent by you.
B. Block HTML and read standard mail as plain text.
C. Send encrypted mail
D. Save secure copies of all messages in your Inbox.

Viruses and spyware can be hidden in messages that use HTML code. (True or False?)

To insert a screenshot of a window, you must ensure that the window is NOT minimized to the Windows taskbar. (True
or False?)

Quiz Answers

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

46.

A. Unfinished messages are stored in the Drafts folder.
True. If the recipient has read or opened the message, it cannot be recalled.

True. Resending a message lets you open the message that was sent so you can change recipients or body text before
resending.

False. The Out of Office Assistant does not disable your e-mail account in any way.

B. If you want to delay a single message for two days, you should click the Delay Delivery button on the Options tab
of the message window.

False. You can customize a default Quick Step.

A. To access Outlook’s Signature settings, open the Options dialog box and click Signatures on the Mail Format tab.
True. You can only use stationery and themes if your messages are formatted in HTML.

False. The only message format that is compatible with all e-mail programs is Plain Text.

B. You cannot send junk e-mail back to the sender using the Junk E-mail Options dialog box.

True. Although most junk e-mail is caught when the Junk E-mail filter is set to high, regular e-mail may be caught as
well.

A. E-mail messages from the addresses in the Safe Senders list will never go to the Junk E-mail folder.
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47. True. You can automatically add the addresses of everyone you send an e-mail message to by clicking the check box
that says

48. D. The E-mail Security tab of the Trust Center lets you encrypt e-mail, use Digital IDs, read mail as plain text, and
limit the use of script in folders.

49.  True. Viruses and spyware can be hidden in messages that use HTML code.

50. True. To insert a screenshot of another window, the window must NOT be minimized to the Windows taskbar.
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Introduction to the Address BooK ........c.......... 90
Open the Address BooK...........ccoeouuuinneee. 90
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Printing the Contacts List.......ccccccceeviiiinnnnen. 103

As you may recall, people used to keep
track of their contacts in a Rolodex, which
was basically a small box filled with note
cards. Contact information was typed or
scribbled on each card, and the cards were
arranged alphabetically by the contact’s
name. You would then spin a knob on the
side of the box to rotate the cards to find a
person. A Rolodex seems like a primitive
way to manage contact information, but
this was the best option until computers
came along.

Outlook’s Contacts list is a “technological
Rolodex” database that keeps track of
names, addresses, phone numbers, and
lots of other information. Once you have
entered a person’s name and details into
Outlook, the possibilities are endless. You
can instantly find, e-mail or print contact
information, or even create a map to a
contact’s business or home address.
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Introduction to the Address
Book

Unless you communicate with only two or three different
people, it’s almost impossible to memorize all of the
phone numbers, addresses, and e-mails of everyone who
you know. Fortunately, when you use Outlook’s Address
Book, you don’t have to.

The Address Book can get its information from one or
more sources, including Internet directory services and
third party address books. Here are the two most common
sources that the Address Book uses:

e Global Address List: If you use Outlook in a
networked environment, the Global Address List
contains your organization’s users, groups, and
contact groups. The Global Address List is similar to
a large telephone directory that is available for
everyone to use. A network administrator usually
manages the Global Address List, so you can’t make
any changes to it.

e Outlook Address Book: The Outlook Address Book
is similar to a personal address book.

There is a subcategory in the Outlook Address Book:
the Contacts folder. Both personal contacts and
contact groups are stored in the Contacts folder.

Open the Address Book

It doesn’t matter if you’re working with e-mail or the

calendar—you can always find the Address Book.

1. Click the Home tab on the Ribbon and click the
Address Book button in the Find group.
The Address Book appears. By default, names from
your organization are displayed from the Global
Address List.

2. Click the Close button.
The Address Book closes.

@ Tips

v" Most of the time, you will only want to add contacts
and contact groups to your Contacts folder, so you
won’t need to use the Address Book very often.

1 Exercise

e Exercise File: None required.

* Exercise: Open the Address Book.

View the list of sources under the Address Book list arrow.

Close the Address Book.

The Address Book
can contain

information from/
_’?\

A= Contacts

i

i

P

AL

The Global Address
List, which is stored

on a network server

and contains your

- organization’s users,

groups, and contact
groups.

The Outlook
Address Book,
which contains the
Contacts folder.

Figure 6-1: The Address Book can contain several types

of information.

Click the Address Book list arrow to
view a different contact source.

(i) Address Book: CustomGuid
File Edit Tools

Search: @ Name only More columns Address Book

& AlertSite Mobile
g Amazon Web Services
& Authors

4 Brian Ficke
& Call Center
1 Careerfullder
§ Cases

fia CD Interesting

i passwardl
§ Christine Brockman
m Cuctombaide

=)

Department

Figure 6-2: The Global Address List in the Address Book.
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Adding a Contact

The Contacts list contains information about people and
organizations with whom you interact. You can enter as
much or as little information about your contacts as you
want in the Contacts list, including names, phone
numbers, e-mail accounts, and addresses.

You can use the Contacts list with other Outlook tools.
For example, you can schedule an appointment with or
send an e-mail to a contact. You can even use the Contacts
list with other programs, such as software for an
electronic organizer.

1. Click the Contacts button in the Navigation Pane.

By default, the Contacts list appears in Business
Cards view. In this view, your contacts are displayed
as Electronic Business Cards, which look like actual
paper business cards on the screen.

2. Click the Home tab on the Ribbon and click the New
Contact button in the New group.

The Untitled — Contact window appears. You can
enter the contact’s name, company, job title, e-mail
address, Web page address, phone numbers, and/or
addresses.

Other Ways to Add a Contact:

Press <Ctrl> + <N>. Or, right-click the Contacts
list and select New Contact from the contextual
menu.

@ Tip: If you create a contact with the same name
as another contact, the Duplicate Contact Detected
dialog box appears. Here, you can add a new
record if the contact is a new contact or update the
contact’s existing record.

3. Enter as much contact information as you want in the
window.

@ Tip: Several of the fields in the Contact window
have buttons and list arrows next to them. The
buttons display dialog boxes to assist you with
the fields, while the arrows are used if a contact
has multiple phone numbers, e-mail accounts, or
addresses.

& Tip: To add a picture of a contact, click the Add
Contact Picture button (located next to the
Name and Company fields).

4. Click the Contact tab on the Ribbon and click the
Save & Close button in the Actions group.

The Contact window closes and the new contact
appears in the Contacts list.

1 Exercise
e Exercise File: None required.

e Exercise: Add Jeanne Trudeau to your Contacts list using
the following information:

Name: Jeanne Trudeau;

Company: CustomGuide, Inc.

E-mail: jeanne@customguide.com

Business Phone Number: 888-903-2432

Business Address: 3387 Brownlow Ave., Saint Louis Park,
MN 55426.

=, ey
James Britt

Brad Miller Rayna Oden

Kim Richter Jared Stein

Figure 6-3: The Outlook Contacts list, displayed in
Business Cards view.

© e move atout: Manne Trudesu Geannecustomguide com

Figure 6-4: A Contact window.
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Adding a Contact from an E-
mail

You can add someone to your Contacts list using an e-
mail you’ve received. To add an e-mail sender’s name and
e-mail address to your Contacts list, simply drag the e-
mail to the Contacts button in the Navigation Pane.
Outlook will add the sender’s name and e-mail address to
the Contacts list—and you can add any additional
information yourself.

1. Click the Mail button in the Navigation Pane.

The Inbox appears.

2. Click and drag the e-mail to the Contacts button in
the Navigation Pane.

The Contact window opens, and the person’s name
and e-mail address are filled in automatically.

Other Ways to Add an E-mail Sender to the
Contacts List:

Open an e-mail message (or just view it in the
Preview pane), right-click the name in the From
line, and select Add to Outlook Contacts from
the contextual menu.

@ Tip: If you create a contact with the same name
as another contact, the Duplicate Contact Detected
dialog box appears. You can add a new record if
the contact is a new contact or update the
contact’s existing record.

3. Enter any additional information for the contact.

4. Click the Contact tab on the Ribbon and click the
Save & Close button in the Actions group.

The Contact window closes, and the new contact

1 Exercise

« Exercise File: A message from someone not saved in your
Contacts list.

* Exercise: Add the sender’s e-mail address to the Contacts
list.

If you have any additional information about the contact,
such as phone numbers or addresses, enter those items in the
Contact window as well.

appears in the Contacts list.

Figure 6-5: Click
and drag a
message to add
the sender’s e-mail
address to your
Contacts folder.
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Editing and Deleting Contacts

It’s easy to view and change information about your
contacts. You can edit contact information by double-
clicking a contact to open it in the Contact window, or
you can edit information about a contact directly in the
Contacts list. The latter method is more efficient; simply
select the entry you wish to edit and make your changes.

Edit a contact

1. Click the Contacts button in the Navigation Pane.

Outlook displays the Contacts list.

2. Double-click the contact you want to edit in the
Contacts list.

That person’s contact window appears.
3. Make the necessary changes.

4. Click the Contact tab on the Ribbon and click the
Save and Close button in the Actions group.

The window closes and the changes to the contact’s
information are saved.

Other Ways to Edit a Contact:

If you are using a view other than Business Cards,
or have the Reading Pane displayed, modify the
information right there without opening the
Contact window.

@ Tip: You can also attach files or other Outlook
items to contact records. Open a contact’s
window, click the Insert tab on the Ribbon, and
click the Attach File or Outlook Item button in
the Include group.

Delete a contact

You can also delete contacts if you no longer need them.

1. Double-click the contact you want to delete in the
Contacts list.
That person’s contact window appears.

2. Click the Contact tab on the Ribbon and click the
Delete button in the Delete group.

The contact is moved to the Deleted Items folder in
your Mailbox.

Other Ways to Delete a Contact:

Select the contact, click the Home tab on the
Ribbon, and click the Delete button in the Delete
group. Or, press the <Delete> key.

L1 Exercise

¢ Exercise File: A contact with this information:
Name: Brad Miller
Address: 1600 Pennsylvania Avenue NW, Washington, DC
55403.

Another contact with this information:
Name: Ron Dean

« Exercise: Edit the Brad Miller contact to change the zip
code to 20500.

Delete the Ron Dean contact.

© Ser more anout Jeanne Trudesu (eanne @customguide com

Figure 6-6: Edit a Contact in the Contact's window.

X

Delete

Contaces - reed@aunsomguide.com - Microsoft Dutiook = = -

Figure 6-7: The Delete button on the Home tab of the
Ribbon.
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Viewing and Sorting Contacts

Outlook is flexible enough to keep all of your contacts in
one place, yet display them differently depending on the
type of work you’re doing.

Like other folders in Outlook, the Contacts list has several
different ways to look at the same information. These
different views are very useful when it comes to
organizing the Contacts list.

Change Contacts list view

By default, contacts appear in Outlook in Business Cards
view. In this view, your contacts are displayed as
electronic business cards, which look like actual paper
business cards on the screen.

Changing the Contacts view changes how much
information is displayed about your contacts in the
Contacts list. You can display more detailed information
about each contact, such as with the Business Cards or
Cards view. Or, you can display more contacts on the
screen at once, such as with the Phone or List view.

1. Click the Contacts button in the Navigation Pane.
Outlook displays the Contacts list.

2. Click the Home tab on the Ribbon
See Table 6-1: Contacts List Views for a description
of each view.
3. Select the view you want to use from the Current
View group.
The new view is applied.
Other Ways to Change Contact Views:
Display the Contacts list and click the View tab
on the Ribbon. Click the Change View button in
the Current View group and select the view you
want to use from the list.
Sort contacts
If you are working in Phone or List view, you can further
sort your contacts by categories, company, or location.
1. Click the Contacts button in the Navigation Pane.

Outlook displays the Contacts list.

1 Exercise

e Exercise File: None required.

» Exercise: View your contacts in each of the different
views, then return to Business Cards view.

James Britt Ron Dean

Brad Miller Rayna Oden

Kim Richter Jared Stein

= 00 100w

Figure 6-8: All views appear in the Current View group on
the Home tab of the Ribbon.

Table 6-1: Contacts List Views

Business
Card

Card

Phone

List

Displays contacts as electronic business cards.
This is the default view for the Contacts list.

This is the most detailed view of the Contacts
list. Everything is displayed on individual cards:
business and home addresses, phone numbers,
and other information.

Displays contacts in a list with company name,
business phone number, business fax number,
and home phone number. Phone view displays
more contacts on the screen at a time but has less
detailed information.

Displays your contacts in a table and sorts them
alphabetically.
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2. Click the View tab on the Ribbon.
There are three options for sorting your contacts:

e Categories: Organizes and sorts contacts by color
category (if categories have been assigned to
contacts).

e Company: Organizes and sorts contacts by
company (if a company has been assigned to
contacts).

¢ Location: Organizes and sorts contacts by
location (if a location has been assigned to
contacts).
3. Select an arrangement from the Arrangement group.

The arrangement is applied.

= - Reverse Sort
M Categories -JJ Company N

E Location

%=1 Add Columns
= | #= Expand/Collapse ~

Arrangement

Li Contady

Figure 6-9: Sort contacts using the Arrangement group on
the View tab of the Ribbon.
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Mapping a Contact’s Address

Are you good at finding addresses that you have never
visited before? No? Don’t worry—if you’re connected to
the Internet, Outlook can pinpoint the U.S. or Canadian
address of any contact on a detailed map.

1. Click the Contacts button in the Navigation Pane.

The Contacts list appears. Now you need to select the
contact whose address you want to map.

2. Double-click the contact you want to map.
The contact’s window opens.
3. Click the Map It button under the Addresses

heading.

Outlook launches a Web browser, navigates to the
Bing Web site, and displays an interactive map of the
contact’s location.

Other Ways Map a Contact’s Address:
Click the Contact tab on the Ribbon, click the
More button in the Communicate group, and
select Map It from the list.

@ Tips

O Exercise

* Exercise File: A contact with this information:
Name: Brad Miller
Address: 1600 Pennsylvania Avenue NW, Washington, DC
55403.

« Exercise: Map Brad Miller’s address using Outlook’s
mapping feature.

wd e Brad Miles - Comact [
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Figure 6-10: Click the Map It button in the Contact window

v" Click the Contact tab on the Ribbon, click the More to map an address.
button in the Communicate group, and select Web
Page to launch the contact’s Web site.
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Figure 6-11: A map of a contact’s address.
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Working in a Contact Window

When you open a contact, you have access to useful tools
for viewing and entering information, and for
communicating with the contact.

Show different pages

The Show group on the Contact tab allows you to display
different pages of information related to the contact. You
can enter detailed contact information on each page and
track activities and communications related to the contact.

1.

4,

Click the Contacts button in the Navigation Pane.
The Contacts list appears. Now you need to select the
contact with which you want to work.

Double-click a contact.

The contact’s window opens.

By default, the General page appears in the window,
but you can display different pages of information.
See Table 6-2: Contact Pages for an overview of all
the pages.

Click a button in the Show group on the Ribbon.

The selected page appears in the window.

View or modify the information as desired.

Communicate with a contact

The Communicate group on the Contact tab allows you to
communicate directly with a contact by e-mail or phone,
or to schedule a meeting or task.

1.

Click the Contacts button in the Navigation Pane.
The Contacts list appears. Now you need to select a
contact.

Double-click a contact.

The contact’s window opens. You can communicate
with a contact directly from this window by using
one of the following buttons:

e E-mail: Send an e-mail to the contact.
e Meeting: Send a meeting request to the contact.

e Reply with IM: Send an instant message to the
contact using Windows Messenger (if you have
Windows Messenger installed on your computer).

o Call: Make a phone call (if your modem is
connected to a phone line).

L1 Exercise

¢ Exercise File: Jeanne Trudeau contact:
Name: Jeanne Trudeau;
Company: CustomGuide, Inc.
E-mail: jeanne@customguide.com
Business Phone Number: 888-903-2432
Business Address: 3387 Brownlow Ave., Saint Louis Park,
MN 55426.

« Exercise: Open the Jeanne Trudeau contact and explore
each of the pages you can show for the contact.

Send an e-mail to Jeanne Trudeau from the contact window.

Table 6-2: Contact Pages

General Shows primary contact information: the
contact’s name, phone number(s), address, and
e-mail.

Details Shows secondary contact information: the

contact’s spouse, manager, birthday, etc.

Activities Tracks all your activities with the contact,
such as calls and e-mails.

Certificates  Stores digital IDs for the contact so that you
can send him or her encrypted e-mail.

All Fields Here you can edit all information contained in
the contact and create your own custom fields
for the contact.
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e \Web page: View the contact’s Web page.
e Assign Task: Assign a task to the contact.

e Journal Entry: Create a journal entry about the
contact.

e Map It: View a map of the contact’s location.

3. Click a button in the Communicate group on the
Ribbon, and if necessary, select the option you would
like to use.

A window opens to help you execute the selected
form of communication. For example, if you clicked
the E-mail button, a new message window appears,
addressed to the contact.

4. Modify and send the communication.

= | 5] -

35| |= Jeanne Trudeau - Contact
File Contact Insert Format Text Review Add-Ins & e
[ 1 - ) . .

u i Iy save & New - |83 General| 33 Certificates 523 E-mail g3 @:‘;’] Qig 85 categorize -

&Y Forward ~ &1 Details [ All Fields & Meeting “ © 0 ¥ Follow Up ~
Save & Delete o Address Check | Business Picture | _
Close @ OneNote 83 Activities fﬁ More Book Names Card . (&) Private

Actions , Show Communicate MNames Options Tags Zoom

Display different pages in

Communicate directly

the Contact window.

with a contact.

Figure 6-12: Groups in the Contact tab on the Ribbon.
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Finding and Organizing
Contacts

Once you start to accumulate a large number of contacts,
you can use Outlook’s search features to find contact
information. You also can use folders to organize your
contacts.

Find contacts

There are several ways to search for information in your
contacts.

1. Click the Contacts button in the Navigation Pane.

The Contacts list appears. To find a contact or contact
information, choose from the following search
methods:

e Search address books: Click the Home tab on
the Ribbon, enter a contact’s name or company
name in the Search address books box in the Find
group, and press <Enter>.

e Instant Search (Search Contacts): Just as you
can search e-mail messages using keywords, you
can also search contacts. Enter search keywords
(or even a phone number) in the Search Contacts
box at the top of the Contacts list.

e Alphabetical index: If you are viewing your
contacts in Business Cards or Cards view, click a
letter button in the index that appears by the cards
to display contacts beginning with that letter.

e Sort table: If you are viewing your contacts in a
table view such as Phone view, click a column
heading to sort the contacts by that column’s
criteria.

2. Select a search method and complete your search.

If you choose either the Search address books or
Search Contacts method, the Search contextual tab
appears on the Ribbon. Here you can further adjust
your search using the following groups:

e Scope: Change which Outlook folders are
searched.

o Refine: Search for items based on category, phone
number, address, or information in other contact
fields.

e Options: Review and reuse previous searches or
change advanced search options.

L1 Exercise

¢ Exercise File: Jeanne Trudeau contact

* Exercise: Search for “Jeanne” in the Search Contacts box.

Add a folder named “Office” and move the Jeanne Trudeau

contact into it.

Alphabetical
index
Search Search
Contacts address books
T Contacts - guide.com - Micrasoft Cutlosk il i S
@

Beitl, James

James Britt
Marth Star Travel

Jrargnsb.com

or, rad

Brad Miller

1600 Pennsy
Washingtan, €

] Ml
2 Cabendar

6| Contacts

Kim Richter

Horth Star Travel

| Tasks

Rems: 7 This folder is up to date.

Ron Dean

1600 Fennsylvania five, N
Wathingtan, B 55403

Rayna Oden
CustamGuide

raynagustomguie com

Jared Stein

CustomGuide

Comnsched to Microsoft Exchange | 10 B8/ 100%

Figure 6-13: Finding Contacts in Business Cards view.

Click a column heading to sort

the list by that column.
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Figure 6-14: Finding Contacts in Phone view.
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Add a contacts folder ( - |

Create New Folder

You can organize your contacts by creating folders for

f . f MName:
specific categories of contacts. offcd
1. Click the Contacts button in the Navigation Pane. Folder contains:
| Contact Items -

The Contacts list appears.

Select where to place the folder:

2. Click the Folder tab_ on the Ribbon and click the 4 [ reed@customguide.com .
New Folder button in the New group. . 3 Inbox
The Create New Folder dialog box appears. +Z| Drafts [1] |
=1 Sent Items =
3. Enter a name for the new folder and make sure : % Deleted Items (5)
Contact Items is selected under the “Folder contains” = Calendar
list arrow. 84 Contacts
& Journal
4. Click OK. calu ::mf E-Mail N
The new folder appears in the Navigation Pane under
My Contacts. ok || cancel

L 4

Now you can move contacts into the new folder. ) )
Figure 6-15: The Create New Folder dialog box.

5. Click and drag a contact from the Contacts list to the
new folder’s icon in the Navigation Pane.

The contact is moved to the new folder. <
. A My Contacts

@ Tips

¥v" You can also organize contacts by assigning them to &8s Suggested Contacts
color categories. Right-click a contact in the Contacts 8 Contacts

list, point to Categorize, and select a category.
%= Office

Figure 6-16: The new “Office” contacts folder appears in
the Navigation Pane.

100 © 2010 CustomGuide, Inc.



Working with Contacts

Creating a Contact Group [ Exercise

] ] ] » Exercise File: None required.
A contact group, known in previous versions of Outlook

as a distribution list, lets you group e-mail addresses
together. A contact group can save you time when you
have to send e-mail to:

« Exercise: Create a contact group named “Friends” and add
several contacts to the group.

o All employees in the same department or
organization

e Colleagues on the same project or committee
e  Agroup of friends

Contact groups appear in your Contacts list the same way
that a person’s name does. To address an e-mail message
using a contact group, follow the same steps that you
would with any other message.

Before you can send e-mails to recipients in a contact
group, you need to create the group.

&l W : Untitled - Contact Group = |

1. Click the Contacts button in the Navigation Pane.

H x g |8 Members| |5 Add Members -
B MNotes d  From

The Contacts list appears.

2. Click the Home tab on the Ribbon and click the New
Contact Group button in the New group. e e e 0 Aes 1o e

The Untitled — Contact Group window appears.
3. Enter a name for the contact group in the Name text
box.

For example, you could name the contact group
“Family” or “Management Team”.

Now you’re ready to choose which recipients you
want to include in the contact group.

. . Figure 6-17: The Untitled — Contact Group window
4. Click the Contact Group tab on the Ribbon and

click the Add Members button in the Members
group.

There are three sources you can use to add recipients
to a contact group:

e From Outlook Contacts: Use this option to add a
recipient already in your Outlook Contacts list.

e From Address Book: Use this option to add a
recipient from the Address Book, including any
recipients in the Global Address List.

e New E-mail Contact: Use this option to add a
recipient who has not been entered as an e-mail
contact.

5. Select an option from the list.

Depending on the option you select, either the Select
Members or Add New Member dialog box appears.
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6. Select or enter the recipients you wish to add. gl o+ v NorhStar Travel Customer Team - Comtact Group (= b

As you add recipients, you return to the Contact
Group window. The name you entered for the contact
group now appears in the title bar, and the names of
the recipients are listed in the window.

tame:  Morth Star Travel Customer Team

2 Mame E-maid
R . . 8 tames Britt (jbrin@nsb.com) Jorimt@mb.com
7. Click the Save & Close button in the Actions group et S ol
on the Ribbon. 2 Kien Richter (lim.richter@nonhstantravel com) e richter@nanhstartravelcom
B4 Rayna Oden (raynagoustomaguice.com) rayna@customquide.com
The window closes and the new contact group is
saved.
@ Tips

v In addition to e-mail messages, you can use contact
groups to create task requests, create meeting
requests, and create other contact groups.

Figure 6-18: The Contact Group window displays a list of
contact group members.
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Printing the Contacts List [ Exercise

e Exercise File: None required.
Even though we live in a digital world with paperless
offices, some people like to print a copy of their Contacts
list. Printing your Contacts list is no different from
printing anything else in Outlook, except for a few unique
options. You can customize the Contacts list print settings
so that your printed list looks exactly how you want it to.

« Exercise: Preview and print your contacts in Card Style.

1. Click the Contacts button in the Navigation Pane. Ia T A ——

Print

The Contacts list appears.

2. Click the File tab and select Print. e e

Backstage View appears. Notice that the print settings [
and a preview of the document appear together, with g
print settings on the left and a preview on the right. |

R e

Here you can select a Print style. The styles that are
available depend on the view that is displaying the
contacts. See Table 6-3: Contact Print Styles for more
information.

Other Ways to Print:
Press <Ctrl> + <P>. lLe

NE -om e

Figure 6-20: Backstage View allows you to preview Print

3. Select a print style from the Settings list.
styles.

4. Specify other desired print options and click Print.

@ Tips

v The Print dialog box gives you additional printing
options. To open the Print dialog box, click the Print
Options button.
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Table 6-3: Contact Print Styles

al [1=]=]

=] _EE Prints all cards one at a time from top to bottom on the page, two columns wide, and with
alphabetical letter tabs and headings on a standard 8.5 x 11-inch piece of paper.

Card Style

=T |EE This is a printout arranged in a way that can be cut and stapled to form a small-sized paper booklet.

== | = When you print a booklet, the page layout and page numbering are arranged automatically. Contains
contact name, phone number, and address information. Should be printed double-sided (you may

Small Booklet Style  receive a message that recommends you turn on your printer’s double-sided printing option).
T=|EE
=l=1li=En This is a printout arranged in a way that can be cut and stapled to form a medium-sized paper

booklet. Contains contact name, phone number, and address information.
Mediu

3
w

ooklet Style

This is a printout with detailed information about only the currently selected contact.

Me

3
S
w

tyle

This is a nicely condensed directory that shows only the contacts’ names and phone numbers.

>
c
o
»
=
2
>
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©
et
3]
©)
©
c
©
%
©
et
3]
O
0
173
1<}
=
‘D
>
m
=
i
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<

Phone Directory Style

This is a no-nonsense format that lists the contacts in table rows and columns. This is the only view
Table Style available when the Contacts list is displayed in Phone or List views.
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Quiz Questions

51. The Global Address List is like your personal address book. You can add contacts as necessary. (True or False?)

52.  When you add an entry to the Contacts list, you are required to include at least the following: First Name, Last Name,
Address, City, and State. (True or False?)

53. To add a contact from an e-mail, click and drag the e-mail message to the button in the Navigation Pane.
A. Create Contact
B. Contacts
C. New Contact
D. Contact List

54. To edit a contact, you must add the contact again with the updated information. (True or False?)

55.  When you delete a contact, it is sent to .
A. the Deleted Items folder in your Mailbox
B. your Windows desktop
C. the Recycle Bin
D. an online Outlook folder

56.  Which of the following is NOT a Contacts list view.
A. Business Cards
B. Cards
C. Phone
D. Message

57.  You must be connected to the Internet to display a map of a contact's address. (True or False?)

58.  Which of the following is NOT a page you can show in a contact window?
A. Tasks
B. General
C. Details
D. Activities

59. To send an e-mail or meeting request directly from a contact window, use a command in the
A. Contact
B. Show
C. Communicate
D. Options

group.

60. Which of the following is NOT a way to search for a contact?
A. Click the Find tab on the Ribbon
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61.

62.

63.

B. Search address books
C. Use the Search Contacts box
D. Use the alphabetical index

You cannot add folders to organize your contacts. (True or False?)

You regularly send e-mails to your department. To make this quicker, you can create a ?
A. meeting request
B. contact group
C. contact
D. There is no way to make this quicker.

Which of the following is NOT a contact print style?
A. Card
B. List
C. Small Booklet
D. Memo

Quiz Answers

51.

52.

53.

54,

55.

56.

57.

58.

59.

60.

61.

62.

63.

False. The Global Address List is similar to a large telephone directory that is available for everyone to use. A network
administrator usually manages the Global Address List, so you can’t make any changes to it.

False. You can include as much or as little information as you want in a contact.

B. To add a contact from an e-mail, click and drag the e-mail message to the Contacts button in the Navigation Pane.
False. You can easily edit existing contact information - you don't need to add the contact again.

A. When you delete a contact, it is sent to the Deleted Items folder in your Mailbox.

D. Message is not one of the views available for the Contacts list. view.

True. You must be connected to the Internet to display a map of a contact's address.

A. Tasks is not a page you can show in a contact window.

C. To send an e-mail or meeting request directly from a contact window, use a command in the Communicate group.
A. There is no Find tab on the Ribbon.

False. You can add folders to organize your contacts.

B. You can create a contact group to group multiple e-mail addresses in one entry.

B. List is not a contact print style.

106 © 2010 CustomGuide, Inc.



Your Organization’s Name Here 107



Using the
Calendar

Viewing the Calendar ..........ccccovviviiiiiienennnn 110
Change the amount of time displayed... 110
Change the level of detail in Month view 110

View the next seven days.........ccccceeeennn. 111
Increase the calendar area..................... 111
Navigating the Calendar .........ccccccceeeeeiinnnnen, 112

Scroll to the next day, week, or month... 112
Move to the next or previous appointment

............................................................... 112
Jump to a specific date.........cccccceeeernnne 112
JuMP L0 tOdAY ...ooovvvvieeiiiiiee e 112
Search for a calendar item .................... 113
Scheduling Appointments .........ccccocveeeinneen. 114
Create an appointment ..........cccccceeeeeeee 114
Copy an appointment..........cccccceeeeeeeennnns 115
Scheduling an Event ........cccccooiiiiiinnns 116
Editing and Rescheduling Appointments and
EVENLS 117
Edit an appointment or event................. 117
Reschedule an appointment or event.... 117
Delete an appointment or event ............ 117
Working with Recurring Appointments......... 118
Create a recurring appointment............. 118
Edit a recurring appointment ................. 118
Delete a recurring appointment ............. 119
Setting Availability.........cccocoiiiiie 120
Color-coding Appointments .........ccccceeeeeeeenee 121
Assign a color category ...........cccvvvveeen.. 121
Rename a color category ............cc....... 121
Create a new category........cueuvvvveverennnns 122
Setting Reminders.......cccocccvvvviiieee i 123
For existing appointments, meetings, or
EVENTS et 123
Change the default reminder settings.... 123
Viewing Calendar tems .........cccoeecvvvieeieeennnne 125
Changing the Appearance of a Calendar ...... 126
Change the time scale...........cccccceeeennnee 126
Change the background color ............... 126
Change the calendar font ..................... 126
Changing Work Days and TimeS.................... 127

Coming in at a close second to e-mail, the
Calendar is one of the most-used tools in
Microsoft Outlook. The Calendar lets you
keep track of appointments, such as a visit
to the dentist; and events, such as a
vacation. It’s easy to add or reschedule an
appointment or event in the Calendar.
Once you’ve entered your schedule into
the Calendar, you can display it in a
variety of different views.

In this chapter, you’ll learn how to create
and reschedule appointments and events,
how to add a reminder to your
appointments so that you don’t forget
about them, and how to view your
schedule using the various Calendar
views. You will also learn how to create a
recurring appointment, such as a weekly
staff meeting.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Creating Additional Calendars...............c.... 128
Viewing Calendars Side-by-Side or Overlaid 129

View calendars side-by-side.................. 129
Remove a calendar from side-by-side... 129
Overlay the calendars............ccccocveeeennee 129
Remove a calendar from the overlay stack
............................................................... 130
Printing the Calendar ...........ccccceeviieiiiiiienens 131
Adding a Second Time Zone .........ccccvveeeeeennn. 132
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Viewing the Calendar

Outlook’s Calendar is a very useful tool. Use it to keep
track of events and appointments in your schedule.

First, to display the Outlook Calendar:
1. Click the Calendar button in the Navigation Pane.

The Calendar appears.

Change the amount of time displayed
There are five ways to display the calendar:

e Day: Day view gives you an hour-by-hour
breakdown of your daily schedule.

o Work Week: Work Week view displays your
schedule Monday through Friday.

o Week: Week view displays the full seven-day week.

e Month: Month view is the default view in the
Calendar. Month view shows your schedule for the
entire month.

e Schedule View: Displays multiple calendars in
vertical orientation so it’s easy to compare schedules
and appointments between calendars.

1. Click the button for the calendar arrangement you
wish to use in the Arrange group on the Ribbon.

The calendar changes to the selected arrangement.

Other Ways to Change the Amount of Time
Displayed:

Press the keystroke for the arrangement you want
to see. Refer to Table 7-1: Arrangement Shortcuts
for the keystroke shortcuts of each arrangement.

Change the level of detail in Month view
You can change the level of detail displayed in Month

View.

1. Click the Month button list arrow in the Arrange
group on the Ribbon and select the detail level you
wish to use.

There are three levels from which to choose:

e Show Low Detail: Only holidays and events
appear on a blank calendar.

e Show Medium Detail: Holidays and events
appear. Color bars also appear in days on which
you have calendar items.

1 Exercise
e Exercise File: None required.

« Exercise: Open the Calendar and display it in Day view.
Switch to Month view.

View the next 7 days.

Minimize the Navigation Pane and the Tasks pane. Expand
the Navigation Pane so it is visible again.

ﬁ rﬁ :'@Week

— |Emonth -]  —Click a view to
Day Waork
Week E Schedule View Change the amount

T of time displayed.

PRy
= @
. B
4 August 2010 .
SuMo TuWwe Th Fr S3 0
1[Z]s ¢« 56 7 - =
¥ 01011 1213 14 gl 2 3 4 & 7
15 16 17 18 19 20 1 - Physical 1 Dendist A Infanit CF
MBHNESEEDNTR E
BWRN 1 234
B L] 10 1 12 11 14
Lot = Brunch: 1 Qe Sales Me Fay Day Triathlos
15 16 17 18 19 20 21
-~ Lundh wy SK Rurg L
Mail : 22 23 24 25 26 27 28
: = [[etents | WRYZ Tradeshow: Alarta Pay Dy
] Catersdar &
£
&_| cantacts n 30 i Sepl z 3 1
7] Tasks % Photegu Compary
o 3@ - § ad
Items: 15 All falders are up to date. Connected to Microsalt Exchange | (114 (11 00
Figure 7-1: The Calendar displayed in Month view.
Table 7-1: Arrangement Shortcuts
Day Ctrl + Alt+1 | Month Ctrl + Alt + 4
Week Ctrl + Alt + 2 | Schedule Ctrl + Alt +5
Work Week  Ctrl + Alt +3 | 0-9 day Alt + (0-9)
week
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e Show High Detail: Time and header information
for items appears, including category colors for
calendar items.

View the next seven days

Want to see what’s going on over the next seven days?
Here’s how to do it:

1. Click the Home tab on the Ribbon and click the Next
7 Days button in the Go To group.

The next seven days, starting with the current day, are
displayed.

& Tip: The date navigator at the top of the
Navigation Pane displays which days are
currently displayed by adding gray shading to
each date.

Increase the calendar area

You can increase the area in which the calendar is
displayed by hiding the Navigation Pane and the Tasks
pane.

1. To hide the Navigation Pane, click the Minimize the
Navigation Pane button.
The Navigation Pane is minimized. Click the button
again to expand the Navigation Pane.

2. To hide the Tasks pane, click the Minimize button in
the Tasks pane.

The Tasks pane is minimized. Click the button again
to expand the Tasks pane.

The date navigator
adds shading to the
dates that are

currently displayed.

] Calendar - grudesu@customguide.com - Microsoft Outiock:

4 August 2000 .
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w0 Infant Brurch
10 T
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Perham
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Click to minimize the
Task pane.

Figure 7-2: Close the Navigation Pane and Task pane to
view more of the calendar.
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Navigating the Calendar

There are many ways to navigate between items and dates
in the calendar. This lesson covers some of the most
common ways to do this.

Scroll to the next day, week, or month

As you view the calendar in different arrangements, you
can navigate between days, weeks, or months, depending
on how the calendar is arranged.

1. Click the Back or Forward buttons.

Outlook goes back or forward one day, week, or
month, depending on the arrangement currently being
viewed.

Move to the next or previous appointment

As you navigate between days and weeks in your
calendar, you may find some stretches of time where there
are no appointments. In these instances, you can jump
between appointments and skip over empty dates.

1. Click the Previous Appointment or Next
Appointment buttons.
Outlook jumps to the appointment.
& Tip: These buttons only appear if the current
Calendar view does not contain any appointments.
Jump to a specific date
To see what is happening on a specific date, you can
quickly jump to that date and see if anything is planned.
1. Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Go To group.
The Go To Date dialog box appears.

2. Enter or select the date you want to jump to and
select the view in which to display the date.

3. Click OK.

Jump to today

Wherever you are in the calendar, it’s easy to jump back
to today.

1. Click the Today button in the Go To group on the
Ribbon.

The calendar jumps to today.

1 Exercise
« Exercise File: None required.

* Exercise: In Monthly view, scroll ahead two months.
Scroll back to the current month.

Use the Go To Date dialog box to jump to your birthday.
Then jump back to today.

Search for an item in the calendar.

Appointment

Navigatio navigation buttons

buttons

et Appointment

= @

4 August 2010 .
SuMo Tuwe Th Fr Sa i

1[3]3 ¢« 5 6 7
8 91011 1213 14
15 16 17 18 19 20 21
NBMBEHETR e
T k.

’l
g
o i
4 My Calendars ato [ £
1] Calendar § 3
g
oo 3
1 E H
11
] Mail 17 0m -
™) Cotentne thew tasks an: Due Date Start Date e Guate
§.| cantacts ]
o] Tasks

wl O (& -

Ilems: 0 All folders are up (o date.

Connected to Microsoft Exchange | 11|10 11 T 100% (= +

Figure 7-4: If the current Calendar view does not contain
any appointments, one or both appointment navigation
buttons appear on either side of the Calendar. Click these
buttons to jump to the next or previous appointment.
(These buttons appear smaller if the program screen is
smaller.)

( Go To Date Lé]w
Date:  Wed 8/4/2010 [~
Shaow in: |Monﬂ1 Calendar - |

[ oK ] | Cancel |

. A

Select the view in which you want to display the
selected date.

Figure 7-3: Go To Date dialog box.

o |
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Search for a calendar item

If you need to find a calendar item in the past or the
future, searching is an easy way to find it.

1. Click the Search Calendar text box.

The calendar to be searched is highlighted in orange
in the Navigation Pane.

Other Ways to Search the Calendar:
Press <Ctrl> + < E >.
2. Enter keywords for the item you want to find and
press <Enter>.

The most relevant items matching the search are
displayed.

Click to search for a

calendar item.

o) 2 Calendsr - Erudesu@customguide.com - Microsaft Outiock )
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New 5o Ta Amange
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8 91011 1213 14
1516 17 18 13 20 11
NBEHNBHETR
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R 8 .
4 My Calendars gte Dentit
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10 PR The
Prsicll training | Stationne
= Perham
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e Show tasks an: Due Date -
| cantacts H
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O E-
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Figure 7-5: Use the Search box to find an item in the
Calendar.
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Scheduling Appointments

Outlook’s Calendar is great for keeping track of your
appointments.

Create an appointment

An appointment is any scheduled activity that takes place
within a one-day time period. When you schedule an
appointment, the Calendar blocks off the specified time
span—for example, from 10 a.m. to noon.

1. Click the Calendar button in the Navigation Pane.

2. Click the New Appointment button on the Ribbon.
An Untitled—Appointment window appears.

Other Ways to Create a New Appointment:
Press <Ctrl> + <N>.

3. Type a description of the appointment in the Subject
field (for example, Lunch with Julie).

4. (Optional) Enter the appointment’s location in the
Location field.

5. Specify the date of the appointment and its start and
end time.

You can use the Start and End time list arrows to
select a date and time, or you can enter the date and
time manually.

6. Enter additional information about the appointment,
as desired.

For example, you could include notes about the
appointment in the body area of the appointment
window.

7. Click the Save & Close button in the Actions group
on the Ribbon.

The Appointment window closes and the
appointment appears in your calendar.

Other Ways to Create an Appointment:

Press <Ctrl> + <Shift> + <A>. Or, click in the
Calendar where you want to insert an appointment
and type the appointment’s description.

[ Exercise
e Exercise File: None required.
e Exercise: If necessary, jump back to the current day.

Create a two-hour appointment for tomorrow called
“Training,” and schedule it so that it begins at 2 p.m. and
lasts until 5 p.m.

An appointment that takes place
from 9:30 a.m. to 10:30 a.m.

ol m = Calendsr - frudesu@customguide.com - Microsoft Outiock )
B ne s Fin & =
£ . (4 Address B
;
suMo Tuwe ™ frss | 4 b August 03, 2010 arch Calendor (= o
128 « 5 6 7 3 Tuesday
3 90112131
15 16 17 18 19 20 n
NNHRNSHKEDTR =
2303
Therapy
Park Hicollet
My Catencans 10%
1 catendar
11%
17m
| mait )
7] Catersdar
g
&-| cantacts < Ty
] Tarsks 300

=1 Tasks: 0 Adtive tasks, 0 Completed tasks o

Iems: 1 All folders are up (o date. Connected to Microsof Exchange |11 U4 110 00] 100% (= +

To add a new appointment, click
the timeslot and type the
appointment name.

Figure 7-6: An appointment is any scheduled activity that
takes place within a one-day time period.

114 © 2010 CustomGuide, Inc.



Using the Calendar

Copy an appointment

There may be times that you have several appointments at
the same place, but on different days and at different
times. For example, perhaps your son has a football game
at 5:00 PM on Tuesday and 4:30 PM on Friday. Instead of
creating two or more individual appointments, save
yourself some time by creating one appointment and then
copying it to another day and/or time.

1. Select the appointment you want to copy.
2. Press and hold down the <Ctrl> key, and click and
drag the appointment to another day and/or time.

The appointment is copied.

Other Ways to Copy an Appointment:

Select the appointment and press <Ctrl> + <C>
to copy it. Click the destination of the
appointment and press <Ctrl> + <V>.

Your Organization’s Name Here
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Scheduling an Event

An event is any appointment that lasts a day or more, such
as conferences or vacation. Events are not displayed as
blocked-out time periods; they appear as banners. An all-
day appointment displays your time as busy, but an event
displays your time as free.

1. Click the Calendar button in the Navigation Pane.

2. Click the New Items button in the New group on the
Ribbon and select All Day Event from the list.

An Untitled—Event window appears.

Other Ways to Create a New Event:

Create a new appointment and click the All day
event check box. Or, in Day/Week/Month view,
double-click the darker shaded area beneath the
date heading of the day of the event.

3. Type a description of the event in the Subject field
(for example, Tradeshow in Atlanta).

4. Enter the event’s location in the Location field.

5. If the event lasts longer than one day, specify the
values in the Start time and End time date
navigators.

You can use the Start and End time list arrows to
select a date, or you can enter the date manually.

6. To change the status of the event, click the Show As
list arrow and select your status for the event.

7. Enter any additional information about the event.

For example, you could enter a note about the event
in the message area of the window. You can also use
the commands in the Options group to make
specifications.

8. Click the Save & Close button in the Actions group.

The Appointment window closes and the event
appears in your calendar.

Other Ways to Schedule an Event:

Click the All day event check box in an
appointment window. Or, in Month view, click the
date on which you want to schedule the event,
type the name of the event and press <Enter>. To
schedule an event over multiple days, click and
drag to select the days then type the name and
press <Enter>.

1 Exercise
« Exercise File: None required.

e Exercise: Schedule an all-day event on your birthday
named “My Birthday”.

Click here to Click here to specify that
save the event. this is an all-day event.
HAld 9 6 |= My Birthday - |Event = e -
Event | Inset  FormatText  Review @
H x A? P | =D ;g@ Blore - O recurence EEI f Q
Save & Delete \Appointment|Scheduling | Tvite 2 |a hours ~| @ TimeZones | Categorize _  Zoom
Close ] Assistant | Attendees o - 1
Actions Show Attendees Options Tags Zoom
Subject: My Birthday
Location:
Start time: Fri 8/20/2010 = | [12:00 AM m All day event
End time: Fri 8/20/2010 = | [12:00 AM
%
Party time!
In Shared Folder: 53] Calendar
Figure 7-7: Creating a new event.
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>
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v ||a
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a
o
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Figure 7-8: Events that take place over several days

appear as banners in the Calendar.
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Editing and Rescheduling
Appointments and Events

Having to edit and reschedule appointments and events is
an unavoidable task in today’s busy world. Co-workers
cancel at the last minute, meeting locations change, etc.
This lesson shows you just how easy it is to edit or
reschedule your appointments and events in Outlook.

Edit an appointment or event

To edit an appointment or event, open it in its own

window.

1. Double-click the appointment or event you want to
edit.

The appointment or event opens in its own window.
2. Edit the appointment or event as necessary.

3. Click the Save & Close button in the Actions group.

Outlook saves your changes.

Reschedule an appointment or event

Rescheduling an appointment or event is easy.

1. Click and drag the appointment or event to a new
date and/or time.

You can click and drag in Day, Week, or Month view.

Other Ways to Reschedule an Appointment or
Event:

Double-click the appointment or event you want
to reschedule and specify a new date and/or time
using the Start time and End time controls.

Delete an appointment or event

If an appointment or event has been canceled indefinitely,
delete it.

1. Inthe Calendar, click the item you want to delete.

2. Press the <Delete> key.

The appointment or event is removed from the
Calendar.

Other Ways to Delete an Appointment or
Event:

Select the item and click the Delete button in the
Actions group on the Ribbon. Or, right-click the
appointment or event and select Delete from the
contextual menu.

L1 Exercise

« Exercise File: If necessary, create a two-hour
appointment that occurs tomorrow called “Training,” and
schedule it to begin at 2 p.m.

« Exercise: Reschedule this appointment so that it begins in
two days instead of tomorrow.

0| &9 |= Calendar - jtrudeau@customnguide.com - Microsoft Outlook B
Home | Send/Receive  Folder  View o @
2 New Appointment == 'TI 'TI Week o Find a Contact ~
] New App % 7”% = fl]e===: = 7] @ C
FB8 New Meeting — £ Month ~ [ Address Book
= Today Next7 = Day |Work Manage = Share
% New Items ~ Days Week | (=] Schedule View | Calendars~  +
New GoTo Arrange Find
4 »  August 02 - 06, 2010 Search Calendar (Ctrl=E] o
2 Monday 3 Tuesday 4 Wednesday 5 Thursday 6  Friday
- 00 -
5
= 7.00
S 500
e
200 Dentist Appoint
Physical Therap
10:00
Physical Thera)
11:00
12 pm
b=l 1:00
j 200 Training
300 .—Fl&
85
400
| 500
- Tasks: 0 Active tasks, 0 Completed tasks A v
All folders are up to date, Connected to Microsoft Exchange | [ B E5|M 90% (=1} (+)

Figure 7-9: To reschedule an appointment, click and drag
the appointment in the Calendar.

Your Organization’s Name Here 117



Using the Calendar

Working with Recurring
Appointments

A recurring appointment is an appointment that occurs at
regular intervals; for example, every Friday at 10 a.m.

Create arecurring appointment

1. Click the New Appointment button in the New
group on the Ribbon.
An Untitled—Appointment window appears.

2. Type a description of the appointment in the Subject
field (for example, Staff Meeting).

3. Click the Recurrence button in the Options group.

The Appointment Recurrence dialog box appears.
Here you need to specify the time of the appointment,
how often the appointment should recur (for
example, every Friday), and the start and end date of
the recurrence.

4. Make your specifications in the Appointment
Recurrence dialog box and click OK.

5. Click the Save & Close button in the Actions group.
Edit a recurring appointment

1. Double-click the appointment you want to edit.

The Open Recurring Item dialog box appears. You
have two options here:

e Open this occurrence: Edits only the selected
occurrence of the recurring appointment.

e Open the series: Edits every occurrence of the
recurring appointment.
2. Select the appropriate option and click OK.

The appointment opens in its own window.
3. Edit the appointment as necessary.

4. Click the Save & Close button in the Actions group.
Outlook saves your changes.

Other Ways to Edit a Recurring Appointment:
Right-click the appointment you want to edit and
select Edit Series from the contextual menu.

1 Exercise
e Exercise File: None required.

e Exercise: Create a recurring appointment named
“Marathon Training” that occurs every Monday from 5 a.m.
to 7 a.m. and ends after 10 occurrences.

Recurrence —+_¥ Recurrence

button
= = Marathon Training - Appointment o | B [
Appointment | Insert  Format Text Review @
Ill'j x G Ceppointment ?J?) = W Busy « & ¥Recurrence | ¥ A \
3+ [Escheduling Assistant | P =
Save & Delete Imite | i @ ags | Zoom
el M Attee g | 3 [15 minutes @ Time Zones | Tag
Adtions Show Attendees Options
Subject | Marathen Training
Location:
Starttime: | Man 8/9/2010 ~| [500 am ~| [0 All day event
End time: Mon 8/9/2010 ~ | | 7:00 AM
£
In Shared Folder: 5| Calendar
Figure 7-10: Scheduling a recurring appointment.
- ~
Appointment Recurrence &J
Appointment time
Start: 5:00 AM [~]
End: 7:00 AM [~]
Duration: | 2 hours lz‘
Recurrence pattern
Daily Recur every |1 week(s) on:
©) Weekly Sunday | Monday Tuesday Wednesday
Monthly Thursday Friday Saturday
‘fearly
Range of recurrence
Start: | Mon 8/9/2010 [=] ©Noenddate
@ End after: 10 OCCUMTENCES
End by: Mon 10/11/2010 =]
[ OK ] | Cancel | Remove Recurrence

Figure 7-11: The Appointment Recurrence dialog box.

118 © 2010 CustomGuide, Inc.




Using the Calendar

Delete arecurring appointment

1.

In the Calendar, click the appointment that you want
to delete.

Press the <Delete> key.

The Confirm Delete dialog box appears. You have
two options here:

o Delete this occurrence: Deletes only the selected
occurrence of the recurring appointment.

o Delete the series: Deletes every occurrence of the
recurring appointment

Select the appropriate option and click OK.

Outlook removes the recurring appointment from
your Calendar.

Other Ways to Delete a Recurring
Appointment:

Select the item and click the Delete button in the
Actions group on the Ribbon. Or, right-click the
appointment you want to delete and select Delete
from the contextual menu. Select the appropriate
option and click OK.

-

Confirm Delete

)

l'\

Do you want to delete all ocourrences
of the recurring appointment
"Marathon Training®, or just this one?

@) Delete this occurrence.,

Delete the series.

oK i | Cancel

L

P

Figure 7-12: The Confirm Delete dialog box.
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Collaborating with Other Users

Setting Availability
Adding free/busy information to your appointments helps
people know when you are available.

When you make an appointment, the schedule is
automatically set to Busy. When you create an event, the
availability is set to Free. You can change your status so
that is correctly reflects your availability for those who
can view your calendar.
1. Click the Calendar button in the Navigation Pane.
The calendar appears.
2. Create a new appointment or event, or open an
appointment or event you have already created.
The appointment window appears.
3. Click the Show As list arrow in the Options group of
the Appointment tab on the Ribbon.

You can select Busy, Tentative, Free, or Out of
Office. See Table 7-2: Show Time As Options for a
description of these options.

4. Select a status from the list.
The status of the appointment will be shown
accordingly when your calendar is viewed.

5. Click the Save & Close button in the Actions group
on the Ribbon.

The availability for the appointment or event is set.

1 Exercise
e Exercise File: None required.

» Exercise: Change the availability for an event to Out of
Office.

= PU WXYZ Tradeshow - Event [ [ [t
Event | Insert  FormatText  Review 2 @
G X T BEwems 88 po. Honeee * Q
T 3+ [EScheduling Assistant | P
Save & Delete Iwite | g | [ Free | Time Zones | 1205 | Zoom
Close @ Attendees E Tentati -
Adtions Show Attendees entative Zoom
B Busy
Subjecti | WXIZ Tradeshow
B Out of Office
Location: | Atlanta
Start time: | Mon 8/23/2010 -] [12:00 am All day event
Endtime: | Wed 8/25/2010 -] [12:00 am
i)

In Shared Folder: 5 Calendar Last modified by jtrudeau@customguide.com at 9:55 AM

Figure 7-13: Setting the availability for an event.

Table 7-2: Show Time As Options

Free Designates that you are available for a
meeting.
Tentative Designates that you have a tentative meeting

and may not be available.

Busy Designates that you are busy and are not
available for a meeting.

Out of Office  Designates that you are out of the office and
are not available for a meeting.
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Color-coding Appointments

Color categories let you organize your Outlook items by
color, making it easier to distinguish between different
types of information. In the Calendar, you can color-code
your appointments, meetings, and events.

Assign a color category

By default, six color categories are available. You can

apply one or more categories to an item at a time.

1. Select the appointment, meeting, or event you want
to color-code.
The Appointment tab appears under Calendar Tools
on the Ribbon.

2. Click the Categorize button in the Tags group of the
Appointment tab on the Ribbon.

A list of color categories appears.

3. Select a color category from the list.
The selected color is applied to the appointment.

Other Ways to Color-code an Item:

Right-click the item you want to color-code, point
to Categorize in the contextual menu, and select a
color category from the list. Or, open the
appointment and click the Categorize button in
the Tags group of the Appointment tab on the
Ribbon.

Rename a color category
You can rename Outlook’s color categories to make them
more meaningful.
1. Select an appointment, meeting, or event.
The Appointment tab appears under Calendar Tools

on the Ribbon.

2. Click the Categorize button in the Tags group of the
Appointment tab on the Ribbon.

3. Select All Categories.

The Color Categories dialog box appears.

4. Click the color category you wish to rename, and
click the Rename button.

5. Type a new name for the category and click OK
when you’re finished.

L1 Exercise

« Exercise File: If necessary, create a recurring
appointment named “Marathon Training” that occurs every
Monday from 5 a.m. to 7 a.m. and ends after 10
occurrences.

« Exercise: Color-code the Marathon Training appointments
using the Green Category color.
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Figure 7-14: Color-coding an appointment.
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@ Tips

v The same categories are used throughout Outlook, so
a renamed category in the Calendar appears the same
way under Mail.

Create a new category
If find you need more categories, you can create your own
from scratch.
1. Select an appointment, meeting, or event.
The Appointment tab appears under Calendar Tools
on the Ribbon.

2. Click the Categorize button in the Tags group of the
Appointment tab on the Ribbon.

3. Select All Categories.

The Color Categories dialog box appears.

4. Click New.

The Add New Category dialog box appears. Here you
can give the category a name, assign a new color to
the category, or create a keystroke shortcut for the
category.

5. Type a new name for the category, specify any other
options as necessary, and click OK.
The new category is added to the list of categories.
@ Tips

¥v" You can also control color categories from inside the
Appointment window. To do so, click the Categorize
button in the Tags group on the Ribbon and select a
category from the menu.

i

-
Caolor Categories

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

Shortout key New...
[F1 [ orange Category
[C1 [ Purple Category Calor:

[7] [ Red Category
[F1[] vellow Category

1%:]

g

E

&

b
<[]

(Mone)

[ OK [ Cancel

Figure 7-15: The Color Categories dialog box.
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Setting Reminders

To make sure you don’t forget about an important
appointment or event, you can set reminders in Outlook.
You can specify when you want the reminder to appear
(for example, an hour before the scheduled appointment)
and you can even select a sound to play during the
reminder.

For existing appointments, meetings, or
events

By default, a reminder will appear 15 minutes before a
scheduled appointment or meeting, and 18 hours before
an all-day event. However, you can change when a
reminder appears.

1. Inthe Calendar, double-click the item for which you
want to set a reminder.
If the item is already open, you can skip this step.

2. Click the Reminder list arrow in the Options group
on the Ribbon.

A list of reminder options appears. You can schedule
a reminder to appear as many as two weeks or as
little as five minutes before the appointment,
meeting, or event.

3. Select an option from the list.
@ Tip: If you don’t want a reminder to appear for

the item, select None from the list.

4. Click the Save & Close button in the Actions group
on the Ribbon.

Change the default reminder settings

If you want to change the default Reminder settings for all
new appointments and meetings, use the Options dialog
box.

1. Inthe program window, click the File tab on the
Ribbon and select Options.
The Outlook Options dialog box appears.

2. Click the Calendar tab.
3. Inthe Calendar options section, select or clear the

Default reminder check box.

If the check box is checked, the default reminder is
set for all new appointments. If it is cleared, no
reminder appears for appointments.

L1 Exercise

« Exercise File: Create a new appointment called “Break”
that occurs in 10 minutes and lasts for half an hour.

¢ Exercise: Click the Reminder list arrow on the Ribbon and
select 5 minutes. Click Save & Close and wait for the
Reminder to appear. When it does, dismiss the reminder.

Reminder list arrow

9 ™ Break - Appointment [
Appointment | Insert Format Text Review a @
f XD o] 88 mga, [ v
A v [ scheduling Assistant | P
Save & Delete @ Invite | 3 iSimingtes || @ TimeZones 129°
Close Attendees
Actions Show Attendees None Zoom
0 minutes
subject: | Break 5 minutes
Location: 10 minutes L% .
15 minutes [
Starttime: | Mon /22010 - | |00 pm v | |30 minutes
1 hour
Endtime: | Mon8/2/2010 - | [130Pm | | 3 hours
3hours &
4hours
5 hours
6 hours
7 hours
& hours
9 hours
10 hours
11 hours
0.5 days
18 hours
1 day
2 days
3 days
4 days
1 week
2 weeks
In Shared Folder: 53| Calendar 4 saund..

Figure 7-16: Setting a reminder time.

4 1 Reminder =N X
HH Break
Start time: Thursday, April 19, 2007 3:40 FM

Subject Due in

i Break 5 minutes

ovnten | (_oams ]
Click Snooze to be reminded again in:

&l

Click Snooze to be reminded
of the appointment again
before it begins

Figure 7-17: What a reminder looks like.
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Click the Default time list arrow and select when
you want the reminder to appear.

The time refers to the amount of time before the
appointment. So by default, a reminder will appear
15 minutes before an appointment. If you need more
time, say an hour, select 1 hour instead.

5. Click OK.
The Options dialog box closes. Now every new
appointment or meeting will have the selected
settings applied.

@ Tips

v You cannot change the default Reminder settings for
events.

v" To change the sound that plays when a Reminder

appears, click the Reminder list arrow and select
Sound from the list. Click the Browse button, find
and select the file you want to use, and click Open.
Then, click OK.

Cutlouk Dptiors |8 oy
Genesal 1k P
Change the settings far calendars, meetings, and fime zanes
Mall
Calenaar Work time
) Work hours

T Blart time: B00AM | =
asks =

End time:; S00PM =)
fistes ang Jeurnal wodkweeke [T Sun [ Meon ) Tue W) wed ] o [ Fi [ Sat

First gay of weeks | Sunday -
Mobie Fistweek of pear: | Statsonlant = |
Lanyusye Calendar vpbiom
Amanced . . T

b [ Detoum remingess: |15 minutes [+ ]

Customize Ribnon = v o TITRE Ho meelings

e this response when proposing a new meeting time; | ? Tentative =

Aedd Holidays., |

Quick hocess Toolbar
A Add heldays to the Calendar
adg.ns

Trust Center
Ensble an altemate calendar

7] When geading meeting r sulside ol your argarsicats

Show bell ion on the calendar for appaintments and meetings with reminders

Display options

Co)

Change the permissions Tor viewing FreeBuy information: | Free/Busy Oplions..

« f

tian, wie the iCalendas Tarmal

Lancel

Figure 7-18: The Options dialog box. Click the Reminder

list arrow to select a new reminder time.

ol
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Viewing Calendar Items £ Exercise

o ) . » Exercise File: None required.
When your Calendar is jam-packed with appointments,

meetings, and events, it can be difficult to separate the
forest from the trees. Fortunately, Outlook lets you view Switch back to Calendar view.
your Calendar by item, such as active appointments or

annual events.

* Exercise: Switch to Active view.

AR Calendar - jtrudesu@customguide.com - Microsoft Outlook (=B )
- - - Home  Send/Receive  Folder | View a @
1' CIICk the VIeW tab on the Rlbbon' &) Change View ~ lj 1} Reverse Sort E] Mavigation Pane ~ ‘=‘ i Reminders Window
& View Settings =1 4 Add Columns = reading Pane - a— £2 Open in New Window
- - - - Arsaos %= Expand/Collapse ~ | [ To-Do Bar ~ peonle & Close All ltems
2. Click the Change View button in the Current View et | T e - e o
Current View Arrangement Layout Peaple Pa.. Window
group on the Ribbon. Search Calendar (Ctri<E) 2
. . ) [3)0| subject Location | start End Recurrence Pattern Categories =
A list of views appears. Take a look at Table 7-3:
: inti H 4 Recurrence: (nong] (17 items)
Calendar Views for a description of each view. e e
£ S Break Mon 8/2/20... Mon 8/2/20
. . T #  ehysical Therapy Park Ni... Tue 8/3/201... Tue 8/3/201..,
3. Select a view from the list. 2 [ Traning TueB3/20L..
i Dentist Appoi.. Dr.Eck.. Wed8/4/20...
. G Infant CPRirai.. Perha.. Sat8/7/20L..
The Calendar changes to the selected view. B s Thesta. suna@anL.
S OfficeClues Due Tue 8/10/20..,
) sales Meeting Thu 8/12/20...
L) [ Tristhlon Train.. Miller's... Sat8/14/20...
E%  Lunchwion  Ichibo.. Wed8/18/2..
FH 29wy bithaay Fri 8/20/201...
FH 5KRun Lumbe... Sat8/21/20...
82) B Chenl's Birth... Sun8/22/20.. [ Purple Category
A G  WXYZTradesh.. Atlanta Mon 8/Z
5 Photography.. K Rog. Sun8/29/20.. Sun8/29/2..
- @ CompanyMee... Fri 9/3/2010... Fri9/3/2010... -
All folders are up to date. Connected to Microsoft Exchange | [T EZ

Figure 7-19: The Calendar displayed in Active view. Active
view lists all of your current and future appointments.

Table 7-3: Calendar Views

Calendar The default view. Each arrangement (Day/Week/Month) has its own button in the Calendar grid.

Preview Same as above, except the first few lines of text for each item are included.

List Displays all appointments you have set in the Calendar, both past and present. Click a column heading to
change the how the calendar items are sorted.

Active Lists all gurrent and future appointments. Click a column heading to change the how the calendar items
are sorted.
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Changing the Appearance of a
Calendar

Changing the appearance of a calendar can help you
distinguish it from other calendars or let you view critical
information in a way that is useful to your working style.

Change the time scale

By default, the calendar grid shows a time interval of 30
minutes. You can increase or decrease this interval to
show more or less detail in the calendar. The time scale
cannot be changed in Month view.

1. Click the View tab on the Ribbon and click the Time
Scale button in the Arrangement group.

A list of interval options appears. The 5 minute
interval shows the most detail, while the 60 minute
interval shows the least detail.

2. Select the grid interval that you want to show in the
calendar.
Change the background color

You can change the background color of a calendar to
help you distinguish it from other calendars, or just to
change it to your favorite color.

1. Click the View tab on the Ribbon.

2. Click the Color button in the Color group and select
the color you want.
Change the calendar font

You can also change the font that the Calendar uses. For
example, you could increase the style and size of the font
to make it easier to read.

1. Inthe Calendar, click the View tab on the Ribbon.

2. Click the View Settings button in the Current View
group.
The Advanced View Settings: Calendar dialog box
appears.

3. Click the Other Settings button.
The Format View dialog box appears.

4. Use the buttons to choose the fonts and sizes that you
want to use. Click OK.

1 Exercise

« Exercise File: None required.

» Exercise: View the calendar in 10 minute intervals.
Change the background color of the calendar to gray.

Return the calendar to display the time scale in 30 minute
intervals and the background color to the default blue.

AR Calendar - jtrudesu@customguide.com - Microsoft Outlook (=B )
Home  Send/Receive  Folder | View a @
jrmmes] == [E3 Time Scale ~
& = = H = O T = =
Current | Day | Work Week Month Schedule Color |layout| people | Window
View > Week v View - 3 Pane - 2
Arrangement Color People Pane
4 » August 03, 2010 Search Calendar (Ctrl<E) »
3 Tuesday
w
@
a
)
£ | gam
Physical Therapy
Park Nicollet
b=l
] [10®
85
Tasks: 0 Active tasks, 0 Completed tasks “
All folders are up to date. Connected to Microsoft Exchange | [ B E8| 0 120% (=) (—(¥)

Figure 7-20: Day view displayed in 10 minute intervals.
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Changing Work Days and
Times

The Outlook calendar is set up for an employee who
works Monday through Friday, 8 a.m. to 5 p.m. But in
today’s world of flexible schedules, many people work
different days and hours. This lesson shows you how to
update the work schedule to meet your specifications.

1. Click the File tab on the Ribbon.

Backstage view appears.

2. Click the Options button.
The Outlook Options dialog box appears.

3. Click the Calendar tab in the dialog box.

The options available for changing the calendar are
displayed.

e Set the beginning and end of the work day:
Click the Start time and End time list arrows and
select the correct time.

e Set work days: Select the check boxes next to the
days of the week that you want to be work days.

e Set the first day of the week: Click the First day
of week list arrow and select the day that you
want.

o Set the first week of the year: Click the First
week of year list arrow and select the option that
you want.

4. Change the work time settings as needed and click
OK.

The changes are reflected in the Calendar.

1 Exercise
« Exercise File: None required.

e Exercise: Change the work week to Monday through
Thursday, 7 a.m. to 6 p.m.

Change back to the default settings: Monday through
Friday, 8a.m.to 5 p.m.

Daily work Days in the
hours work week

Work time

.L) ‘Wark hours:
H Start time:

8:00 AM | v |

End time: 500 PM [+ |
Work week: ||:| sun Mon [V Tue Wed Thu Fri [ Saq
First day of week: | Sunday |L|

First week of year: | Starts onJan1i El

Qutlock Opticns [ 7 [t
General 15 Change the settings for calendars, meetings, and time zones. =
Wail
T Work time
Contacts () Work hours: 1
Tasks 5 Starttime: 800 AM [ = |

End time: 500 P [
Hates and Journal Workweek: [] Sun [# Mon (4] Tue @] Wed (@] Thu (@] Fri [ Sat
Search First doy of week: |Sunday [
Mobile First week of year: |Starts onJan1 [+

Language Calendar options

Advanced 2 Default reminders: |15 minutes [+ ]

=P
Customize Ribbon Allgw attendees to propose new times for meetings
Quick Access Toolbar Use this response when proposing a new meeting time: | 2 Tentative = |

sddins Add holidays to the Calendar: | Add Holidays...

Change the permissians for viewing Free/Busy
Trust Center information:
[C] Enable an alternate calendar

Free/Busy Options...

Figure 7-21: Changing Work Time settings.
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Creating Additional Calendars [ Exercise
« Exercise File: None required.
A great way to keep your appointments organized is to i
create separate calendars for separate types of » Exercise: Create a new calendar named “Personal”.
appointments. For example, you can have one calendar
that is strictly for work, and another that is strictly for
personal items.

Create New Folder ﬁ

MName:

Folder contains:

1. Click the Calendar button in the Navigation Pane.

2. Click the Folder tab on the Ribbon and click the
New Calendar button in the New group.

[Calendar Items -
The Create NeW Folder dlalog bOX appeal’S. Select where to place the folder:
) 4 | jtrudeau@customguide.com -
Note that Calendar is already selected under where to [ Inbox (14)
place the folder and in the folder contains option. [l Drafts [5] =

L= Sent Items
& Deleted Items (25)

3. Type a name for the new name for the calendar in the 4 Calendar

Name box. Click OK. %J Contacts

& Journal

The new calendar appears in the Calendar Navigation R ke E-Mil (21 =~

Pane.

) [ OK. ] [ Cancel ]
@ Tips L )
v To delete a calendar, right-click the calendar name in Figure 7-23: The Create New Folder dialog box.

the Navigation Pane, and then select Delete
Calendar from the contextual menu.

O Personal - jtrudeau@customguide.com - Microsoft Outlook =
Home  Send/Receive  Folder | View a @
jrmm=s] == E)Time Scale ~ - .
& B [ e = ¢ £ o= =)
&
Current  Day Work Week |Manth|Schedule Color |Llayout| Peple  Window
View = Week - | View [ - = Pane - ©
Arrangement Color Peaple Pane
4 August2010 ¢,
suMo Tuwe T Frsa | 4 »  August 2010 Search Personal (Ctrl+E) 2
R sun Mon Tue Wed Thu Fri sat [«
3 910 11 12 13 14 I 2 & B & Z

1516 17 18 19 20 21
22 23 24 25 26 27 28
293031 1 2 3 4

81-6

9 10 11 12 13 14
4l My Calendars -
[ calendar z g £
| E
Personal = 16 17 18 19 20 n £
=[S =
B
af s 3
L3 was &} £
ai B
& 2 2 25 26 27 28
H] catendar i
&=| contacts =
29 30 31 Sepl 2 3 4
o] Tasks =
pe RE R 3
All folders are up to date.  [%] Connected to Microsoft Exchange |[[|E B8 O 120% (=) 0—(1)

Figure 7-22: The new Personal calendar.
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Viewing Calendars Side-by-
Side or Overlaid

A valuable aspect of calendars is the ability to view them
side-by-side so it’s easy to compare their schedules. You
can also lay them on top of one another so that it’s easier
to view any overlapping appointments.

View calendars side-by-side

When multiple calendar check boxes are selected, the
calendars are displayed side-by-side.

1. Click the check boxes of calendars you wish to view
in the Calendar Navigation Pane.

The calendars that you selected appear side-by-side.
Remove a calendar from side-by-side

1. Uncheck the check box of the calendar you no longer
wish to view in the Calendar Navigation Pane.

The calendar is hidden from view, and the remaining
calendar is displayed.

Other Ways to Remove a Calendar from Side-
by-Side:

Click the Close Calendar button on the calendar
name tab.

Overlay the calendars

Overlaying calendars lets you see exactly where
appointments overlap between calendars.

1. Click the check boxes of calendars that you want to
overlay in the Calendar Navigation Pane.

The calendars are displayed side-by-side.

@ Tip: If you’re viewing more than two calendars,
each successive calendar opens next to the one
most recently opened.

2. Click the View tab on the Ribbon and click the
Overlay button in the Arrangement group.

That calendar is now in overlay mode with the one
you opened first.

@ Tips

v’ To add another calendar to the overlay, click the
calendar check box in the Calendar Navigation Pane.
Then click the View in Overlay Mode button next to
the name of the calendar.

O Exercise
¢ Exercise File: Personal calendar

« Exercise: View the Personal calendar side-by-side with the
default calendar.

To the Personal calendar, add an appointment for tomorrow
with these details:

Subject: Soccer game

Location: Meeker Field

Start time: 3 p.m.

End time: 5 p.m.

Overlay the calendars. Note how appointments from both
calendars are displayed.

Hide the Personal calendar.

E’—View in Overlaid

button
o)l 4 Calendar - [trudesu custemguede.com - Microsoht Outiook |
’ > @
?'. YR B
L Hent T
Appo Days
‘ -
1 August 02 - 06, 2010
1[3]3 4567 Calendar  x * Persondl X
L 2 3 4 5 L] 2 Man 3 Tue 4 Wed 5 Thy 6 Fi
15 16 17 13 19 0 A
dBMNnND A
» »n
Physi -
Ci CIIIIMH
< Pertonal
Dreak
i
] mad
T3] Calena Soecer
ek
[ e R A A | N v
o] Tasis
Rl -
Merms: 5 E ] B O 300
Figure 7-24: The calendars displayed side-by-side
o)l 4 Persoral | - rosdesueustom; guide com - Micresoit Outiesk |
> @

|4 v August 02 - 06, 2010

# Clendar X % Pemonal X

Figure 7-25: The calendars displayed overlaid.
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Remove a calendar from the overlay stack

1. Locate the tab of the calendar that you want to
remove from the overlay stack.
2. Click the View in Side-by-Side Mode button.

The calendar moves back to the right so the calendars
are displayed side-by-side and are no longer overlaid.

& Tip: The View in Side-by-Side Mode button is the
same button used to view calendars overlaid.
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Printing the Calendar

Printing the Calendar is no different than printing
anything else in Outlook, except for a few unique
Calendar-related options that you need to be aware of.
You can customize the Calendar print settings so your
printed calendar looks the way you want it to. For
example, you can specify Daily, Weekly, or Monthly
formats and the range of dates you want print.

1. Click the File tab on the Ribbon and select Print.

Backstage View appears with a preview of the
currently selected print style. There are several
different ways to print the calendar. Check out Table
7-4: Calendar Print Styles for descriptions of different
print styles.

2. Select the print style you wish to use and click Print
to begin printing.

Other Ways to Print the Calendar:
Press <Ctrl> + <P>.

@ Tips

v Click the Print Options button to change the number
of copies or the time range to be printed.

Table 7-4: Calendar Print Styles

Daily Prints one day per page, from 7:00 AM to 7:00
PM, with tasks and notes areas for the next
month. This is the most detailed calendar style.

Weekly Prints the schedule of one week on one page
Agenda with space for notes and tasks.

Style

Weekly Prints the schedule of one week on one page in
Calendar a calendar/time slot arrangement.

Style

Monthly Prints a calendar similar to the type you hang

Style on your wall: one month per page without tasks
and notes areas.

Tri-fold This is a printout broken into three parts: One

Style section that displays the hours and
appointments in the selected day, one section
that displays the task list, and one section that
displays the appointments in a selected week.

Calendar This is a printout of all calendar items that are
Details currently displayed, arranged in a list.
Style

1 Exercise
e Exercise File: None required.

« Exercise: Preview and print the current week in Weekly
Style.

[+] Calendar - [trudesu custemguede.com - Microsoh Outlook | ey

T seve Camenaar
info

Open

Print

PP

Help

2 Options

B

HEBEEMmOD: :

1 el N |

Figure 7-26: The Print Settings in Backstage View.

August 2010

)
Ta e Tes | 500 MemmenTn | fom Snaduet waen saeven || Pyl || |Temenmanne

Figure 7-27: A preview of the Monthly Style.
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Adding a Second Time Zone

If you frequently travel to a different time zone, or you
work with a colleague in another time zone, it can be very
helpful to be able to reference that time zone when
making arrangements for appointments.

A second time zone does not affect how appointments or
other calendar items are saved or displayed, it is only a
reference for planning your schedule.

1. Inthe program window, click the File tab on the
Ribbon and select Options.
The Outlook Options dialog box appears.

2. Click the Calendar tab.

3. Scroll down to view the Time zones section.

& Tip: If you need to change the default time zone
in Outlook, click the Time zone list arrow and
select the time zone you want to switch to. All
Calendar items and views are updated to the new
time zone.

4. Click the Show a second time zone check box.
& Tip: To clear the time zone, uncheck the Show a

second time zone check box.

5. Click the Label text box and enter a name for the
second time zone.

6. Click the Time zone list arrow and select the time
zone that you want to add.

7. Click OK.

The second time zone is now displayed to the left of
the default time zone in the Day and Week views of
the calendar.

@ Tips

v" The second time zone is used only to show a second
time bar in Calendar view and does not affect the way
in which calendar items are stored or displayed.

v" Click Swap Time Zones to switch the time zones’
position in the Calendar.

O Exercise
« Exercise File: None required.

e Exercise: Add a second time zone of your choosing to the
Outlook Calendar.

Outlook Options B
S S— =
General [Z] When in Schedule View, show free appointments
Mail Automatically switch from vertical layout to schedule .
View when the number of displayed calendars is 5 2| calendar folders
P—— greater than or equal to:

Automatically switch from schedule view to vertical

Contacts layout when the number of displayed calendarsis |1 2| clendar folderis)
fewer than or equal to:

Tasks

Time zones
Notes and Journal
S s Leber Home

' Timezane: |(UTC06:00) Central Time (US & Canada
Mobile - ! ! ! ) [=]
Language Show a second time zane
Advanced Labek: Germany

TSl (U1C-01.00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna| |

Customize Ribbon
Quick Access Toolbar

Add-Ins Scheduling assistant

Trust Center s Show calendar details in ScreenTip
= Show calendar details in the scheduling grid

Resource scheduling
nﬂ] A resource that you manage, such as a conference room,
%| can automatically accept or decline meeting requests. You Resource scheduling
must grant users permission to view and edit the calendar =

of the resource.

Figure 7-28: Adding a second time zone in the Outlook
Options dialog box.

ol = = Calendsr - frudesu@customguide.com - Microsoft Outiock )

ome | Send/Receve  Folder  View

nt aan n B
Today Mea? | ODay | Werk | » Open
Days Week | Sl Schedute view | Calenda - Calendar
4 dwguman %,
suMe Tuwe ™o frsa | 4 P August 02 - 06, 2010 search Cale Ctil~E &
lz 345 6 7 2 Men 3 Tue 4 Wed 5 Thu & Fri
15 16 17 18 19 20 1 com| s am o
NABAMBBTR < e
23 303
400 gt Dentist
- e~
o[ My Calendars T &PL‘MHM_
4] Calendar — capy
T 50| qp00 Fark Micollet
hysical The
G| qqce
] mait
7 Calerdar 700 12em
Cantact:
LT g00| yoo | peak
o] Tarskes
o 038 - Tasks: 0 Active tasks, O Completed tasks ~l
Items: § All folders are up (o date. Connected to Microsoft Exchange |01 U4 110 00 100% (= +

Figure 7-29: The two time zones displayed in the
Calendar.
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Quiz Questions

64.

65.

66.

67.

68.

69.

70.

71.

72.

73.

Which view displays the seven days of the current week?
A. Week view
B. Work Week view
C. Next 7 Days
D. Schedule View

When do the Previous and Next Appointment buttons appear?
A. They are always displayed.
B. When the navigation buttons are hidden.
C. When no results appear for a search.
D. When no appointments are scheduled for the current day or week.

An appointment is any scheduled activity that takes place within a one-day time period. (True or False?)

At what time of the day do events start?
A. Events do not have a start or end time. An event is a day-long affair.
B. 8 a.m., or the start of the work day.
C. At the time of the first appointment scheduled for the same day.
D. None of these.

The fastest way to reschedule an appointment is by clicking and dragging. (True or False?)

Which of the following appointments could NOT be scheduled using Outlook’s recurring appointment feature?
A. An appointment held on the first Monday of every month.
B. A mystical ceremony that occurs during each full moon.
C. A status meeting held every other Thursday.
D. A birthday that falls on April 7" of every year.

You cannot edit a single occurrence of a recurring appointment; you have to edit the entire series. (True or False?)

Which of the following is not an availability option in Outlook?
A.Busy
B. Out of Office
C. Tentative
D. Be Right Back

The preset color categories can be edited to meet your needs. (True or False?)

Appointment reminders are set at 15 minutes by default. (True or False?)
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74.

75.

76.

77.

78.

79.

80.

Active view displays all of the appointments in your Calendar. (True or False?)

Calendars can only display time in 30 minute intervals. (True or False?)

You can change the start and end time of the calendar but not work days. (True or False?)

You can only have one calendar at a time in Outlook. (True or False?)

What happens when you click the check box of a another calendar in the Navigation Pane?
A. The calendar is displayed on top of the current calendar.
B. The calendars are overlaid.
C. The calendar is displayed and the current calendar is closed.
D. The calendar appears next to the current calendar.

Which of the following is NOT a Calendar Print Style?
A. Daily
B. Monthly
C. Calendar Details
D. Appointments

When you add a second time zone, it appears in Monthly view of the calendar. (True or False?)

Quiz Answers

64.

65.

66.

67.

68.

69.

70.

71.

72.

73.

A. Week view displays the seven days of the current week.

D. The Previous and Next Appointment buttons only appear when no appointments are scheduled for the current day
or week.

True. An appointment is any scheduled activity that takes place within a one-day time period.
A. Events do not have a start or end time. They last the entire day.

True. The fastest way to reschedule an appointment is by clicking and dragging, but you can also reschedule an
appointment using the Appointment window.

B. The current version of Outlook does not support recurring appointments based on lunar cycles.
False. You can edit a single occurrence or the entire series of a recurring appointment.

D. You can select Busy, Tentative, Free, or Out of Office for your availability in Outlook.

True. Outlook’s default color categories can be edited to meet your needs.

True. Appointment reminders are set at 15 minutes by default, and event reminders are set at 18 hours by default.
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74.

75.

76.

77.

78.

79.

80.

False. :List view displays all of the appointments in your Calendar.

False. Calendars can display time from 5 minute to 60 minute intervals.

False. You can change the start and end time of the calendar.

False. You can create additional calendars in Outlook.

D. When more than one calendar check box is selected, the calendars are displayed next to each other, side by side.

D. Appointments is not a Print Style.

False. Times are not displayed in Monthly view, but views like Day, Work Week, and Week do display the second time

Zone.
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with Other
Users

Sharing Your Calendar ..........ccoooouiiiiieeieennnnne 137
Share your calendar ...........cccccceeveeennnnns 137
Change other people’s access to your
calendar.......ccccoevviiieiiii 138

Opening Shared Calendars ...........cccccevevunnnn. 139

Using Schedule VIew ........ccocccvveeeeeeee i, 140

Scheduling MeetingsS.......cccccvviieee i, 141
Create a meeting request............ccee... 141
Check responses to a meeting request. 142
More about time zones in Outlook......... 142

Responding to a Meeting Request ................ 143

Working with Calendar Groups..........ccccceee... 144
Create a calendar group ........ccceeeeevenns 144
Add a calendar to a calendar group ...... 145
Viewing a calendar group ..........cccceeee.... 145

Marking an Appointment as Private .............. 146
Mark an appointment as private ............ 146

Avoid printing private appointments ...... 147

Publishing Your Calendar on the Internet..... 148
Publish your calendar to Office.com...... 148
Remove your calendar from Office.com 149

Sharing Outlook Folders.........cccccevviiiiinnnnnen. 150
Share afolder .......cccccciiiiiiiie 150
Open a shared folder..........ccccceeveeinnnns 150
Giving Delegate Permissions........ccccccceeeeenee 152
Taking and Tracking a Vote .........ccccceeeeeeeeen. 153
Send a message to be voted on............ 153
Respond to a vote.........ccccvveveeeeeiicnnnee, 154
Track VOIS ....cooovveiiiiieeie e 154
Working with Public Folders ..........cccccvveee... 155
Open a public folder............ccoceeeernninenne 155
Add new items to a public folder............ 155
Reply to items in a public folder............. 156

With Microsoft Outlook, you can keep
track of your committee’s next meeting on
your calendar, lay out the all tasks you
need to finish, and use e-mail to
communicate with people outside your
committee. Wouldn’t it be nice if the rest
of your committee had access to all of that
information?

Fortunately, they do. Outlook lets you
share your appointment schedule, send
out polls, and even add content to other
people’s folders. A few of these options
require Microsoft Exchange Server, but
more and more of them are becoming
available just using an Internet
connection.

If part of your job is getting large groups
of people to agree on anything, read this
chapter carefully.
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Sharing Your Calendar

If you’re not the person in the office who schedules
meetings, count your blessings. Then share your calendar
to make things easier for the poor soul saddled with that
responsibility. Outlook 2010 provides a few ways to share
your calendar with others. This lesson will show you how
to share your calendar with coworkers using Microsoft
Exchange.

Share your calendar

Exchange users can share their own calendars with other
users on the server. This lets other people view your
schedule.

1. Click the Calendar button in the Navigation Pane.

The calendar appears. Links to other calendars are
displayed in the Navigation Pane.

2. Click the Home tab on the Ribbon and click the
Share Calendar button in the Share group.

A Sharing invitation message window appears.

3. Enter the people you would like to share your
calendar with in the To box.

4. Type information into the Subject line and Message
body.

5. (Optional) If you would like permission to view the
calendars of the people to whom you are sending an
invitation, click the Request permission to view
recipient’s calendar check box.

@ Tip: You can only request access to the recipient’s
default calendar. If you would like permission to
view a different calendar, you must send a
separate request.

6. Click Send.
A dialog box appears, asking you to confirm the
invitation.

7. Click Yes.

The invitation is sent. The recipient can now access
your calendar.

Other Ways to Share Your Calendar:
If someone sends you a sharing request via
e-mail, click Allow, then click Yes.

1 Exercise
e Exercise File: None required.

« Exercise: Share your calendar with three other people.
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Figure 8-1: The Share group on the Ribbon.
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Figure 8-2: A Sharing invitation for others to view your
calendar.
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Collaborating with Other Users

Change other people’s access to your
calendar

Committees change, people move on, and that weird guy
from accounting is scheduling his breaks so he can talk to
you about his medical problems. It’s a good thing that you
can change or revoke someone’s access permissions to
your calendar.

1.

Click the Calendar button in the Navigation Pane.

The Calendar is displayed.

Right-click the calendar for which you’d like to
change in the Navigation Pane and select Properties
from the contextual menu.

The General tab of the Calendar Properties dialog
box appears.

Other Ways to Change Calendar Access:

Select the calendar for which you’d like to change
permissions in the Navigation Pane. Click the
Home tab on the Ribbon and click the Share
button in the Share group.

Click the Permissions tab.

The Permissions tab of the Calendar Properties dialog

box appears.

In the Name box, select the name of the person

whose access you want to change.

@ Tip: To remove or change access permissions for
everyone, click Default in the Name box.

Click the Permission Level list arrow and select the

permission level you want to assign to the person.

When you select different permission levels, the
options that are selected in the Read, Write, Delete
items, and Other sections change.

Click OK when you are finished.

The access permissions for this user have been
changed.

@ Tip: If you want to limit access permissions
instead of revoking them, select a different option
to change permissions.

Calendar Properties &j
‘ General | Home Page I AutoArchwe| Permissions |Synchr0mzatmn|
Name Permission Level
Default Free/Busy time
Jared Stein Reviewer
Anonymous None
I Add... J [ Remoave Properties
Permissions
Permission Level: IFree,-’Busytlme -
Read Write
: I None I:‘ Create items
0 Free/Busy time I:‘ Create subfolders
— Free/Busy time, subject, DEd\t own
- locati
~ location [ dit al
_) Full Details
Other Free/Busy...
Delete items Other
Q@) None [] Folder owner
") own Folder contact
) All ["] Folder visible
l 0K ] I Cancel I Apply

Figure 8-3: The Permissions tab of the Calendar
Properties dialog box.

Table 8-1: Access Permission Roles

Owner Create, read, modify, and delete all items
and files, and create subfolders. As the
folder owner, you can change the
permission levels others have for the folder.

Publishing Editor  Create, read, modify, and delete all items
and files, and create subfolders.

Editor Create, read, modify, and delete all items
and files.

Publishing Create and read items and files, create

Author subfolders, and modify and delete items and
files you create.

Author Create and read items and files, and modify
and delete items and files you create.

Nonediting Create, read, and delete items and files you

Author create. Cannot modify items.

Reviewer Read items and files only.

Contributor Create items and files only. The contents of
the folder do not appear.

Free/Busy time, View free and busy times along with the

subject, location subject and location of busy times.

Free/Busy time View free time and busy time.

None Cannot open the folder; you have no
permission.
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Opening Shared Calendars

Getting several people to coordinate schedules can feel
like herding butterflies. Outlook makes the process easier
by letting you view other people’s calendars and share
your calendar with them. When your company uses
Microsoft Exchange, you can view the calendars that your
coworkers have opted to share, provided you have their
permission to do so.

1. Click the Calendar button in the Navigation Pane.

The Calendar opens.

2. Click the Home tab on the Ribbon, click the Open
Calendar button in the Manage Calendars group, and
select Open Shared Calendar from the list.

The Open a Shared Calendar dialog box appears.

3. Click the Name button.

The Select Name dialog box appears.

4. Select the contact whose calendar you want to view
and click OK.

The Select Name dialog box closes, and the contact’s
name appears in the Open a Shared Calendar dialog
box.

5. Click OK.

If you have been given permission to view the
calendar, it now appears in the Outlook window.
Also, the contact’s name appears in the Shared
Calendars area of the Navigation Pane.

@ Tip: If you have not received permission to view
a calendar, a dialog box asking if you would like
to request permission to view the calendar
appears. Click Yes, then complete the e-mail
permissions request and click Send. If you are
granted permission to view the calendar, you will
receive an e-mail from the contact.

@ Tips

v" You can view up to 30 calendars side-by-side.

v' Display or hide shared calendars by clicking the
check box of a shared calendar you have opened

previously in the Shared Calendars area of the
Navigation Pane.

v" When you request permission to view other people’s
calendars, you can send them a sharing invitation to
view yours.

1 Exercise
e Exercise File: None required.

» Exercise: Open a shared calendar.

| 4 @ |~ Sharing request: Calendar - Share | (S e

Share & @
T;l x =Y 7_ 2 v a& @ Find \

3 Related -
Open this | Delete |Respond Quick Move | Tags | Translate Zoom
Calendar M Steps + - o - g Select ~
Open Delete Quick Steps Editing Zoom

© Elizabeth Bertrand (beth@customguide.com) has requested permission to view your Calendar.
Allow or deny permissions by clicking the buttons above. This person has also invited you to view
his or her Calendar.
From:  Elizabeth Bertrand
To: Jared Stein

Sent: Tue 9/28/2010 2:30 PM

Subject: Sharing request: Calendar

% Elizabeth Bertrand - Calendar
v Microsoft Exchange Calendar

We can schedule our meetings easier if you can view my clanedar and I can
view yours. If you have any questions for me, please shoot me an e-mail.

Cheers!
Beth

K -

@  See more about: Elizabeth Bertrand.

Figure 8-4: A Sharing request to view someone else’s
calendar.
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Figure 8-5: Viewing calendars side-by-side.
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Using Schedule View

In the past, you could only view multiple calendars side-
by-side in Outlook. Outlook 2010 makes it easier to view
multiple calendars with Schedule view. Schedule view
displays multiple calendars stacked on top of one another,
S0 you can easily compare calendars.

1. Click the Calendar button in the Navigation Pane.
The Calendar appears.

2. Click the Home tab on the Ribbon and click the
Schedule View button in the Arrange group.
The Calendar changes to Schedule view.

3. Select the other calendars you wish to view in the

Navigation Pane.

The calendars display stacked on top of one another
in the Calendar pane.

[ Exercise
e Exercise File: None required.

* Exercise: View additional calendars in Schedule view.
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Mew Go To Fl Arrange Fl Find Evernote
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Figure 8-6: Unlike Outlook’s other views, Schedule view stacks

multiple calendars on top of one another.
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Scheduling Meetings

Organizing meetings can be difficult when dealing with
many different schedules. Using Outlook, you can check
invitee schedules before picking a meeting time. You can
also track responses to your meeting request.

Create a meeting request

1. Click the Calendar button in the Navigation Pane.

2. Click the Home tab on the Ribbon and click the New
Meeting button in the New group.

An Untitled — Meeting window appears.

Other Ways to Create a Meeting Request:
Click the Home tab on the Ribbon, click the
New Item button in the New group, and select
Meeting from the list. Or, press <Ctrl> +
<Shift> + <Q>.

& Tip: You can also respond to an e-mail with a
meeting request. In the Inbox, click the Home tab
on the Ribbon and click the Meeting button in the
Respond group

3. Click the To button.

Specify who you want to invite to the meeting.

4. Select name of the person you want to invite to the
meeting, and then click one of the following buttons:

o Required: These people are required to attend.

e Optional: These people are not required to attend
the meeting.

e Resources: These are items needed for the
meeting. A resource can be a conference room, a
laptop, a projector, or other equipment.

5. When all attendees have been selected, click OK.

The selected attendees appear in the To field.

6. Enter a description of the meeting in the Subject
field.

7. Enter the meeting place in the Location field.

8. Click the Scheduling Assistant button in the Show
group on the Ribbon.

The schedules of the selected attendees are displayed.

1 Exercise
e Exercise File: None required.

« Exercise: Create a new meeting request called “Lunch”
for 12:00 PM next Wednesday. Send the request to several
contacts.

Select Attendees and Resources: Global Address List ﬁ

saarch: (@ Hame anly More columne  Address Book

Global Address List - reyna@customnguide. cos

N Tithe Business Fhane Location Departmint

‘
& Rayna Oden
§ Reed Stephens

Required -> ]

(Optional -»

FEsources - »

Figure 8-7: The Select Attendees and Resources dialog
box.
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3:00 PM - 5:00 PM En
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W vusy [ Tentstive [ owtofoffice  RX Mo iformation Outside of w Elizabeth Bertr.. %

£ Beth has a new picture & Ry
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al?

Outlook suggests meeting
times based on the ———| 2:00 PM - 4:00 PM

schedules of attendees. 2 conflicts: Elizabeth Bertr...

2:30 PM - 4:30 PM
2 conflicts: Elizabeth Bertr...

£

Figure 8-8: Use the Scheduling Assistant to determine
which times are best for all meeting attendees.
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There are two ways to select your preferred meeting
time:

¢ By clicking the timeline at the top of the Attendee
Availability list.

¢ By entering the meeting start and end time in the
Start time and End time controls.

& Tip: Instead of scrolling through the Scheduling
Assistant, you can find suggested meeting times at
the bottom of the Room Finder pane.

9. Select a preferred meeting time and click the Send
button.

Your meeting request is sent.
Check responses to a meeting request

1. Inthe Calendar, select the meeting you want to track.

The Meeting contextual tab appears on the Ribbon.

2. Click the Meeting tab on the Ribbon and click the
Tracking button in the Attendees group.

A list of meeting invitees appears, along with their
responses.

@ Tips

¥v" You can only track responses for meetings that you
have scheduled.

More about time zones in Outlook

The start and end times for items in the Outlook Calendar
are saved in the Coordinated Universal Time (UTC)
format, an international time standard similar to
Greenwich Mean Time.

When you send a meeting request to an attendee in a
different time zone, the meeting item is displayed at the
respective local times on each person's calendar, but saved
in UTC.

For example, a meeting organizer in the United States
Pacific time zone sends a meeting request for 2:00 P.M.
Pacific time to an attendee in the United States Central
time zone. The attendee sees the meeting as starting at
4:00 P.M. Mountain time. In both cases, Outlook saves
the meeting at the UTC time of 10:00 P.M.

If two time zones are shown, the meeting organizer's time
zone is used as the reference point. If you organize a
meeting and display free/busy time for invitees from other
time zones, their busy times are adjusted so that they
appear correctly in your time zone. The second time zone
is visible only when you view the calendar in day or week
view.

——
== * Sales Meeting - Meeting =[] ]
- v 2 @
i} | it
X 3 ' B wew
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Delete = & 15 m i
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End time: Th /52010 > 1000 AM
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Figure 8-9: A completed meeting request.
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Figure 8-10: The Attendees group on Meeting tab of the
Ribbon.
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Responding to a Meeting
Request

When you receive a meeting request, you should respond
to it. The meeting request window has some useful tools
that let you respond to a meeting request.

1. Click the Mail button in the Navigation Pane.

The Inbox appears. A tiny T icon next to a message
indicates a meeting request.

2. Double-click the meeting request.

The meeting request window appears with Quick
View displayed, as shown in the example to the right.
Quick View provides a brief snapshot of your
calendar so you can review your schedule without
leaving the meeting request window.

Once you’ve determined if you are attending the
meeting, you can respond to the meeting request from
the meeting request window. See the table below,
Response Buttons, for information about the options
to respond to a meeting request.

3. Click the Meeting tab on the Ribbon and click the
appropriate button in the Respond group.

A list of options appears. The options displayed
depend on the response you selected.

Other Ways to Respond to a Meeting Request:
Select the meeting request in the Inbox and click a
response button in the Reading Pane.

4. Select an option from the list and follow the
instructions to respond to the meeting request.

Your response is sent.

1 Exercise
e Exercise File: None required.

« Exercise: Accept a meeting request that has been sent to
you.

«" Accept - J Click a button in the

2 Tentative - Respond group to

] Propose Respond | respond to a meeting
X Dedline *  new Time = - request
Respond
=== . Sales Mesting - Meeting = | ] |
o9

. L

- - 2
Debete Tags

XD v
© Fleas d.

When: Tuesday, September 28, 2010 2:30 PM-3:30 PM. Central Standard Time

Where: South Lounge

Jeanne Trudeau

Figure 8-11: Responding to a meeting request.

Table 8-2: Response Buttons

Accept Outlook adds the meeting to your Calendar.
You can choose to send a response to the
meeting organizer or not.

Tentative Outlook adds the meeting to your Calendar
and marks it as tentative. You can choose to
send a response to the meeting organizer or

not.

Decline Outlook declines the meeting request. You can
choose to send a response to the meeting
organizer or not.

Propose Choose to add the meeting to your calendar as

New Time a tentative appointment and propose a new
time to the meeting organizer, or decline the
meeting and propose a new time to the
meeting organizer.

Respond Allows you to respond to the meeting request

without accepting or declining the invitation.
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Working with Calendar Groups

If you find yourself looking at the same set of calendars
frequently, consider creating a calendar group. Calendar
groups combine calendars so you can view multiple

schedules with one click. Anything with a calendar can be

a part of a calendar group. You can also add SharePoint
and Internet calendars to a calendar group.

@ Tips
v To use calendar groups, you must have a Microsoft
Exchange Server account.

Create a calendar group

1. Click the Calendar button in the Navigation Pane.
The Calendar appears.

2. Click the Home tab on the Ribbon and click the
Calendar Groups button in the Manage Calendar

group.
A list of options appears.

3. Select Create New Calendar Group from the list.

The Create New Calendar Group dialog box appears.

Other Ways to Create a Calendar Group:
If the calendars you want to save as a calendar
group are already open, select Save as New
Calendar Group.

4. Enter a name in the “Type a name for the new
calendar group” text box and click OK.
The Address Book appears.

5. Click the Address Book list arrow and select the
address book you wish to use.

You can create calendar groups using any address
book you would like.

6. Browse for members you wish to add, select the
member, and click the Group Members button.
Repeat this step until you have selected every entry
you want to add to your calendar group.

7. Click OK.

The calendars in the new calendar group are
displayed in Schedule View, and the calendar group
is added to the Navigation Pane.

1 Exercise
« Exercise File: None required.

« Exercise: Create a calendar group.

B &

Open  Calendar
Calendar ~ Groups -
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hiz] Contacts
o] Tasks :u
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Figure 8-12: The Manage Calendars group.
. —_—
Create New Calendar Group X

Type a name for the new calendar group

Cancel

L

J

Figure 8-13: The Create New Calendar Group dialog box.
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Add a calendar to a calendar group
You can always add another calendar to an existing
calendar group.

1. Inthe Calendar, click the Home tab on the Ribbon
and click the Open Calendar button in the Manage
Calendars group.

A list of options appears.

2. Select the type of calendar you wish to add.

Follow the prompts to open the calendar. This new
calendar will also appear in the Navigation Pane
under Shared Calendars.

3. Inthe Navigation Pane, click and drag the calendar
into the calendar group to which you want to add it.
The new calendar is added to the previously saved
calendar group.

View a calendar group

¢ Inthe Navigation Pane of the Calendar, select the
calendar group you wish to view.

The calendar group opens.

0| * Calendar - Masdbox - Elizabeth Bertrand - Mscrosoft Outlook

1 v September 27 - .

o - Tasks: 57 Artive ta.. A

pio date. (%] Conmected to Microsoft Exchange || B B O 120%

Figure 8-14: A calendar group.
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Marking an Appointment as
Private

Many people use Outlook to organize their personal and
professional lives. However, you don’t want your
colleagues to know every dentist appointment, doctor’s
visit, or soccer game you attend. You can mark
appointments as private so the time is shown as busy on
your calendar, but others cannot see extra details such as
the subject, location, or meeting organizer.

Mark an appointment as private

1. Click the Calendar button in the Navigation Pane.
The Calendar appears.

@ Trap: You can mark a series of appointments as
private, but you cannot mark a single occurrence
of a recurring appointment, meeting, or event as
private.

2. Select the meeting or appointment which you want to
mark as private.

3. Click the Appointment tab on the Ribbon and click
the Private button in the Tags group.

A lock icon (&) appears in the lower right corner of
the appointment.

Other people who view your calendar can see an
appointment titled “Private Appointment,” but they
cannot view any appointment details.

Other Ways to Mark an Appointment as
Private:
Right-click the appointment or meeting and
select Private from the contextual menu.

@ Tips

v" It’s easy make an appointment or meeting public
again. Simply select the appointment or meeting you
wish to make public, click the Appointment tab on
the Ribbon, and click the Private button in the Tags
group.

[ Exercise
« Exercise File: None required.
e Exercise: If necessary, create an appointment.

Mark an appointment as private.

ajlid 4 |= Calendar - Mailbax - Elizabeth Bertrand - Microsoft Outioak L)

L
e aE
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Figure 8-15: A lock icon indicates an appointment has
been marked as private.
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Figure 8-16: If someone else views your calendar, they
can only see that you have a Private Appointment
scheduled.
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Avoid printing private appointments
If you print a copy of your calendar, make sure to avoid
printing details about private appointments.
1. Click the File tab on the Ribbon and select Print.
Options for printing your calendar appear.
Other Ways to Print a Calendar:
Press <Ctrl> + <P>,
2. Click the Print Options button.
The Print dialog box appears.
3. Select the Hide details of private appointments
check box under Print Range.
Your appointment will appear as Private Appointment
on the printed calendar.
4. Select any other printing options and click Print.

Your calendar prints.

October 01, 2010

October 2010

Print

-

Printer

Status:

Where:
Comment:

Print this calendar:

Name: Brother MFC-9840CDW

Type: Brother MFC-9840CDW

E‘ Properties

Print to file

Copies

[ calendar

4

v|  number of pages: [al

Print style

Number of copies: |1 =

Daily Style

Weekly Agenda Style

Page range

Q@ Al

Pages:

example, type 1, 3 or 5-12.
Print range
Start: | Fri 10/1/2010

End:  Fri 10/1/2010

Page Setup...
Define Styles..

Weekly Calendar Sty -

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For

| Hide details of private appointments

Collate copies

pipdip

Print ]| Preview H Cancel ‘

Click the check box to hide details of private appointments on

printed calendars.

Figure 8-17: The Print dialog box.
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Figure 8-18: A printed calendar.

Your Organization’s Name Here

147



Collaborating with Other Users

Publishing Your Calendar on
the Internet

If you don’t use Microsoft Exchange, you can still share
your calendar with other people by publishing it on
Office.com.

Publish your calendar to Office.com

You can grant access to your calendar to coworkers and

friends by publishing it on Office.com.

1. Click the Calendar button in the Navigation Pane.
The Calendar appears, with calendar sharing links
displayed in the Navigation Pane.

2. Click the Home tab on the Ribbon and click the
Publish Online button in the Share group.

A list of options appears.

3. Select Publish to Office.com.

The Office.com Registration dialog box appears.

4. Click the Sign In button. Follow the instructions to
sign in to Microsoft Windows Live ID using your
e-mail address and password.

If you have a Windows Live account, such as
Hotmail, that information can be used to sign in.

If you do not have a Windows Live ID, you can
create one by clicking the link marked “Sign Up for
A Free Account” and following the registration
instructions.

@ Tip: If you are already signed in to your Windows
Live account, this step will be skipped.

Once you sign in, the Publish Calendar to Office.com
dialog box appears.

5. Use the Time Span list arrows to select a time span.
You can make up to 180 days of your calendar
available.

6. Click the Detail list arrow to select the amount of
detail you want to share.

e Availability Only: Other users can only see if
you are Free, Busy, Tentative, or Out of Office.

o Limited Details: Other users can see availability
as well as the subject of the appointment.

e Full Details: Other users will be able to view all
of the details for each appointment.

1 Exercise
e Exercise File: None required.

» Exercise: Publish your calendar to the Internet.

Windows Security [éj

SignIn

Please enter your username and password for publishing calendars to
calendars.office.microsoft.com.

beth@customguide.com

| |3assword

Remember my credentials

Use another account

I oK l | Cancel

Figure 8-19: Signing in to publish a Calendar.

Publish Calendar to Office.com &J

7] Publishing: Elizabeth Bertrand Calendar

Time Span: @) Previous |30 Days ¥ | through next |60 Days v

Whole calendar

Detail: Availability only
Time will be shown as "Free," "Busy," "Tentative," L
or "Out of Office”

Show time within my working hours only Set working hours

i Permissions: @) Only invited users can subscribe to this calendar

Anyone can subscribe to this calendar

Advanced... l OK ] ‘ Cancel

Figure 8-20: Publishing a calendar to Office.com.

148 © 2010 CustomGuide, Inc.



Collaborating with Other Users

& Tip: Click the Show time within my working
hours only check box to only share calendar
details for your working hours.

7. Select a Permissions option to restrict access to your
calendar or make it accessible to everyone.

There are two permissions options:

e Only invited users can view this calendar: If
your calendar is restricted to certain users,
Outlook will let you send a sharing invitation.

e Anyone can subscribe to this calendar: This
allows anyone in the Office.com community to
subscribe to your calendar. You can also send a
sharing invitation to specific users.

8. Click OK.
The calendar is published online.
@ Tips

v If you chose to restrict your calendar to invited users,
you will be asked to send a sharing invitation. Click
Yes, then complete the e-mail message by adding
recipients’ names and other information. Click Send.

Remove your calendar from Office.com

You can remove your calendar from Office.com at any
time.

1. Click the Calendar button in the Navigation Pane.

The Calendar appears.

2. Right-click the calendar you wish to remove from
Office.com and select Share — Remove from
Server from the contextual menu.

The calendar is removed from Office.com.

Other Ways to Delete the Calendar:

Click the Home tab on the Ribbon, click the
Publish Online button in the Share group, and
select Remove from Server from the list.

@ Tips

v Once a calendar has been removed from the server,
you will not be able to view it from Office.com. To
share the calendar again, you must re-publish it.

=RCy X |
- @
il Ad
)
1
Breakdast «
Halloween
Pary
Planning
§ Cwibou
e Coffee
o B Copy Calendar Elzabeth
2} Calisdar . Rertrand
6. Contacts
] Tasks Al
vovs pown | Emadcslengar. | Comean
Shan
Termo fak
& peoy

Figure 8-21: Removing a calendar from Office.com.
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Sharing Outlook Folders

This lesson discusses how to share Outlook folders, such
as Contacts or Tasks, with others on your Exchange
network.

@ Tips

v" These options are only available to people using
Microsoft Exchange Server. If you are using a home
version of Outlook, or if your organization does not

use Exchange Server, you won’t be able to complete
these tasks.

Share a folder

Allow other people in your office to read the contents of

your Contacts, Calendar, Journal, Notes, and Tasks

folders.

1. Click the Folder List button in the Navigation Pane.
The Folder List appears.

2. Right-click the folder you want to share, select Share

from the contextual menu, and select the item you
wish to share from the submenu.

A Sharing invitation window appears.
3. Click the To button and select the contact(s) with
whom you want to share the folder. Click OK.

Once the contacts you want to share the folder with
are entered, you’re ready to send the message.

4. Click Send.
A dialog box appears, asking you to confirm the
invitation.

5. Click Yes.

The folder has been shared.

Open a shared folder

You can open other people’s folders if they have given
you permission to open them.

1. Click the File tab on the Ribbon and select Open.

Options for opening files appear.

2. Click Other User’s Folder.
The Open Other User’s Folder dialog box appears.

Other Ways to Open a Shared Folder:
Click the Open this folder button in a sharing

1 Exercise
e Exercise File: None required.

» Exercise: Share your Contacts folder with someone.

il W |= Sharing invitation: Rayna Oden - Contac.. (= B X |
1 Share Insert Options Format Text Review @ @
e A @ il attach File ¥
N B 7 U |:i=-i= = iE 9 attach Item =
Paste Names Tags
- === - & Signature - .J
Clipboard Basic Text Include Zoom
To... Reed Stephens;

=1 Subject: Sharing invitation: Rayna Cden - Contacts
Send

[ 1] Request permission ta view recipient's Contacts folder
Allow recipient to view your Contacts folder

?’j Rayna Oden - Contacts
r Microsoft Exchange Contacts

&1

@  See more about: Reed Stephens. ~

Figure 8-22: A Sharing Folders invitation.

Table 8-3: Access Permission Roles

Owner Create, read, modify, and delete all
items and files, and create subfolders.
As the folder owner, you can change the
permission levels others have for the
folder.

Publishing Editor  Create, read, modify, and delete all
items and files, and create subfolders.

Editor Create, read, modify, and delete all
items and files.

Publishing Author  Create and read items and files, create
subfolders, and modify and delete items
and files you create.

Author Create and read items and files, and
modify and delete items and files you
create.

Non-editing Create and read items and files, and

Author delete items and files you create. Cannot
modify items.

Reviewer Read items and files only.

Contributor Create items and files only. The contents

of the folder do not appear.

None Not open the folder; you have no
permission.
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invitation that you receive from the individual
sharing their folder with you.

3. Click the Name button.

The Select Name dialog box appears with a list of
names from your Address Book.

4. Double-click the contact who owns the folder you
want to open.

The contact’s name appears in the Open Other User’s
Folder dialog box, and the available folders appear
under the Folder type list arrow.

5. Click the Folder type list arrow and select the folder
you want to open.

6. Click OK.
You can now view another user’s folder.

@ Tip: If you have not received permission to view
a folder, a dialog box asking if you would like to
request permission to view the folder appears.
Click Yes, then complete the e-mail permissions
request and click Send. If you are granted
permission to view the folder, you will receive an
e-mail from the contact.

-

Open Other User's Folder

=x=)

Name... Jared Stein

Folder type: |N0tes

h |

[ oK

] | Cancel ‘

L

4

Figure 8-23: The Open Other User’s Folder dialog box.
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Giving Delegate Permissions

Busy managers may delegate the management of their
calendar, schedule, and even e-mail, to an assistant using
delegate permissions. Delegate permissions allow the
selected individual(s) to send and receive items on your
behalf. The most common reason for doing this is to help
manage someone else’s schedule for them, although you
can also let someone else manage your Inbox, Tasks list,
Contacts list, Notes, and Journal.

You can assign different permissions to different
delegates. For example, you could give your assistant
permission to view, create, and modify items in both your
Calendar and Inbox, while giving another coworker
permission to view your Calendar—but not to add or
modify any appointments.
1. Click the File tab on the Ribbon and select Info.
Information about your account appears.
2. Click the Account Settings button and select
Delegate Access.
The Delegates dialog box appears.

Notice that you can choose how meeting requests are
handled here. The default option sends meeting
requests to the delegate and a copy to you.

3. Click Add.
The Add Users dialog box appears.

4. Double-click the name(s) of the people you’d like to
assign as delegates. Click OK.

The Delegate Permissions dialog box appears. There
are three permissions available for delegates:

o Editor: This is the most powerful permission
option. The delegate can read items, create new
items, and modify existing items.

e Author: Delegate can view existing items and
create new ones. The delegate cannot modify.

e Reviewer: Delegate can view existing items. The
delegate cannot create or modify items.
5. Select delegate permissions as desired and click OK.

The Delegate Permissions dialog box closes. The
default settings will allow your delegate to create and
modify items in your calendar and tasks.

6. Click OK.

The delegates’ permissions are set.

1 Exercise
e Exercise File: None required.

* Exercise: Delegate Editor status of your Calendar and
Tasks folders, and delegate Reviewer status to the Inbox.

Delegates &J

e Delegates can send items on your behalf, including creating and

&) responding to meeting requests. If you want to grant folder permissions
without giving send-on-behalf-of permissions, close this dialog box,
right-click the folder, click Change Sharing Permissions, and then change
the options on the Permissions tab.

Jeanne Trudeau Add...

Deliver meeting requests addressed to me and responses to meeting
requests where I am the organizer to:

@) My delegates only, but send a copy of meeting requests and
responses to me (recommended)

My delegates only

My delegates and me

OK | | Cancel

Choose how you want meeting requests to be handled
by a delegate.

Figure 8-24: The Delegates dialog box.

- \
Delegate Permissions: Jeanne Trudeau &J

This delegate has the following permissions

-] Calendar |Editur (can read, create, and modify items) v|

/| Delegate receives copies of meeting-related messages sent to me

;/‘/ Tasks |Edit0r (can read, create, and modify items) |
'i] Inbox |Reviewer (can read items) hd |
S=| contacts |N0ne - |

_ Notes |None V|
\)_DJ Journal |N0ne v |

Automatically send a message to delegate summarizing these permissions

Delegate can see my private items

[ oK l| Cancel |

L 4

Figure 8-25: Choose Permission levels for the folders in
Outlook.
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Taking and Tracking a Vote [ Exercise

. . » Exercise File: None required.
Outlook lets you create your own ballots without having

to worry about exit polls, the Electoral College, or the e Exercise: Take a vote and send it to at least three people,

dreaded recount. Get your coworkers’ opinions on issues T e
by adding voting buttons to an e-mail message. Respond to the vote and track the results.
Send a message to be voted on
Compose your own question and use either the default Oplﬁons tab
responses or your Own responses.
i d 9 = Untitleid - Message (HTML) [R5
1. Click the Mail button in the Navigation Pane. PRIy peer ) Options WECHICTUC S T R
82 Bec O‘ {44 Use Voting Buttons ~ =3, 23, Delay Delivery
. - - = From A re ci — irect Replies To

2. Click the Home tab on the Ribbon and click the New themes, O e ion | ApProvemeect et @ Direct Reples T

E-mail button in the New group. [ P fesie [ mmre

Show Fields| Permission Yes;No;Maybe More Options
The Message window appears. to. | [ mmeds  Custom.
— fie=

3. Create an e-mail message. ser o

This message should contain the query you’d like Subject: [ should we revise the employee hancbook?

people to vote on, either in the Subject line or the &

message body.
4. Click the Options tab on the Ribbon and click the

Use Voting Buttons button in the Tracking group.

. ) I:‘ Jared Stein I:‘ -~
A list appears with suggested responses to your

query. They include: Figure 8-26: The Use Voting Buttons feature is located in

o Approve;Reject the Options tab of the Message window.
e Yes;No
e Yes;No;Maybe
. A Properties @
e Custom: this option lets you create your own setings —
response, SUCh as Kal’en;Andy;Jim. ﬂ Impertance: |Normal - .E%Q‘ Change security settings for this message.
Sensitivity: Normal e Security Settings...
5. Select the response option you want to use. ADTE
Voting and Tracking options
Your selection will appear in the recipients” message. i [¥)use voting buttons: [SummersFallwinterSpring [=]
Request a delivery receipt for this message
@ Tip: If none of the suggested responses works for RS e e T
elivery options
your query, select Custom and enter your own e ”tH . —
- . . =1 ave replies sent to: ele ames...
voting options separated by a semicolon (for =) oo ot davar bafors: Mo = =
example, Mondays;Wednesdays;Fridays). E——— o S = -
| Save copy of sent message
6. Click the Send button. [ comacts..
: ooy [ vore |
The message is sent.
. . -C\nse
@ Tip: You can also track when the message is sent

or Wh_en itis read by clicking Req_ues_t a Delivery Figure 8-27: Customize the voting buttons in the
Receipt or Request a Read Receipt in the Properties dialog box.

Tracking group.
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Respond to a vote
Responding to an e-mail message with voting buttons is
very easy.
o  Click the Info bar that says Click here to vote. in the
Reading Pane and select your vote.
The voting response is returned to the sender.

Other Ways to Respond to a Vote:

Open the e-mail and click the Message tab on the
Ribbon. Click the Vote button in the Response
group and select your response.

Track votes

After the question has been sent out, check the responses
to your question. Outlook totals them for you
automatically.

1. Click the Sent Items folder in the Navigation Pane.
The list of sent messages is displayed.

2. Double-click the message whose votes you’d like to
track.
The message appears in a new window.

3. Click the Message tab on the Ribbon and click the
Tracking button in the Show group.

The e-mail addresses of the people who responded,
the time and date they responded, and the responses
are all listed in the table. The totals are tallied on a
banner near the top of the page.

== 4 @ |= Should we get the meeting catered? - Messag.. Elél
Message @ @
00 |CaReply [ 4 (5]
« X 5 7 (w7 R
& Reply Al & - -
as - Delete Vote - Quick Move = Tags Editing Zoom
- |5 Forward B - Steps - - - -
Delete Yes Quick Steps Zoom
@ vote by dlid Mo spond group above.
From: Maybe Sent: Tue 9/28/2010 5:42 PM
To: & Elizabeth Bertrand
Ce
Subject: Should we get the meeting catered?
i)
D Jared Stein D D o
Figure 8-28: Voting in the Message window.
=il 4 @ |- Should we go out to lunch? - Message (HTML) =Rl X
le Message 2] @
x “ Reply  [EL (¥ Message 7’ 3 v ™
3 Reply All G - | [if] Tracking
&~ Delete - Quick Move | Tags | Editing
% Forward 3 - Steps * M M T
Delete Respond Show Quick Steps Zoom
@ This message was sent on 9/28/2010 5:40 PM.
Reply Totals: No 1; Yes 0
Recipient Response
Jared Stein No: 9/28/2010 5:41 PM
|:I Elizabeth Bertrand |:I EI -~

Figure 8-29: The Tracking button on the Message tab.
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Working with Public Folders

A public folder is an Outlook folder that can be viewed
and accessed by many people on the network. Public
folders look just like any other folders. They may contain
a list of Contacts used by the entire company or a task list
used by an entire department. You can also use public
folders to create an online discussion to share ideas on a
particular topic or to create a classified ads site for the
company.

Open a public folder

Public folders are stored on your organization’s Microsoft
Exchange server. Anyone on the network who uses the
mail server can read and post to the server's public
folders—nbut only if they have the proper access
permissions.

1. Click the Folder List button in the Navigation Pane.

The Folder List appears. In this view, some of the
folders are hidden, but can be viewed by clicking the
expand button.

2. Click the expand button next to Public Folders.
Public Folders expands and displays the subfolders
nested within it.

3. Select the public folder you want to view.

The contents of the public folder appear.

Add new items to a public folder

Public folders are similar to Internet bulletin boards. Most
of the time, anyone with access and permission can
contribute to them.
1. Select a public folder in the Folder List.
The contents of the public folder appear.
© Trap: You may not have permission to access
some public folders.
2. Click the Home tab on the Ribbon and click the New
Post group in the New group.

A new discussion window appears.
3. Type your subject and message.

4. Click the Post button.

Your message is saved and joins the list of items in
the folder.

1 Exercise
e Exercise File: None required.

« Exercise: Add a new post to a public folder.

Public folders

o Morth Share Plans From: Elizabath
Bertrand

Figure 8-30: Public folders in the Folder List.

Posted At: Tuesday,
October 05, 2010 11:52

AM

] Calendar Posted To: MNorth
Shore Plans

.| Contacts Conversation: Spring
2012 marketing -

o] Tasks

3@ Elizabeth .
[ tems:4 AN falders are up to date. @ Online | [0 E1 100% (-
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Reply to items in a public folder

If someone has started a topic and you’d like to contribute
to the discussion, you can post your reply in a public
folder.

1. Select a public folder in the Folder List.

The contents of the folder are displayed. All
discussions threads are collapsed. Click the Triangle
icon (i) to view all posts in a discussion.

2. Double-click the message to which you want to reply.
The message opens.

3. Click the Discussion tab on the Ribbon and click the
Post Reply button in the Respond group.

A Discussion reply window appears. The original
message appears below your reply.

Other Ways to Reply to a Post:

Select the message you wish to reply to in the
public folder, click the Home tab on the Ribbon,
and click the Post Reply button in the Respond

group.
4. Type a subject and message.
Your reply will appear in a different color than the
original text.
5. Click the Post button.
Your reply appears in the topic’s folder.
@ Tips

v Don’t forget that public folders are read by a lot of
people, so it’s important to be courteous and double
check what you’ve written before posting.

“|d9 v |+ Web site meeting - Discussion SNIENL X
Discussion Insert Options Format Text Review @ @
e Calibri (Body) -11 - A" A" [ attachFile ] - 0
B I U 1= - | #E &= 10 Attach em + - H b
Paste . Categorize Zoom
- F| W A - =, 2 Signature ~ z 3
Clipboard Include Tags Zoom
Post To: Morth Shore Plans
% ] Conversation: Web site meeting
Subject: Web site meeting

Post

We have a meeting with the Web developers tomorrow. Post any discussion
items here, and I'll add them to the agenda.

Figure 8-31: Posting a message to a public folder.

4 Today

I G Spring 2012 marketing ...
Elizabeth Bertrand 12:12 PM

Click the Triangle icon to view all messages in a discussion.

Figure 8-32: Expanding a discussion in a public folder.
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Review

Quiz Questions

81. When you click the Share Calendar button:
A. Your calendar is instantly shared with everyone in your Contacts.
B. You will no longer be able to make changes to your calendar without permission.
C. Asharing invitation appears for you to fill out.
D. Your calendar is instantly shared with your network administrator, who can assign it to other people.

82.  You can revoke or change someone's permission to view your calendar even after 30 days. (True or False?)

83. Inorder to access a shared calendar in Outlook, you need:
A. Permission from the owner of the calendar.
B. Permission from your Internet Service Provider.
C. At least 15 gigabytes of free space on your computer.
D. To share your own calendar first

84. Schedule view displays multiple calendars side-by-side. (True or False?)

85.  You cannot invite multiple people to a meeting. (True or False?)

86.  Which of the following is NOT a valid response to a meeting request?
A. Accept
B. Ignore
C. Propose New Time
D. Tentative

87. You cannot add a calendar to a pre-existing calendar group. (True or False?)

88. A icon indicates a private appointment.
A. calendar
B. lock
C. clock
D. envelope

89.  You need a Microsoft Windows Live ID to publish your calendar on Office.com. (True or False?)

90. You need Microsoft Exchange Server to publish your calendar on Office.com. (True or False?)

91. When you share a folder with someone, they are able to:

Your Organization’s Name Here
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92.

93.

94.

95.

96.

A. Read the folder's contents.

B. Make changes to the folder's contents.

C. Delete the folder's contents.

D. Read, delete, and make changes to the folder's contents.

You can use a delegate to send e-mail from your own e-mail address. (True or False?)

When entering custom responses, they must be separated by
A. asingle space.
B. a colon.
C. a semicolon.
D. a backslash.

Which of the following is NOT available when you track votes?
A. The addresses of the people who responded.
B. The number of messages a person has responded to.
C. The time and date of a response.
D. The response itself.

Public folders can be accessed by anyone at any time. (True or False?)

At what point will other people be able to see your reply to a post?
A. After you click Post Reply.
B. After you click the Post Reply button, compose a message, then click Post.
C. After you click the Post Reply button, compose a message, click Post, then click Make Message Viewable to
Others.
D. Replies are private, and cannot be viewed by other people.

Quiz Answers

81.

82.

83.

84.

85.

86.

87.

88.

89.

C. When you click the Share Calendar button, a sharing invitation appears for you to fill out.

True. You can revoke or change someone's permission to view your calendar at any time.

A. In order to access a shared calendar in Outlook you need permission from the owner of the calendar
False. Schedule view displays multiple calendars stacked on top of one another.

False. Of course you can invite multiple people to a meeting.

B. Ignore is not a valid response to a meeting request.

False. You can add a calendar to a calendar group at any time.

B. A lock icon indicates a private appointment.

True. You need a Microsoft Windows Live ID to publish your calendar on Office.com.
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90.

91.

92.

93.

94.

95.

96.

False. You can publish your calendar on Office.com without Microsoft Exchange Server.
A. When you share a folder with someone, they are able to read the folder's contents.
True. You can use a delegate to send e-mail from your own e-mail address.

C. When entering custom responses, they must be separated by a semicolon.

B. When you track votes, you can see the addresses of the people who responded, the time and date of a response, and
the response itself.

False. Public folders can be accessed by anyone on your Microsoft Exchange server, provided they have permission to
view them.

B. Other people will be able to see your reply to a post after you click the Post Reply button, compose a message, then
click Post.
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Adding a TaskK .....cceeeeiiiiiiiiieee e 161
Add A tasSK......cceveiiiiiieieie e 161
Create ato-do iteM.........coevvveereeeeerinnnnnn, 162

Changing Task VIeWS ........cccccciiiiiiiiiiiieennnne 163
View tasks in TaskS.......ccceeeeveeerivivvvnennnnn. 163
View tasks in the To-Do Bar................... 164
View tasks in Calendar .............ccceuvenn.... 164

Sorting Tasks ... 165

Updating a Task .....ccccvvevveeeiiiiiiieeee e 166
Update atask.......ccccooveeeiniiiniinniieeenn, 166
Send a status report .......cccoccveeeevrcineeeenne 166

Creating a Recurring Task.........ccccocveveeennnne 167

Attaching an ltemtoaTasK..........cooecvvvneeennn. 168
Attach an Outlook item ..........ccceeevureene. 168
Attach afile...ccooooviiiiiiiiiiee 168

ASSIgNING @ TaSK ...eveeeviiiiiiiiiiieeeee e 170
AsSIgN atask ........oooccvvieeiieeeeeeciiieee, 170
ASSIgN @ task .....ccoovvciiiiiiiee e, 170
Accept or decline an assigned task....... 170
Forward atask......cccooeevvveieiiniiiiiiiieeeene, 171

Printing Tasks ......ccccvvieeiie e 172
Print atask list ......coovvvivvieieiiiiiieeeeeeeee, 172
Printatask item......cccooevviiiiiniiiiieee, 172

Completing a Task .......cooovveeieiiiieee e, 173
Mark as complete ..........ccccceveeeiiiiiinnnee. 173
Clear a follow-up flag.........cccooeeeveeennnns 173
Delete atasK........cccvvveeeiiiiiiiiiiieeeeeeeeeees 174

Even if you’re not an organized person,
you’ve probably scrawled a to-do list on a
piece of paper to help you remember
everything that you have to do. The
problem with paper to-do lists is that
they’re easy to misplace and often not in
front of you when you need them.

You can throw away your paper to-do
lists, because Outlook’s To-Do List is
difficult to misplace (when was last time
you couldn’t find your computer?) and is
always right in front of you.

Creating tasks and to-do items in Outlook
is almost easier than writing them on
paper. In this chapter, you will learn skills
like how to create a task or to-do item,
view them in different ways, mark a task
as complete once it’s finished, assign and
forward tasks. You will also learn how to
create a recurring task that appears at a
specified interval, such as a reminder to
get a weekly report in to your boss.
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Adding a Task

Recording your tasks makes them easier to remember and
manage. Outlook tasks provide a great way to organize
what you need to get done.

In Outlook, you can create a task item that you can track
until completion, or you can create a to-do item. A to-do
item is an e-mail message or contact that has been flagged
for follow-up. All these items appear in the To-Do List. In
this lesson, we’ll look at how to add a task or create a to-
do item from a message or contact.

Add a task

1. Click the Tasks button in the Navigation Pane.
The To-Do List appears in Tasks.

@ Tip: To view a list of tasks only—instead of all
to-do items—select the Tasks folder in the My
Tasks area of the Navigation Pane. The Tasks list
appears.

2. Click the Home tab on the Ribbon and click the New
Task button in the New group.

A Task item window appears.

3. Enter a subject and other information about the task.

The table to the right provides an overview of the
fields available in the task item window.

You can add detail about the task in the text area.

4. Enter task details in the text area.

@ Tip: Click the Details button in the Show group
on the Ribbon to access the Details page. Here
you can enter secondary information about the
task.

5. Click the Task tab on the Ribbon and click the Save
& Close button in the Actions group.

The task is added to your list.

Other Ways to Add a Task:

Double-click in an open area of the Tasks list or
the To-Do List to display a Task item window. Or,
click in the Click here to add a new Task text
box in the Tasks list or the To-Do List and type a
subject for the task. Or, double-click in the Tasks
area of the Calendar. Or, click in the Type a new
task box in the To-Do Bar and enter a task
subject.

1 Exercise
e Exercise File: None required.

« Exercise: Add a new task with the subject “New
Marketing Plan”. Enter today as the start date and make the
due date a week later. Select In Progress as the status and
enter this description in the text area: “Develop guidelines
for first phase of new marketing plan.”

Select an e-mail in your Inbox and flag it for follow-up.

View the new task and the flagged e-mail in the To-Do List.

~ M
2| e T Untitled - Task e e

Figure 9-1: A new Task item window.

Table 9-1: Task Item Window Fields

Start date Specifies the date when the task will appear
in the Tasks list as a reminder.

Due date Specifies the when the task must be
completed.

Status Specifies the status of the task: Not Started,
In Progress, Completed, Waiting on
Someone else, or Deferred.

Priority Specifies the importance level of the task:

Low, Normal, or High.

% Complete Specifies the percentage of the task that is

finished.
Reminder Displays a reminder for the item.
Owner Specifies the name of the person who

created the task. If the task is sent to another
person, that person becomes the owner of
the task.
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Create a to-do item

A to-do item is any Outlook item, such as a task, e-mail,
or contact, that has been flagged for follow-up. Tasks are

automatically flagged as to-do items when you create Search Inbox (Ctrl+E)
them, while you must flag e-mails and contacts yourself. Arrange By: Date (Conversations)| Newest on top
e Right-click an e-mail message or contact, point to 4 Tuesday
FO"OW-Up, and select a fO”OW-Up ﬂag ~4 Should we get the meeting catered? Ad
Jared Stein Tue 5:42 PM

The item is marked for follow-up, as shown in the
example to the right, and will appear in Tasks, as

. )
shown in the example below. Last Week

. . ¥ Halloween Party Planning
You can select follow-up flags of varying time Melissa Peterson Wed 9/22
periods, such as Today, Tomorrow, or This Week.

Other Ways to Create a To-Do Item:

In the Inbox, click an e-mail’s flag icon. Or, add a
task (a task is automatically flagged as a to-do
item).

@ Tips

v" Flagging an e-mail message or contact creates a
to-do item, but doesn’t create a new task. Because
the to-do item is still an e-mail message or contact
after being flagged, you can’t assign it as a task to
someone else or track its progress or percentage
of completeness.

Figure 9-2: An e-mail message flagged for follow-up.

= Tasks - jstein@customguide.com - Microsoft Qutlook —HEy X
Home Send / Receive Folder View [ @
2 New Task = Find a Contact ~
. % 4 v \"% ‘j N
& New E-mail - G Address Book
—_ Follow Change
% New fems - Up - View *
MNew Delete Respond Manage Task Current View Actions Tags Find
<
o My Tasks Search Tasks (Ctrl+E) L2 <
¥ To-Do List [} Subject Due Date Categories g 5
i g
2 Tasks Click here to add a new Task 4
& [0 Research marketing materials MNone v é
& [ Write new hire training materials MNone v 3
&
o
=
B
. 3
Tasks and To-Do items El
3
&
Ad
g
)
B
o
oy
3
=4 Mail
i Calendar
85| Contacts
] Tasks
WO ET
Items: 2 | All folders are up to date. (%] Connected to Microsoft Exchange | [ E 100%

Figure 9-3: The To-Do List in Tasks.
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Changing Task Views

In Outlook 2010 you can view tasks and to-do items in
several different places: in Tasks (using the To-Do List or
Tasks list), in the To-Do Bar, and in the Daily Task List in
Calendar.

View tasks in Tasks

The main place to keep track of tasks and to-do items is in
the Tasks area.

1. Click the Tasks button in the Navigation Pane.

The To-Do List appears in Tasks. Here you can see
all your tasks and flagged to-do items.

& Tip: When you first open Tasks, the To-Do List
appears, showing all your tasks and to-do items,
such as e-mails flagged for follow-up. To display
task items only—without e-mails or contacts
marked for follow-up—select the Tasks folder in
the My Tasks area of the Navigation Pane. This
makes the Tasks list appear.

You can see the To-Do List or Tasks list using several
different views.

2. Click the Home tab on the Ribbon and click the
Change View button in the Current View group.

The table to the right, Current View Options in Tasks,
provides an overview of the views available in Tasks.

Other Ways to Change Views:
Click the View tab on the Ribbon and click the
Change View button in the Current View group.

3. Select the view you want to use.

The To-Do List or Tasks list appears in the desired
view.

4. Double-click a task to view it.
@ Tips

v In Tasks, you can use the Instant Search feature to
find tasks and to-do items. Simply enter search
keywords in the Search Tasks box at the top of the
Tasks list screen or in the Search To-Do List box at
the top of the To-Do List screen.

1 Exercise
e Exercise File: None required.

* Exercise: View tasks in the To-Do List and the Tasks list
in Tasks.

View tasks in the expanded (Normal) To-Do Bar.

View tasks in the Calendar.

Table 9-2: Current View Options in Tasks

Detailed Displays many details about each task,
including color category and percentage
complete.

Simple List Displays a few details so you can see your
tasks at a quick glance. The In Folder
column tells you whether the to-do item is a
flagged e-mail item or a task.

To-Do List Displays all tasks and to-do items with very
little detail. Also displays Reading Pane.

Prioritized Displays all tasks in order of priority in a
list

Active Displays tasks that are incomplete
(including overdue ones) in a list.

Completed Lists all tasks that have been marked
complete.

Today Displays a list of all tasks due today.

Next 7 Days Displays tasks that are due in the next seven
days in a list.

Overdue Displays tasks that are overdue in a list.

Assigned Shows only the tasks that have been
assigned to others, sorted by the task
owner's name and due date.

Server Tasks Displays a lists of tasks stored on the server.

Use the Instant
Search feature
to find tasks and
to-do items

Search To-Do List (Ctrl+E)

Arrange By: Flag: Due Date|Today on top

Create a new Type a new task

task by typing
here s ¥ NoDate

= Write new hire training materials A d
Task item ——— [ Research marketing materials \d
E-mail to-do 4 Sample Chapters \d
item

Figure 9-4: The To-Do List in Simple List view.
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View tasks in the To-Do Bar

You can also keep tabs on your tasks and to-do items
using the To-Do Bar.

@ Tips
v The To-Do bar should appear by default in minimized
form in Tasks. If you don’t see it, click the View tab

on the Ribbon, click the To Do Bar button in the
Layout group, and select Normal from the list.

1. If necessary, click the Expand the To-Do Bar
button, located at the top of the To-Do Bar.

The expanded To-Do Bar appears on the right side of
the screen. At the bottom of the To-Do Bar, below the
calendar and appointments, you can see all your tasks
and flagged to-do items.

@ Tip: To minimize the To-Do Bar, click the
Minimize the To-Do Bar button. To hide it, click
the View tab on the Ribbon, click the To Do Bar
button in the Layout group, and select Off from
the list.

2. Double-click a task to view it.

View tasks in Calendar

You can also access your tasks in the Daily Task List in
Calendar.

1. Click the Calendar button in the Navigation Pane.

The Calendar appears. In Day and Week views, you
can see a Tasks area beneath the calendar. Here you
can view and work with tasks and to-do items.

2. Double-click a task to view it.

Normal view

>
4 Qctober 2010

~

SuMo Tuwe Th Fr Sa =
2 g
3 4 56 7 8 9 -E
10 11 12 13 14 15 16 3
17 18 19 20 21 22 23 ‘E
24 25 26 27 28 29 30 %
31 B
=
3
o
=1
)
Mo upcoming appointments.
A d
g
o
tT
“
Arrange By: Flag: Du...| o
_|
Type a new task &
&
4 ¥ No Date
Write new hir... ) o
TaSKS.and Research ma... v
to-do items ——
Ad

Sample Chap...

Figure 9-5: The To-Do Bar in Minimized and Normal
views.

4 v QOctober 04 - 08, 2010

rosoft Outlook

a2 s Calendar - psteinBcustomguide.com - Micr

4 Monday § Toesday 6 Wednesday 7 Thursday 8  friday

Tasks

Tasks and to-do items.

| __Tasks can only be viewed
in Day, Work Week, or
Week views.

R 0 ‘This fokder is up to date.

Connected to Microsoft Exchange | I |&H BE O 200% (-

Figure 9-6: Viewing Tasks in Calendar.
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Sorting Tasks

Figuring out where to start on your task list can be
difficult. Use Outlook’s sorting options to put your list in
order. You’ll soon be on your way to completing your to-
do list!
1. Click the Tasks button in the Navigation Pane.
The To-Do List appears in Tasks. Here you can see
all your tasks and flagged to-do items.
2. Click the View tab on the Ribbon.

There are several options to arrange your tasks. See
the Arrangement Options table below for more
information on each arrangement.

3. Select an arrangement from the Arrangement group.

The arrangement is applied.

Table 9-3: Arrangement Options

Categories Arranges tasks by assigned categories.

Start Date Arranges tasks by the date which they
were to have been started.

Due Date Avrranges tasks by the date which they
are due.

Folder Avrranges tasks by the folder in which
they are stored.

Type Arranges tasks by type.

Importance Arranges tasks by priority.

Assignment Arranges tasks by assignment.

Modified Date Arranges tasks by the date which the

task was last edited.

L1 Exercise

e Exercise File: None required.

» Exercise: Arrange tasks by Due Date.

To-Do List - jstein@customguide.com - Microsoft Outlook

Amrange| —
ay- |*°F 3

My Tasks % (Ct 3
e Y sta vate A Write new hire traiming mar ¢
¥ To-Do List aq: Due Date| Taday on tag Hone =
& Tasks 2o . Mot Started =
Jared Stein 2
Date i
g
ew hirg traming materials A d H
th marketng materals A4 =
Chapters A4 -E
t Week E
re Training ¥ w
A Travel arcangements Y
A Marketing Proposal X b d
g
i
<
o
'y
"
3 Mail
5] Calendar
A.| Contacts |
] Tasks
J @@ |
Fier appled All folders are up to date. |4 Connected to Microsoft Exchange | [0 B 100% (=

Figure 9-7: Use the arrangement options to sort your

tasks.
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Updating a Task

Once you’ve created a task, you can edit or update it to
show your progress. You can even send a status report to
others.

Update a task

1. Click the Tasks button in the Navigation Pane.
The To-Do List appears.

2. Double-click the task that you want to update.

Here in the Task item window you can make changes
to the task. You can do things like change the start or
due date, select a new status or priority, or update the
% Complete.

3. Enter updated percentage of completion information,
or other information, as desired.

@ Tip: Remember, you can only enter start and
completion dates and percentage of completion
information in Task items—not in e-mail
messages or contacts flagged as to-do items.

4. Click the Task tab on the Ribbon and click the Save
& Close button in the Actions group.
The task is updated.

Send a status report
You can send an e-mail to inform someone else of the
progress you’re making on a task.
1. Click the Tasks button in the Navigation Pane.
The To-Do List appears.
2. Double-click the task you want to work with.
The Task item window appears.
3. Click the Task tab on the Ribbon and click the Send
Status Report button in the Manage Task group.

An e-mail message containing a report about the task
item appears. It includes the start and due dates,
current status, % Complete, the Date completed (if it
has been completed), and the number of hours spent
on the task.

4. Enter arecipient in the To box, type a message, and
click the Send button.

The message is sent.

1 Exercise

» Exercise File: Create a task with the subject “New
Marketing Plan” if one was not previously created. Enter
today as the start date and make the due date a week later.
Select In Progress as the status and enter this description in
the text area: “Develop guidelines for first phase of new
marketing plan.”

« Exercise: Open the New Marketing Plan task. Change the
Status to “Waiting on someone else”.

E-mail yourself a status report about the task.

b by

o v sendastatus
v -

report
Mark  Assign Send Status
Complete Task Report

Manage Task

| d + 7|5 Sorting Mail - Task =HEN X

Task Insert Format Text Review
HX 38 = v & O -

Save & Delete Forward OneMNote —Show Mark  Assign Send Status | Recurrence | Tags

Close Complete Task Report
Actions Manage Task Recurrence Zoom

5
[}

Subject: Sorting Mail

Start date: MNone ~ | Status: Not Started -

Due date: None ~ | Priority: | Normal - % Complete: |0%
I:‘Remmder: None None iz Owner: Elizabeth Bertran

iz

Figure 9-8: Updating a task in the Task’s item window.
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Creating a Recurring Task

If you have a task that you do on a regular basis you can
create a recurring task that automatically repeats.

1. Click the Tasks button in the Navigation Pane.
2. Click the Home tab on the Ribbon and click the New
Task button in the New group.

A Task item window appears.
3. Enter the task information.

4. Click the Task tab on the Ribbon and click the
Recurrence button in the Recurrence group.

The Task Recurrence dialog box appears.

In the “Recurrence pattern” area, you tell Outlook
when and how often the task recurs. You have several
choices here:

o Daily: Tasks that recur every day or every work
day.

o Weekly: Tasks that recur on the same day(s) of
the week, such as a report due every Friday or a
payroll due every other Thursday.

e Monthly: Tasks that recur on every month, such
as an inventory audit that occurs on the 5th of
every month

o Yearly: Tasks that recur annually, such as tax
filing days.
5. Select a recurrence pattern.
The options to the right will change based on whether
you selected Daily, Weekly, Monthly, or Yearly.

6. Select additional recurrence options from the options
that appear, then set the start and end date in the
“Range of recurrence” area.

7. Click OK.
@ Tips

v To stop the task from recurring, open the task, click
the Recurrence button in the Recurrence group on
the Ribbon, and select Remove Recurrence.

v To skip just the current occurrence of a recurring
task, open the task and click the Skip Recurrence
button in the Recurrence group on the Ribbon.

v If you set a reminder for a recurring task, you will be
reminded again every time the task recurs.

1 Exercise
e Exercise File: None required.

« Exercise: Create a new task with “Write newsletter” as the
subject and set it to recur every second Friday of the month.
You can leave the Range of recurrence settings alone.

Set a recurring
pattern for the task.

EIE] = Untitled - Task = |E -
Task Insert Format Text Review @ @
y 5 -y
N @ B L O v
H X o § v 8 - o
save & Delete Forward OneMote | Show Mark  Assign Send Status | Recurrence = Tags
Close M Complete Task Report M
Actions Manage Task Recurrence Zoom
Subject:
Start date: None ~ | Status: Mot Started -
Due date: None ~ | Priority: |Normal ~ | % Complete: (0% =
[ reminder: None None s Owner: Elizabeth Bertran

iz)

Figure 9-9: Setting up a task to recur.

=

Task Recurrence

Recurrence pattern

Daily @ Recur every |1 week(s) on

@) Weekly

Sunday Monday v | Tuesday Wednesday

Monthly

Thursday Friday Saturday

Yearly Regenerate new task |1

week(s) after each task is completed
Range of recurrence

Start: | Tue 10/5/2010

E @ No end date

End after: 10 occurrences

End by: Tue 12/7/2010 E

] | Cancel

Figure 9-10: The Task Recurrence dialog box.
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Attaching an Item to a Task

You can attach an Outlook item—such as an e-mail or
contact—or another file to a task in Outlook.

Attach an Outlook item

1.

Open a task item.

The Task item window appears.

Click the Insert tab on the Ribbon.

The Insert tab commands appear.

Click the Outlook Item button in the Include group.

The Insert Item dialog box appears. Here you can
browse for items in all Outlook folders. You can
attach mail messages, contacts, calendar items, or
even other task items.

Select a folder in the Look in list, then select an item
from that folder in the Items: list.

You can also select whether you want to insert the
item as an attachment or text only.

Select an “Insert as” option and click OK.

The item is inserted into the task item.

@ Tip: You can also attach an electronic business
card to the task. In the Task item window, click
the Business Card button in the Include group on
the Ribbon and select someone’s business card.

Click the Task tab on the Ribbon and click the Save
& Close button in the Actions group.

The task is saved with the item attached.

Attach afile

You can also attach other types of files to a task.

1.

Open a task item.

The Task item window appears.

Click the Insert tab on the Ribbon.

The Insert tab commands appear.

Click the Attach File button in the Include group.

The Insert File dialog box appears.

1 Exercise

« Exercise File: Marketing Plan.docx and a task with the
subject “New Marketing Plan”.

« Exercise: Send yourself an e-mail with the subject “Plan

update”.

Attach the “Plan update” e-mail to the New Marketing Plan
task. Then attach the Marketing Plan.docx file to the task.

Attach Attach an

afile  Outlook item
|
3 |a Untitled - Task = | 5] j-i
[: Task Insert Format Text Review @ Q
z &, Hyperlink 4 Q

IENEEEL

il 4 Bookmark
Attach Outlook Table | Picture Clip Shapes . Text | Symbals
Fle  Item at - BT - o
Include Tables Tlustrations Links
Subject:
Start date: None ~ | Status: Not Started -
Due date: None ~ | Priority: | Mormal hd % Complete: |0% :
|:| Reminder: None None 2 Owner: Elizabeth Bertran
iz
-
-
Figure 9-11: A new Task item window with the Insert tab
displayed.
Insert Item &J
Look in:
4 [= Mailbox - Elizabeth Bertrand & OK
> |3 Inbox N —
L2 Drafts 3 Eapel
3 Sent Items Insert as
> 21 Deleted Items (566) %) Text only
izl Calendar @) Attachment
> 84 Contacts
M 1ournal =
Ttems:
1 (|| From | Subject Received Categories

4 Date: Today
~& U Yeseni..
~& 10 Yeseni.
% 10 Yeseni..

AEF Jared ..

Re: Ordering Paper
Re: Ordering Paper
. Re: Ordering Paper
Task Request: Marketing Plan Revisions
“:‘aj Elizab... Task Request: Revise Marketing Plan

Tue 10/5/20...
Tue 10/5/20...
Tue 10/5/20...
Tue 10/5/20..
Tue 10/5/20...

ml s

Figure 9-12: The Insert Iltem dialog box.
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4. Browse to the file you want to attach and select it.

5. Click the Insert button.
The file is attached to the task.

6. Click the Task tab on the Ribbon and click the Save
& Close button in the Actions group.
The task is saved with the file attached.
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Assigning a Task

Besides creating tasks for yourself, you can assign a task
to someone else. A task request is sent by e-mail, and the
recipient can accept or decline it.

Assign atask

1. Click the Tasks button in the Navigation Pane.
The To-Do list appears.

2. Click the Home tab on the Ribbon and click the New
Items button list arrow in the New group.

A list of options appears.

3. Select Task Request.

A Task window appears.

4. Enter the desired task information.

Be sure you enter at least the assignee’s e-mail
address in the To box and a description of the task in
the Subject box.

5. Make sure the Keep an updated copy of this task
on my task list and Send me a status report when
this task is complete check boxes are selected.

Outlook will display the assigned task on your own
task list so you can keep tabs on it, and you will be
notified when the task is completed.

6. When you are finished entering task information,
click the Send button.

The task is sent, and a copy appears in your Sent
Items folder.

@ Tips

¥v" You can also pass along a task that you’ve previously
created or been assigned. Open the task and click the
Assign Task button in the Manage Task group on the
Ribbon. Enter the new assignee’s e-mail address and
send.

Accept or decline an assigned task

If you receive a task request, you need to accept or
decline the task.

1. Click the Mail button in the Navigation Pane.

The Inbox appears. Task requests are indicated by an

h:"ﬂjicon.

1 Exercise
e Exercise File: None required.

e Exercise: Create a new task request with the subject “This
is a test” and send it to a coworker (make sure you keep a
copy in your task list).

Forward that task to yourself.

& - = Untitled - Task

Task Insert Format Text Review

H x @ - ”;"fy 5@ O ¥

Save & Delete OneNote = Show Cancel Address Check  Recurrence | Tags
Close M Assignment | Book Names M
Actions Manage Task MNames Recurrence Zoom
To..
=
Send ubject:
Start date: | None *  Status: Mot Started -
Due date: Naone v | Priority: | Normal v | % Complete: |0%

Keep an updated copy of this task on my task list
Send me a status report when this task is complete

Figure 9-13: Assigning a task using a task request.

Search Inbox (Ctrl+E) jul

Arrange By: Date (Conversations)

4 Today

h:‘gj Marketing Plan Revisions

Jared Stein 12:42 PM

Figure 9-14: Atask request in the Inbox.
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2. Double-click the task request.
The message window opens.

Other Ways to Accept or Decline a Task:

If the Reading Pane is displayed, you can select
the message in the Inbox and then click Accept or
Decline in the Reading Pane.

3. Click the Task tab on the Ribbon and click Accept or
Decline in the Respond group.

A message appears, asking if you want to edit the
response that will be sent to the person who assigned
you the task.

4. Select how you would like to respond to the task
request and click OK.

If you accept a task, it is moved to your Tasks folder.
If you decline a task, it is moved to your Deleted
Items folder. Either way, an e-mail is sent to the
person who assigned the task informing him or her of

Accept  Decline
the task the task
& | + ¥ = Marfeting Pjan Revisions - Task = (5 [
Task o @
7 N B & Reply W A
X8 o v X2 B v 8
- eply Al
Save & Delete OneNote = Show | Accept Decline o Assign Send Status | Tags | Zoom
Close M = Forward | Task  Report

Actions Respond Manage Task

@ Due in 3 days.

Assigned by Jared Stein on 10/5/2010 12:42 PM.
Subject:  Marketing Plan Revisions
Due date: Starts on 10/5/2010, due on 10/8/2010
Status: Not Started Priority: Normal
Owner: Elizabeth Bertrand

% Complete: 0%

Zoom

your action. G
@ Tips
v Once you mark the task’s status as Complete, an e-

mail will be sent to the person who assigned the task,

notifying him or her of the task’s completion.
Forward a task

. Fi -15: A i lini k .

If you just want to send a copy of a task to someone igure 9-15: Accepting or declining a task request
without assigning it to that person, you can forward the
task.
1. Click the Tasks button in the Navigation Pane.

The To-Do List appears.
2. Right-click the task you want to forward and select

Forward from the contextual menu.

An e-mail message appears with the task included as

an e-mail attachment
3. Enter the e-mail address of the person you want to

send the task to and click the Send button.

The task is sent.
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Printing Tasks

You can print a list of your tasks or just individual tasks.
Print a task list

1. Click the Tasks button in the Navigation Pane.

Whichever list is visible will be the one that is
printed. If you want only tasks to be printed, make
sure the Tasks list is displayed. If you’d rather print
all your to-do items, make sure the To-Do List is
displayed.

@ Tip: To print selected tasks from the list, press
and hold the <Ctrl> key while you select the
items you want to print.

2. Click the File tab on the Ribbon and select Print.

Options for printing your Tasks appear.

Other Ways to Print:
Press <Ctrl> + <P>,
3. Click the Print button.
The list prints.

@ Tip: Only Table Style is available for printing
tasks. The exceptions are the Active and
Assigned views, which also have Memo Style.

@ Tip: You can select additional printing options in
the Print dialog box. Click the Print Options
button to open the Print dialog box.

Print a task item

1. Click the Tasks button in the Navigation Pane.
The To-Do List appears.

2. Double-click the task you want to print.

The Task item window appears.

3. Click the File tab on the Ribbon and select Print.
Options for printing your Tasks appear.
Other Ways to Print:
Press <Ctrl> + <P>.
4. Click the Print button.
The task prints.

@ Tip: You can select additional printing options in
the Print dialog box. Click the Print Options
button to open the Print dialog box.

1 Exercise
e Exercise File: None required.
e Exercise: Print your entire To-Do List.

Open one task of your choice and print it.

] To-Do List - Maslbox - Elizabeth Bertrand - Microsoft Qutiook

Printer

at Options

Settings

Table Style

Figure 9-16: Click the File tab on the Ribbon and select
Print to preview and print tasks.
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Completing a Task

Whether you’ve completed a task, given up on it, or are
otherwise through with it, at some point you’re going to
want to clear some tasks off your list. In this lesson, we’ll
look at how to go about completing, clearing, and deleting
tasks.

Mark as complete

You can mark tasks and to-do items as complete once
you’re done with them.

1.

Click the Tasks button in the Navigation Pane.
The To-Do List appears.

& Tip: To make it easy to mark a task as complete in
the To-Do List, click the Home tab on the Ribbon,
click the Change View button in the Current
View group, and select Simple List.

In Simple List view, click the Complete check box
next to the completed task.

The task appears with a line through it to let you
know it is complete.

Other Ways to Mark a Task as Complete:
Right-click a task anywhere it’s displayed and
select Mark Complete from the contextual menu.
Or, click the item’s flag. Or, open the task’s item
window, click the Status list arrow, and select
Completed or enter 100% in the % Complete
box.

Clear a follow-up flag

You can remove to-do items that are not tasks—such as e-
mail messages marked with a flag for follow-up—from
the To-Do List by clearing the item’s flag.

Right-click the to-do item and select Follow Up —
Clear Flag from the contextual menu.

The item is no longer flagged and is not included on
To-Do List.

@ Tips

v

v

You can clear a to-do item’s follow-up flag anywhere
it is displayed—in the To-Do List, To-Do Bar,
Calendar, or even in the Inbox if it is an e-mail.

What’s the difference between clearing a flag and
marking it as complete? Marking a to-do item as
complete is better for your records because it still
appears in the to-do list. By clearing a flag, it’s as
though the item was never flagged, which may cause
confusion in the future.

L1 Exercise

e Exercise File: None required.

e Exercise: Create a new task with the subject “Quick
Project”, then mark it as complete in the To-Do List.

Send yourself an e-mail with the subject “Flagged” and flag
it for follow-up in the Inbox. Then go into Tasks and clear
the flag on the “Flagged” to-do item.

Mark a task as complete.

0

2

Task Subject

Click here to add a new T...

. J [ Research marketing mate...

—4 [T Sample Chapters

Figure 9-17: Marking a task as complete in the To-Do List
in Simple List view.
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Delete a task

You can also delete a task whether it’s completed or not.

1. Select the task.

You can select the task in the To-Do List, Task list,
To-Do Bar, or Calendar.

2. Click the Home tab on the Ribbon and click the
Delete button in the Delete group.

The task is deleted.

Other Ways to Delete a Task:
Select the task and press <Delete>.

& Trap: If you try to delete an e-mail that has been
flagged as a to-do item, you will see a message
warning you that the e-mail will also be deleted
from the Inbox.
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Quiz Questions

97. You can add a new task in all of the following places except the
A. To-Do Bar
B. To-Do List
C. Tasks list
D. New Task Pane

98. Which of the following types of items can be a to-do item?
A. Contact item
B. E-mail message item
C. Task item
D. All of the above.

99.  Which of the following is NOT a place you can view tasks in Outlook?
A. Tasks
B. Calendar
C. To-Do dialog box
D. To-Do Bar

100. Which of the following is not an arrangement option for Tasks?
A. Categories
B. Start Date
C. Creator
D. Type

101. Once you create a task, you cannot update it. (True or False?)

102. Which of the following is not a recurrence pattern option?
A. Daily
B. Hourly
C. Weekly
D. Monthly

103. To attach an item or file to a task, use the commands on the tab in the task's item window.
A. Insert
B. Attach
C. ltem
D. File

104. Assigning a task and forwarding a task are the same thing. (True or False?)

105. You can print a list of tasks, but not an individual task. (True or False?)
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106. When you mark a task as Complete, a line appears through the task. (True or False?)

Quiz Answers

97. D. Thereisn't a New Task Pane, so you can't add a task there.

98. D. All of these items can be to-do items. Tasks are to-do items by default, while the others must be flagged for follow-
up.

99. C. Youcan’t view tasks in a To-Do dialog box

100. C. Creator is not an arrangement option for Tasks.

101. False. You can always update a task.

102. B. Hourly is not a recurrence option.

103. A. Use the commands on the Insert tab to attach an item or file to a task.
104. False. When you forward a task you are not assigning it.

105. False. You can print either a task list or an individual task.

106. True. When you mark a task as Complete, a line appears through the task.
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Changing Journal VIewsS..........cccccvveeeeeeeiiiinnns 186
Change time scale..........ccccccevveeeeiiinnnns 186
Change VIEWS .......ccoveeeeiiiciiiiiieeee e 186
Working with Notes ........ccccccvveei i, 188
ViIieW NOES......uuiiiciccccrccceecee e, 188
Create aNOte......ccoeveeevieeiiiiiiiiiiiiieiiieieens 188
OpPEN A NOLE ...t 188
Print @ note ..o, 188
Delete a NOte .....coveeeviiiiiiiiiiieeeee, 189

You can use Outlook’s Journal to keep a
log of your important daily activities.
Then, when you’re famous, future
historians and students will look back and
read about your exciting daily activities at
the office!

In a nutshell, there are two ways to track
events in the Journal:

Manually: You can manually create a
journal entry, just like you would create
an e-mail or task. Manually created
journal entries can be about any type of
activity you can think of: phone calls,
meetings, important conversations, faxes,
etc.

Automatically: Outlook can
automatically record certain activities and
relate them to a particular contact. For
example, you could configure the Journal
to automatically track any e-mails sent to
or received from Bob Smith.

You will learn how to create and work
with journal entries using both of these
methods in this chapter. You will also
learn how to attach a file to a journal
entry, how to use the Journal with the
Contacts list to perform basic contact
management, and how to display the
Journal using the available preset views.
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Displaying the Journal

The Journal is a tool for recording your actions. The
Journal can track Outlook items like e-mail, Microsoft
Office files like Word documents or Excel spreadsheets,
and interactions outside your computer—such as phone
calls and postal mail. You can even track your interactions
with your contacts. Journal entries can be created either
automatically or manually.

The Journal normally displays its information on a
timeline. A timeline makes it easy to view the
chronological order of your activities. For example,
perhaps you can’t find an Excel spreadsheet that you
worked on last week. You could use Outlook’s Journal to
view everything you’ve worked on in Microsoft Excel
during the past week to find the spreadsheet.

Add the Journal to the Navigation Pane

By default, the Journal button is not displayed in the
Navigation Pane, so you need to add it.

o Click the Configure buttons button in the
Navigation Pane and select Add or Remove Buttons
— Journal from the list.

The Journal button appears at the bottom of the
Navigation Pane.

Display the Journal

1. Click the Journal button in the Navigation Pane.

Other Ways to Display the Journal:
Press <Ctrl> + <8>.

A message appears, asking if you want to turn on the
Journal’s automatic tracking features. You can turn
these on later if you decide to.

2. Select the Please do not show me this dialog again
check box and click No.

The Journal is displayed as a timeline. Use the scroll
bars to navigate Journal.

@ Tips

v The Journal normally displays its information in a
grouped view, meaning items are organized into
groups that you can then expand or collapse to
display or hide the items they contain. Use the |+
expand and [=! collapse buttons to expand or collapse
the groups.

1 Exercise
e Exercise File: None required.

e Exercise: Add the Journal to the Navigation Pane and
display the Journal.

—4 Mail
j Calendar
|&Z| Contacts
ﬁ Tasks
J Notes
| Folder List
@ -

4  Show More Buttons

Items: 60 | All folders are up to date.  [% C
¥  Show Fewer Buttons

Mail
Mavigation Pane Options...
Calendar

Add or Remove Buttons L4
Contacts
Tasks
Notes
Folder List

Shortcuts

Journal h

Figure 10-1: Adding the Journal to the Navigation Pane.
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Figure 10-2: The Journal displayed in Outlook.
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Creating a Journal Entry
Manually

In this lesson, we’ll look at how to manually create an
entry in the Journal. You can manually create journal
entries to record your phone calls, meetings, and work on
documents.

1. Click the Journal button in the Navigation Pane.

The Journal appears.

2. Click the Home tab on the Ribbon and click the
Journal Entry button in the New group.

A new journal entry window appears.

Other Ways to Create a Journal Entry
Manually:

In any Outlook module, click the Home tab on the
Ribbon and click the New Item button in the New
group. Select More Items and then select
Journal Entry.

3. Enter the subject in the Subject box.

Next you need to select an entry type. You can
choose from different Outlook items like a task or
meeting, a Word document, or a phone call.

4. Click the Entry type list arrow and select an entry
type.

5. Enter a start time and duration, descriptive text, and
other information, as desired.

6. Select additional options in the Tags group on the
Ribbon.

These options include:

e Categorize: Click the Categorize button to apply
a color category to the journal entry.

e Private: Click the Private button to hide the
details of the entry from others.

Once you’ve entered all the information you want,
you can save and close the entry.

7. Click the Save & Close button in the Actions group
on the Ribbon.

Other Ways to Create a Journal Entry:

Find the file on your computer that you want to
record and drag the file to the Journal button in
the Navigation Pane. Select the journal entry
options you want to use.

1 Exercise
« Exercise File: Marketing Plan.docx.

« Exercise: Create a new journal entry and enter “Marketing
plan” in the Subject box. Select Microsoft Word as the entry
type, select 4:00 PM as the start time, and make the
Duration 30 minutes. Enter “Created rough draft of new
marketing plan” in the text area.

Attach the Marketing Plan.docx file from your Practice
folder.

Save and close the journal entry.

M d |= Untitled - Journal Entry o
Journal Entry Tnsert Format Test  Review s @
1 & W n (g8 @e
H @ X & aE @ B %
Save & Forward Delete Start Categorize Private | Address Check
Close Timer - Book MNames
Actions Timer Tags Names Zoom
Subject: |
Entry type: | Phone call ~ | company:
Start time: Thu 11/4/2010 v | |u52PM ~ | Duration: |0 minutes -
Ea
a

Figure 10-3: A new journal entry window.
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& Tips

v To record the amount of time spent on an event, click
the Start Timer button in the Timer group on the
Ribbon, open a document associated with the entry,
and when you’re done working on the document,
click Pause Timer. The Journal records the time you
spent working on it.

v" Use the commands in the Include group on the Insert
tab to attach files, Outlook items, or a business card
to the journal entry.
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Creating a Journal Entry
Automatically

Another way to create a journal entry is to do nothing.
That’s right—Outlook’s Journal can automatically record
information about any file you create, edit, or print from
any Office application. The Journal can also automatically
track e-mail messages, meeting requests and responses,
and task requests and responses to the contacts you
specify.

Before you can use Outlook’s automatic Journal recording

features, you have to turn them on.

1. Click the File tab on the Ribbon and select Options.
The Outlook Options dialog box appears.

2. Click the Notes and Journal tab.

Options to change settings for Notes and the Journal
appear.

3. Click the Journal Options button.

The Journal Options dialog box appears. Here you
can select the types of Outlook items and Office files
you want to track automatically.

First you need to select the types of Outlook items—
such as e-mail messages, meeting requests, etc.—that
you want to track.

4. Select the types of Outlook items you want to record
in the “Automatically record these items” list.

Now, select the contacts for whom you want to record
these items.

5. Select the desired contacts in the “For these contacts”
list.

Next, select which types of Office files you want to
track.

6. Select file types in the “Also record files from” list.

@ Tip: In the Journal Options dialog box, you can
also indicate what you want to happen when you
double-click a journal entry: Open the journal
entry or Open the item referred to by the journal
entry. Select the option you prefer.

7. Click OK, then click OK again.

The Journal Options dialog box closes, followed by
the Options dialog box.

1 Exercise
e Exercise File: None required.

e Exercise: Set up the Journal to automatically record e-
mails associated with one of your coworkers.

Also set up the Journal to record your work on Microsoft
Word files.

Click here to view the Journal Options dialog box,
where you can turn on automatic journal entries.

= S
Outloak Options bl 7 dH

ol
Change the settings for Notes and the Journal

Notes options
Defauk galar, lg®,
fault iz Medum | v
Default gize ul

font... 11 pt. Calibri

¥ Show date and time that the Mate was Last modified

Journal options

J| Change the settings for recording when Outlook dems

. purnal Options...
and cther Microsoft Office programs are used !

oK Cancel

Figure 10-4: The Outlook Options dialog box.

Journal Options lﬁj
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jr__|| Automatically record these items:
¢

iE-mail Message HPS CD Project Files
Meeting cancellation CustomGuide
Meeting request Marketing Ideas
Meeting response Melissa Peterson
Task request & Sarah Rodems

For these contacts:

m

Also record files from: Double-clicking a journal entry:

Microsoft Office Access
Microsoft Office Excel
Microsoft PowerPoint
Microsoft Project
Microsoft Waord

@ Opens the journal entry

Opens the item referred to by
the journal entry

‘ AutoArchive Journal Entries... |

[ 0K H Cancel |

Figure 10-5: The Journal Options dialog box.
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9 Tips

v Although Outlook’s Journal can automatically record
almost everything you do on your computer, many
people decide not to use the automatic recording
features. Why? Privacy. Many people find the idea of
Outlook keeping track of everything they work on—
including personal letters—a little disturbing. If other
people occasionally use your computer, you may
want to think twice before enabling all of the
Journal’s automatic recording features.
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Relating a Journal Entry to a
Contact

When you set up automatic journal entries, not only can

you select which contacts you want to track items for, but

you can also manually relate a contact to a journal entry.

Create a journal entry related to a Contact

When you create a journal entry, such as for a phone call,
you can choose to relate it to a particular contact.

L1 Exercise

Exercise File: None required.

Exercise: Create a new manual journal entry with this
information:

Subject: Marketing update call
Start time: 10:00 AM

Entry type: Phone call
Duration: 5 minutes

Associate the journal entry with one of your contacts.

Open the contact, show Activities, and view the journal
entry.

1. Click the Journal button in the Navigation Pane. 88) &GSl
g Open the M v
The Journal appears. Address Bookt0 | address Check
iy to  contact, | Bock  Names
2. Click the Home tab on the Ribbon and click the Y ' Narmes
Journal Entry button in the New group.
. . Figure 10-6: The Names group on the Journal Entry tab of
A new journal entry window appears. the Ribbon.
3. Enter the subject in the Subject box, select an Entry
type, and enter any other desired information.
Now you’re ready to relate the entry to a contact.
Select a name to associate with the journal entry.
4. Click the Address Book button in the Names group
on the Rlbbon Select Contacts &J
Look in:
The Select Contacts dialog box appears. 4 I3l Mailbox - Elizabeth Bertrahd -
> 3 Inbox =
5. Select a contact from the list at the bottom of the oo
dialog box. Click OK. - & Deleted Items (602)
i Calendar
The Select Contacts dialog box closes. In the journal > 2 Contacts i
entry window you won’t see any sign of the fact that o Joumal
you just associated the entry with the contact. [ | Filed As Job Tite Company B
&1 CD Admin CD Admin
6. Click the Save & Close button in the Actions group - o oemeReRE 3
on the R|bb0n 8  CD Instructions CD Instructions
8 CD Interesting CD Interesting
Other Ways to Relate a Journal Entry to a 81 CD Marketing Ideas €D Marketing Ideas
Contact a CD Project Files I
Set up the Journal to automatically record items e
related to a particular contact using the Journal
Options dialog box. Figure 10-7: The Select Contacts dialog box.
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View journal entries related to a contact

Once you associate a journal entry with a contact, either

manually or automatically, you can go into Contacts to

see the relationship.

1. Click the Contacts button in the Navigation Pane.
The Contacts list appears.

2. Double-click a contact that you have related to a
journal entry.
The contact’s item window appears.

3. Click the Contact tab on the Ribbon and click the
Activities button in the Show group.

Here you will see the related journal entry in the list
of activities. You will also see e-mails and
appointments related to the contact listed here.

You can filter out the other types of items and view
only the journal items.
4. Click the Show list arrow and select Journal.

Only journal items appear in the list of activities.

Showing Journal
activities only.

Ajournal entry
associated with
this contact.

rE(N=| * ¥ = Melissa Peterson - Contact =HIEE X
Cantact Insert Format Text Review Add-Ins @ @
“ i x Igh save & New - B 424 E-mail 2@ -8‘5{.3-1 a B8 categorize ~ & '\‘:,
L 4 A x =
& Forward ~ B Meeting - ! ! ¥ Follow Up ~ =l
Save & Delete ] OneNot Show 2 More - Address Check | Business Picture = men Update
Close =l Unelote M g viare Book Mames Card M & Frivate
Actions Communicate Names Options Tags Update | Zoom
e lJuuma\ ‘]
[ | Type Start Subject Duration
There are no items to show in this view.
|:| Melissa Peterson |:| &

Figure 10-8: A Contact window displaying the Activities
page and showing Journal entries only.
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Opening, Modifying, and
Deleting a Journal Entry

Journal entries are easy to open, modify, move, or delete.

Go to Date

The Go to Date feature allows you to select the day you

want to display in the Journal. It is particularly useful if

your Journal contains hundreds of items over a long

period of time.

1. Click the Journal button in the Navigation Pane.
The Journal appears.

2. Click the Home tab on the Ribbon and click the
dialog box launcher in the Arrangement group.
The Go To Date dialog box appears.

3. Click the Date list arrow and select the date you want
to go to from the calendar.

4. Click OK.

The date you selected is displayed in the Journal.

Open and modify a journal entry

When you modify a journal entry, its associated item or

document is not affected. Likewise, when you modify an

item or document, related journal entries are unaffected.

1. Click the Journal button in the Navigation Pane.
The Journal appears. You may need to scroll down to
view all your entries for a particular day.

2. Double-click the journal entry you want to open.
The journal entry window appears. Here you can
modify the entry any way you want.

3. Make changes to the journal entry. Click Save &
Close when you’re finished.

The entry is updated accordingly.
Delete a journal entry

e  Select the journal entry you want to delete, click the
Home tab on the Ribbon, and click the Delete button
in the Delete group.

The entry is deleted.

Other Ways to Delete a Journal Entry:
Select the journal entry and press <Delete>.

1 Exercise
« Exercise File: Ajournal entry.

» Exercise: Open a journal entry and make a change to the
entry’s subject text. Save and close the entry.

Delete the journal entry.

( Go To Date - 2% - )
Date: Tue 11/9/2010 E
oK l | Cancel |

L .

Figure 10-9: The Go To Date dialog box.
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Changing Journal Views

Like many other Outlook tools, there are several ways to
view your Journal. You can also select the time period you
want to view—day, week, or month.

So which view is the best? That depends on the situation
and your own personal preference. Maybe you want to
view only those activities that have occurred during the
past week, or maybe you want to see a list of phone call-
type journal entries. Let’s look at the different views.

Change time scale

One way you can change what the Journal displays is by

changing which dates are displayed.

1. Click the Journal button in the Navigation Pane.
The Journal appears.

2. Click the Home tab on the Ribbon and click the time
scale button you want to use in the Arrangement

group.
The time scale changes. See Table 10-1: Time Scale
Buttons for a description of each time scale.

Change views

You can also alter the look of the Journal by using the

view options in the Current View group.

1. Click the Journal button in the Navigation Pane.
The Journal appears.

2. Click the Home tab on the Ribbon and select the

view you would like to use in the Current View group
on the Ribbon.

A list of options appears. Table 10-2: Journal Views
provides a description of different views.

Other Ways to Change a View:
Click the View tab on the Ribbon and click the
Change View button in the Current View group.

1 Exercise
e Exercise File: None required.

« Exercise: View the Journal in Day, Week, and then Month
time scales.

Try out the different views in the Current View group on the
Ribbon.

Table 10-1: Time Scale Buttons

% Select if you wish to view today’s journal entries.
Today Can select regardless of the time scale selected.
View one day at time.
Day
[

View one week at a time.

View one month a time.

Month
0| w &= Journal - Mailbox - Elizabeth Bertrand - Microsoft Outlook =l X
Home Send / Receive Folder View o @
EEI_—| = x y | == N Ny [ Find a Contact -
e e . i i
- ﬂ \; e $ — - (G Address Book
Journal  New Delete | phone Calls | Last7 Days | _| | Forward Move  Categorize
Entry Ttems * i - ©
New Delete Current View Actions Tags Find
4 My Journals Search Journal (Ctrl+E) » <
44 Journal Arrange By: Date Newest on top HH
& Journal 49 Sales--Widget Corporation Thu 11/4/2010 10:41 AM 3
& Journal 1 hour 2
&» Phone Interview--Josh--Admin Position  Thu 11/4/2010 10:41 AM g
15 minutes E
@
& Marketo Technical Support Mon 11/1/2010 10:40 AM E
15 minutes ?
v
g
3
(=4 Mail 2
w
. -
;_:I Calendar =
n
-3
8=| Contacts
Z Ll 0@
All folders are up to date. Connected to Microsoft Exchange | [T Ef

Figure 10-10: The Journal displayed in Phone Call view.
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Table 10-2: Journal Views

Timeline Displays journal entries in a timeline.

Entry List Displays all journal entries in a list.

Phone Calls Displays phone call-type journal entries in a list.
Last Seven Days Displays the most recent journal entries in a list.
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Working with Notes

Outlook’s Notes are the electronic equivalent of sticky
notes—but they won’t clutter up your desk. Notes are
handy when you need to create a quick note, such as the
directions to a meeting or a shipping address.

This lesson explains the quick and easy process of
creating and working with notes.

View Notes

e  Click the Notes button in the Navigation Pane.

Your notes appear.
Create a note

1. In Notes, click the Home tab on the Ribbon and click
the New Note button in the New group.

A note appears.

Other Ways to Create a Note:
In Notes, press <Ctrl> + <N>.

2. Enter the note text.

3. Click the note’s Close button.

Outlook automatically saves and closes the note, and
the new note appears in Notes.

Open a note

e In Notes, double-click a note to open it.

You can edit note text as desired.
Print a note
1. In Notes, select the note you want to print.

2. Click the File tab on the Ribbon and select Print.

Options for printing appear.

3. Click the Print button.

The note prints.

1 Exercise
e Exercise File: None required.

* Exercise: Create a new note and enter the note text “This
is my first note!” Close the note.

Open the note and change the text to “This is my second
note!” Close the note.

Delete the note.

A9 = Motes - jstein@customguide.com - Microsolt Outhook
y x 3
., s )
Oelete | | jeon L

A My Hctes < =
o Mates -
Marketing J A new note £
Phone Call S
=
£
b J
&
&
¥
o
£
b
7
J Mail x

o |

Notes button

Figure 10-11: Viewing Notes and creating a new note.

Close button.

=
Type note text here.

111142010 1:31 PM

Figure 10-12: Working with a note.
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Delete a note

1. In Notes, select the note you want to delete.

2. Click the Home tab on the Ribbon and click the
Delete button in the Delete group.
The note is deleted.

Other Ways to Do Something:
Press <Delete>.
@ Tips
v You can change the way Notes are displayed by

clicking the Home tab on the Ribbon and selecting a
different view option in the Current View group.

v" To resize a note window, click and drag the bottom-
right corner of the note window.

v Click and drag a note onto the Windows desktop to
place a copy of it there.
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Review

Quiz Questions

107.

108.

109.

110.

111.

112.

113.

You must add the Journal to the Navigation Pane; it does not appear by default. (True or False?)

Which tab on the Ribbon allows you to attach an Outlook item or a file to a journal entry?
A. Journal
B. Memo
C. Insert
D. Entry

You can set up the Journal to automatically record when you send an e-mail to a certain contact. (True or False?)

You can relate a Journal entry to a Contact. (True or False?)

Once you create a journal entry, you can't edit it. (True or False?)

Which of the following is not a time scale option for viewing the Journal?
A. Year
B. Day
C. Week
D. Month

You can't print a note from Outlook. (True or False?)

Quiz Answers

107.

108.

109.

110.

111.

112.

True. You must add the Journal to the Navigation Pane; it does not appear by default.

C. The Insert tab features the Include group of commands, which allow you to attach items to a journal entry.
True. You can set up the Journal to automatically record when you send an e-mail to a certain contact.

True. You can relate a Journal entry to a Contact.

False. You can edit a journal entry, as well as delete it.

A. Year is not a time scale option for viewing the Journal
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113. False. You can print Outlook notes.
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Organizing and
Finding
Information

Exploring the Folder List .......ccccceiiiiiniiinien 193
Creating and Using Folders.........cccccccceiiene 194
Create a new folder .........cccoeeeveeeeevivnnnnn, 194
Move messages between folders.......... 194
Create a Move to Folder quick step....... 195
Managing FOlders ......ccccceeeiiiiiiviieeeee e 196
Rename a folder ........ccooevveevviviiiviennnen, 196
Move a folder........coevvviieeieiiiiiieeeeeeee, 196
Delete afolder ......ccooovvvveiieiiiiiiiiieeeeene, 197
Using Instant Search........cccococeeiiiiiiiiienne 198
Find a message or item ..............cccuuueee. 198
Use recent searches...........cccceeeeeeeeeenes 199
Refining a Search .......ccccccoi 200
Expand asearch..........cccocoeeeeeeiiiinnnnen, 200
Refine asearch......ccccoeeoeviiviiiviieiieeiennnn, 201
Change search options.........cccccceeeeene 201
Using Advanced Find............cccocveeeee i, 202
Creating and Using Search Folders .............. 204
Use a Search Folder............ccccveeeeieenne, 204
Create a custom Search Folder............. 204
Modifying and Deleting Search Folders........ 206
Modify a Search Folder......................... 206
Delete a Search Folder.............cccuuvve... 206
Sorting and Grouping Information ................ 207
Sortby one field........c.cccooeviiviieeniennns 207
Sort by multiple fields..........cccoccvveeennns 207
Arrange by groups ......ccccceeeeeeeeevvveeeenenn. 208
Expand or collapse a group................... 208
Filtering Information............cccoovvvveeei e, 209
Filter using common criteria .................. 209
Filter using additional criteria................. 209
Filter using custom criteria..................... 210
Remove afilter.....ccccooovvveeiiiiiiiiiiiieeeeene, 210
Using the People Pane.........ccccevviieeeiiiieenee 211
Find information about a contact............ 211
Hide the People Pane.........ccc.cccooeunneee. 211

When you work at your desk for a while,
papers and files can pile up into a mess.
The same thing happens after you’ve
worked with Outlook for a while—your e-
mails become disorganized and harder to
find.

In this chapter, you’ll learn how to take
control and organize your Outlook e-mail
messages. You’ll learn how to search for
items and manage data in folders.

If you wish, a file is available to you that
you can use to practice the methods
described in this chapter. Instructions on
opening and using the file will be
provided. See the lesson on “Working
with Outlook Personal Folders Files” for
more information.
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Exploring the Folder List

Just like folders are used to organize papers in a filing
cabinet, Windows uses folders to organize files and
programs. You can copy, move, and delete files to and

from the folders on your computer.

Outlook also uses folders to store the items you create in
various modules: e-mail messages, appointments,
contacts, and so on. Each Outlook tool stores its
information in its own folders. These folders can be
viewed in the Folder List in the Navigation Pane.

When you open Outlook you see only your Mail folders
in the Navigation Pane; however, you can display all your
Outlook folders (including folders such as the Calendar

and Contacts folders) with the click of a button.

1. Click the Folder List button at the bottom of the

Navigation Pane.

The Folder List appears in the Navigation Pane,
showing you where all of your Outlook items are

stored.

2. Click any folder in the list to display that folder’s

contents.
@ Tips

v If one of your Outlook folders is getting too big to
manage, you can organize and move its information
into several new folders or subfolders. For example,
you could create a “Personal” folder to store your

personal e-mail.

L1 Exercise

e Exercise File: None required.

« Exercise: Display the Folder List in the Navigation Pane.

4 jstein@customguide.com
L] Inbox (8)
L7 Drafts [2]
=] Sent tems

& Deleted Items

i Calendar

& Contacts

A Journal

L@ Junk E-Mail

3 MY SERVICES

w| Motes

=& Outbox

LE) RSS Feeds

g search Folders

85 Suggested Contacts
> [ SyncIssues

< Tasks

|# Public Folders - jstein@customguide.co

1 4
.—] Mail
ﬁ Calendar
&=| Contacts
7] Tasks
J Notes
= J I

I— Folder List

Figure 11-1: The Folder List.
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Creating and Using Folders

Outlook normally saves all your e-mail messages in the
Inbox folder, but sooner or later you may need to create
your own folders to organize your e-mail messages and
other Outlook items more effectively.

This lesson shows you how to create a new folder for
storing and organizing your Outlook items.

Create a new folder

1. Click the Folder tab on the Ribbon and click the
New Folder button in the New group.

The Create New Folder dialog box appears.

Other Ways to Create a New Folder:
Right-click in the Folder List and select New
Folder from the contextual menu.

2. Type a name for the folder in the Name text box.

3. Click the Folder contains list arrow and select the
type of item the new folder will contain.

For example, you would select Mail and Post Items if
you were creating a new folder to hold e-mail
messages.

Next, you need to decide whether you want the folder
to be a subfolder of another folder or not.

4. Select a folder in the “Select where to place the
folder” list and click OK.

The new folder appears as a subfolder within the
folder you selected.

@ Tips

v If you don’t want the new folder to be a subfolder,
make sure you select the Mailbox folder at the top of
the list when you’re creating the new folder—in
which case the new folder will appear alphabetically
with the other folders in the list.

Move messages between folders

Once you set up the folders you want, you can organize

your messages by moving them into the desired folders.

1. Select the folder in the Folder List that contains the
message(s) you want to move.

@ Tip: To move multiple messages at once, press
and hold the <Ctrl> key while you select the
messages.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

* Exercise: Create a new mail folder under the Practice
Inbox and name it “Training”.

Move the Training message from your Inbox into the
Training folder.

Create New Folder ﬁ

Name:

Marketing

Folder contains:

Mail and Post Items -

Select where to place the folder:

4 |2 jstein@customguide.com &
L2 Inbox (7)
L7 Drafts [2]
= Sent Items
& Deleted Items
i calendar
84 Contacts
& Journal
g Junk E-Mail
F3 MV SERVICES

m

-~

I OK l | Cancel |

Figure 11-2: The Create New Folder dialog box.
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L7 Drafts[2]
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&) Deleted Items

Marketing Meeting Agenda g
i calendar
85 Contacts 4 Older
éﬁ Journal .~ Rayna Oden 8/6/2010
RE: Updated Policy--Review and Resp...
g Junkc E-Mail 1 Brian Pickle 8/6/2010
|4 Marketing RE: Updated Policy--Review and Resp...
[3 MY SERVICES % 4 Brian Pickle 8/6/2010
| Notes RE: Updated Policy--Review and Resp..
~4 Brian Pickle 8/6/2010
= Outbox Updated Policy--Review and Respond
LE) RsS Feeds =4 leff High 7/28/2010
L@ Search Folders = RE: Question

Figure 11-3: Moving a message from the Inbox folder to
the Marketing folder.
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2. Click and drag the message(s) to a different folder in
the Folder List.

Other Ways to Move Messages Between
Folders:
Right-click the message(s) you want to move
and select Move to Folder. Select the
destination folder in the Move Items dialog box
and click OK. Or, click the Home tab on the
Ribbon, click the Move button in the Move
group, and select a folder from the list.

Create a Move to Folder quick step

In Outlook 2010, you can create quick steps, which are
shortcuts for common Outlook actions. If you find
yourself constantly moving messages to a particular
folder, you can create a Move to Folder quick step and
save yourself some time.
1. Click the Mail button in the Navigation Pane.
The Inbox appears.
@ Trap: Quick steps are only available in Outlook’s
Mail module.
2. Click the Home tab on the Ribbon and click the
Create New button in the Quick Steps group.
The Edit Quick Step dialog box appears.
3. Type a name for your new quick step in the Name
box.
Now you need to indicate to that the action is to
move an item to a folder.
4. Click the Actions list arrow and select Move to
folder from the list.
Once you’ve specified the action, you need to select
which folder you’d like to move messages to.

5. Click the Choose folder list arrow and select the
folder you would like to use.

6. Click Finish.

The new quick step appears in the Quick Steps group.

P

Maove Items

Move the selected items to the folder:

4 [ jstein@customguide.com »
51 Inbox (7)
L7 Drafts [2] Cancel
I Sent Items
@ Deleted ltems
& Calendar
8 Contacts
& Journal
L@ Junk E-Mail
L Marketing
3 MY SERVICES

=] Notes -
< Tl b

e

N

1

e 4

Figure 11-4: The Move Items dialog box.

Edit Quick Step B
N3 Name:
= Move to Marketing Folder
Add actions below that will be performed when this quick step is clicked on.
13 Move to folder E x
B Marketing n
Add Action
Shortcut key: | Choose a shnrtcutEI
Tooltip text: | This text will show up when the mouse hovers over the quick step.

Figure 11-5: The Edit Quick Step dialog box.
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Managing Folders

You can reorganize your folders by renaming them,
moving them, and even deleting them.

@ Tips

v To rename, move, or delete a folder, you need to first
display either the Folder List or the Mail pane.

v If afolder in the Folder List has subfolders, it will
have a |~ Triangle icon next to it. Click the |~ Triangle
icon to expand the folder and view the subfolders.
Click the . Triangle icon to collapse them again.

Rename a folder

1. Select the folder you want to rename in the Folder
List.

2. Click the Folder tab on the Ribbon and click the
Rename Folder button in the Actions group.
The folder name becomes editable.

Other Ways to Rename a Folder:
Right-click the folder and select Rename from the
contextual menu.

3. Enter a new name and press <Enter>.

The folder is renamed.
Move a folder
1. Select the folder you want to move in the Folder List.
2. Click the Folder tab on the Ribbon and click the

Move Folder button in the Actions group.

The Move Folder dialog box appears.

3. Select the desired location and click OK.

If you move a folder into another folder, it becomes a
subfolder of that folder.

Other Ways to Move a Folder:
Click and drag the folder to the desired location.

@ Tip: If multiple folders are at the same folder
level in the Folder List, they are arranged
alphabetically.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the

Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

Exercise: Rename the Rename Me folder to “Recipes”.

Move the Recipes folder so that it is a subfolder of the
Inbox.

Delete the Recipes folder.

4 jstein@customguide.com

-] Inbox (5)
L4 Drafts [2]
Sent Items

=
&) Deleted Items (1)

Junk E-Mail

Marketing

i)

|

3 MY SERVICES
4 Outbox

rs)

RSS Feeds

L@ Search Folders

Figure 11-6: Renaming a folder.

4 jstein@customguide.com

I Ik keting
LA Dr [2]
=] Sent Items
& Deleted Items (1)
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3 MY SERVICES
& Outbox
LE RSS Feeds

LG Search Folders

Figure 11-7: Moving the Marketing folder so it becomes a
subfolder of the Inbox folder.
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Delete a folder
1. Select the folder you want to delete in the Folder List.
2. Click the Folder tab on the Ribbon and click the

Delete Folder button in the Actions group.

A warning message appears, asking if you’re sure
you want to delete the folder.

Other Ways to Delete a Folder:
Right-click the folder select Delete Folder from
the contextual menu. Or, press <Delete>.

3. Click Yes to confirm the deletion.

The folder and its contents are moved to the Deleted
Items folder.
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Using Instant Search

The Instant Search feature helps you find messages and
other types of items in Outlook. Although you’re most
likely to use it to search for e-mail messages, you can use
the Instant Search feature in Calendar, Contacts, Tasks,
Notes, Folder List, and Journal as well

Find a message or item

Instant Search is very easy to use. Simply enter text into
the Instant Search box to find messages or other Outlook
items that contain that text.

1. Click the Instant Search box and enter the text you
are searching for.

If you are searching Mail or Calendar items, the
Search Suggestions list appears. This search feature is
new in Outlook 2010, and it lets you further define
your search by:

o Keyword: Searches the text of the e-mail or
calendar item for the word or phrase.

e From (for Mail) or Organizer (for Calendar):
Searches by who sent the message or calendar
item.

e Subject: Searches the subject of e-mail messages
or calendar items to match the search terms.

& Tip: The Search Suggestions list does not appear
in Contacts, Tasks, Notes, and Journal. These
modules continue to use keyword search.

2. (If you are searching Mail or Calendar items) Select
the search option you wish to use, or do not select a
search option to use the default keyword search.

Outlook displays any items that contain the
previously entered text. It isn’t necessary to click the
Search button to start searching—items that contain
the text you entered automatically appear in the
Search Results pane with the search text highlighted.

@ Tip: The items you find depend on where you are
searching. If you are searching your Inbox folder
in Mail, for example, messages appear in the
search results. If you are searching the Calendar,
calendar items like appointments appear.

3. Open the item that you are looking for.

If you find the item you need, you can clear the
search so all items are displayed again.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Search the Practice Inbox for “staff meeting”.
Clear the search.

Enter text you want to search for here. Instant
Search returns results as you type. You don't
need to press <Enter> to return results. button

l

meeting X

Arrange By: Date MNewest on top

4 Last Week

| Elizabeth Bertrand Thu 10,7
Marketing Meeting Agenda )

4 Qlder

=1 Jeanne Trudeau 7/1/2010
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~& Jeanne Trudeau 7/1/2010

Meeting: 2:00 p.m. today
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[
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° Marketing Meeting
. Agenda

Elizabeth Bertra

R T

Figure 11-8: Using Instant Search in the Outlook program
window.
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4. Click the Clear Search button.

All the items are displayed, and the Instant Search

box is empty.

Use recent searches

Outlook keeps track of recent searches you’ve performed

SO you can reuse them.

1. Click the Instant Search box.

The Search tab appears on the Ribbon.

2. Click the Search tab on the Ribbon and click the
Recent Searches button in the Options group.

A list of your 10 most recent searches appears.

3. Select the search you want to use.

Outlook returns the results that match the search

meet] X

Keyword: meet
From: meet

Subject: meat

.4 Elizabeth Bertrand Thu 10/7
Marketing Meeting Agenda (1]

4 Qlder

-] Jeanne Trudeau 7/1/2010
RE: Meeting: 2:00 p.m. today

& Jeanne Trudeau 7/1/2010

Meeting: 2:00 p.m. today

m

56

rching for

=]

Did you find what you wer

Try searching again in All bail ftems.

Figure 11-9: Use the Search Suggestions list to search

by keyword, sender, or subject.
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Figure 11-10: Using the Recent Searches feature.
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Refining a Search

Outlook’s Instant Search feature is powerful, but
sometimes the results aren’t quite what you were looking
for. You can easily refine your search by changing the
search criteria. The Search tab, a feature new to Outlook
2010, makes it simpler than ever to customize your
search.

Expand a search

By default, only the selected folder is searched when you
use Instant Search, but you can easily expand your search
to additional folders.

1. Click the Instant Search box and enter the text you
are searching for.

The Search contextual tab appears on the Ribbon.

2. Click the Search tab on the Ribbon.

The Scope group contains several options to expand
your search:

o All Mail Items: Searches all items in your
mailbox.

e Current Folder: Restricts your search to the
currently select folder. This is the default setting.

e All Subfolders: Searches the selected folder as
well as any of its subfolders.

o All Outlook Items: Searches all Outlook items,
including Calendar items, Contacts, and Tasks.
3. Click the appropriate button in the Scope group.

The search is expanded or restricted depending on the
selected option.

Other Ways to Expand a Search:
Click the Try Searching Again in All Mail Items
link at the bottom of the Search pane.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Search the Practice Inbox for all messages with
the Meetings category. Clear the search.

Search for the message with the subject “Report due”.

B This Week - ¥ Flagged

ﬂ 3 Current Folder BAI j @ Ljﬂ

All Subfolders &, SentTo - ? Important
All Mail From Subject Has Categorized
Ttems & All Outlook Items Attachments - -~ Unread dr More ~
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<
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-
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3
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2 TR0 :
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¥
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Figure 11-11: The Search tab includes many options for
expanding and refining your searches.
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Refine a search

If your search returns too many results, you can narrow it

down. The Search tab displays all criteria for filtering a
search, making it easier to find exactly what you need.

1.

Click the Instant Search box and enter the text you
are searching for.

Click the Search tab on the Ribbon.

The Refine group features several options to narrow
your search. The options that appear depend on the
Outlook module you are searching.

Click the appropriate button in the Refine group and
follow the prompts to refine your search.

You may need to select additional options or enter
additional text in the Instant Search box depending
on how you refine your search.

Change search options

If you don’t like how Instant Search is working, you can
change the search options.

1.

2.

Click the Insert Search box on the Ribbon.

Click the Search tab on the Ribbon and click the
Search Tools button in the Options group.

A list of options appears.

Select Search Options from the list.

The Outlook Options dialog box appears. You can
change how Outlook indexes your items as well as
how Instant Search works.

Other Ways to Change Search Options:

Click the File tab on the Ribbon, select Options,
and click the Search tab in the Outlook Options
dialog box.

& Tip: Click the Indexing Options button to
modify how Outlook indexes your items.

Ipdenesg Optoss.

Figure 11-12: The Search tab of the Outlook Options
dialog box.
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Using Advanced Find

Most of the time, you can find what you’re looking for
using Instant Search. However, Outlook’s Advanced Find
feature helps you if you need to widen your search.

Advanced Find is more difficult to use than Instant
Search, but Advanced Find has its advantages:

e Advanced Find can search through all Outlook
folders at once. For example, Advanced Find could
retrieve appointments, e-mails, and tasks that contain
the word “squash”.

e Advanced Find can search for items based on their
category, flag type, or importance level.

e Advanced Find can look for a word or phrase in all
fields.

The purpose of this lesson isn’t to explain every
Advanced Find option, but to introduce the feature. Most
of the Advanced Find options are self-explanatory, and
you won’t need a reference guide to use them.

1. Click the Instant Search box.

The Search contextual tab appears.

2. Click the Search tab on the Ribbon and click the
Search Tools button in the Options group.

A list of options appears.

3. Select Advanced Find from the list.

The Advanced Find dialog box appears. You can use
the dialog box to search all of your Outlook folders

for a word or phrase. You can also search for e-mail

messages to and/or from a particular person, read or
unread e-mail messages, and many more criteria.

Each tab in the Advanced Find dialog box provides
different options:

e Messages: Search for a word or phrase, specify
which fields to search, and specify who sent or
received the message(s).

e More Choices: Lets you specify the category of
the item(s) you want to find. You can also specify
to find only read or unread messages, items with
or without attachments, or items whose
importance is high, normal, or low.

e Advanced: Lets you find items by specifying
advanced search criteria, such as specific fields to
search.

Other Ways to Open Advanced Find:
Press <Ctrl> + <Shift> + <F>.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Open Advanced Find and search for the word
“Friday” in any type of Outlook item.

Select the type of item you want
to find. To search all item types,
select “Any type of Outlook

item”.

%3 Advanced Find =HER X
Look for: | Messages | In: Inbox Browse...
Messages | More Choices | Advanced
Search for the word(s): E‘ Stop
In: |subject field only [ ] El [ Mew Search |
From...
Where|l am: the only person on the To line - (_\
Time: |none El Anytime -

Click to open the Address
Book and select either a
sender or recipient.

Specify the field(s) you want
to search. The more fields
you specify, the longer the
search will take.

Figure 11-13: The Advanced Find dialog box.
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4. Specify your search criteria in the Advanced Find
dialog box and click the Find Now button.

Outlook searches for items that match the criteria and
displays the results at the bottom of the Advanced
Find dialog box.

5. Close the Advanced Find dialog box when you’re
finished.
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Creating and Using Search
Folders

Search Folders are valuable e-mail organization tools.
Unlike the other Outlook folders, Search Folders are
virtual folders that display messages that match specific
criteria. The message themselves are stored in other
Outlook folders, such as the Inbox.

Because you don’t have to constantly move and copy
items to other folders in Outlook, Search Folders are easy
to use and are more effective for sorting and organizing
than standard folders.

There are three default Search Folders in Outlook:

e Categorized Mail: All messages that have been
assigned a category appear here.

e Large Mail: E-mail items larger than 100 KB appear
here.

e Unread Mail: All messages that haven’t been read
appear here.

Use a Search Folder

Viewing messages in a Search Folder is the same as

viewing messages in any other Outlook folder.

e Click a Search Folder in the Navigation Pane.
The Search Folder displays messages that meet a
specific set of criteria.

Create a custom Search Folder

You can create your own custom Search Folders to view

e-mail messages.

1. Click the Folder tab on the Ribbon and click the
New Search Folder button in the New group.

The New Search Folder dialog box appears. You can
create a new Search Folder using one of the options
in the list. All you need to do is select an option and
enter any additional criteria. You can also create a
custom Search Folder to meet more specific criteria.

Other Ways to Create a New Search Folder:
Press <Ctrl> + <Shift> + <P>,
2. Select Create a custom Search Folder from the
bottom of the list and click the Choose button.

The Custom Search Folder dialog box appears.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

* Exercise: View the Unread Mail Search Folder.

Create a new Search Folder called “Staff Meetings” and set
its criteria to search only the Inbox folder for messages that
contain “staff meeting” in the subject or message body.

4 Mailbox - Elizabeth Bertrand
[» [ Inbox
L7 Drafts
=4 Sent Items
[: (@ Deleted Items (578)
L@ Junk E-mail
3 MY SERVICES
3 Mews Feed
= Outbox
|- LG RSS Feeds

4 L@ search Folders
L2 Categorized Mail

O Large Mail

LE Unread Mail

Figure 11-14: Search Folders in the Navigation Pane.
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Select a Search Folder:

Reading Mail -

¢ Unread mail

Mail flagged for follows up
Mail either unread or flagged for follows up

m

Important mail
Mail from People and Lists
Mail from and to specific people Select a pre-
set Search

Mail from specific people
Folder from the

Mail sent directly to me h
dialog box for a

Mail sent to public groups

Organizing Mail - quick way to
add a Search
Customize Search Folder: Folder.
Search mail in: | Mailbox - Elizabeth Bertrand El
I OK l | Cancel |

Figure 11-15: The New Search Folder dialog box.
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3. Type a name for the Search Folder in the Name box.

Choose a name that describes the Search
Folder.

4. Click the Criteria button.

The Search Foldt_ar erterla dialog box appears. Here P — =X
you can select criteria on the Messages, More
Choices, and Advanced tabs. £9 name:

) ) . Select "Criteria" to specify what items this Search —

5. Enter criteria for the Search Folder and click OK. Folder contains.
Now you need to select which folders you want to Mail from these folders will be included in this Search Folder:
search using those criteria. Mailbox - Elizabeth Bertrand

0K -Cancel

6. Click the Browse button.

The Select Folder(s) dialog box appears. Figure 11-16: The Custom Search Folder dialog box.

7. Select the folders you want to search and click OK.

Your Search Folder is created; you simply need to
exit the dialog boxes y Py Search Folder Criteria ﬁ
[ messages | More Choices | Advanced]

8. Click OK twice. Search for the word(s): EI
The dialog boxes closes, and your Search Folder In: | subject field only -]
appears in the Navigation Pane.

[Jwhere 1am: the only persen on the To line -
Time: |none [=]||Anytime -
[ oK l ’ Cancel ] ’ Clear All ]

Figure 11-17: The Search Folder Criteria dialog box.
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Modifying and Deleting Search
Folders

Like any other set of folders, you can keep your Search
Folders organized by modifying and deleting them.

Modify a Search Folder

If a Search Folder isn’t displaying the results you want to
see, you can modify its criteria.

1. Select a Search Folder in the Navigation Pane.

2. Click the Folder tab on the Ribbon and click the
Customize this Search Folder button in the Actions
group.

The Customize “Search Folder name” dialog box
appears. There are three ways to modify the Search
Folder:

e Name: Enter a new name for the Search Folder in
the Name text box.

e Criteria: Click the Criteria button to change the
search criteria. You can only change criteria for
custom Search Folders, not pre-set folders.

e Location: Click the Browse button to change the
folders included in the Search Folder.

Other Ways to Modify a Search Folder:
Right-click the Search Folder and select
Customize this Search Folder from the
contextual menu.

3. Modify the name, criteria, or folders included in the
search and click OK.

Delete a Search Folder

Because Search Folders do not store items, you can delete

them without losing information.

1. Select a Search Folder in the Navigation Pane.

2. Click the Folder tab on the Ribbon and click the
Delete Folder button in the Actions group.
A warning message appears.

Other Ways to Delete a Search Folder:
Right-click the Search Folder and select Delete
Folder from the contextual menu.

3. Click Yes to confirm the deletion.
The Search Folder is deleted.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Change the Project Search Folder criteria so it
also searches for messages in the Red category.

Delete the Custom Folder Search Folder.

Customize "Categorized Mail" &J

‘@ Name: Categorized Mail
Select "Crite_ria" to change what items this Search Criteria...
Folder contains.

Mail from these folders will be included in this Search Folder:

Browse...

I OK l‘ Cancel |

Mailbox - Elizabeth Bertrand

Figure 11-18: Modifying a Search Folder.
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Sorting and Grouping
Information

You can use Outlook’s sorting and grouping options to
make finding information much easier. For example, if
you need to find a message that’s buried in a folder, you
can sort the folder so the oldest messages are displayed at
the top of the Message list.

Sort by one field

1. Click the Arrange By column heading.

A list of fields by which you can arrange the view
appears.

2. Select the option you want to use to sort the folder.

The items are arranged by the selected field. Note
that the Ascending/Descending button changes to
denote how the items are arranged as well.

Sort by multiple fields

1. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.

The Advanced View Settings dialog box appears. The
field that is currently used to sort the view is
displayed next to the Sort button. To change this
setting, open the Sort dialog box.

2. Click the Sort button.

The Sort dialog box appears. You can sort by up to
four different fields. You can also choose whether to
sort by the field in Ascending or Descending order.
Refer to Table 11-1: Sort Examples for some
guidance on choosing fields by which to sort.

@ Tip: The fields you can choose from in the dialog
box are not limited to the fields currently
displayed in the view.

3. Specify the fields you want to use to sort and click
OK.

The view is sorted accordingly.

L1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Arrange the Inbox by Subject in descending
order.

Rerrange the Inbox by Date in ascending order.

Ascending/
Descending button

Arrange By button

0

Arrange B Data Nawast on top -
v | Date

4 Lla From

El

To 07
. M bt :
Categories
a 0l Flag: Start Date
4 Re Flag: Due Date p10
RE size
-~ Br b D10
Ri Subject
& Br Type bals)
R Attachments
& Br p10
* Ul Account A
=0 Importance 310
R Show as Conversations
& ) D10
- _e v | show in Groups
e
% Je ‘4 View Settings... 010
RE: vacation
& Jeanne Trudeau 7/9/2010

RE: vacation

Figure 11-19: Choosing a field by which to sort.

Sort o 25 )
Sort items by
Received El Ascending
@) Descending ILCE\I
Then by Clear All
(none) El Ascending
Descending
Then by
(none) - Ascending
Descending
Then by
(none) - Ascending
Descending

Select available fields from:
Frequently-used fields EI

Figure 11-20: The Sort dialog box.

Table 11-1: Sort Examples

Alphabetic
Ascending A B,C
Descending C,B A

Numeric Date
1,2, 3 1/1/10, 1/15/10, 2/1/10
3,2,1 2/1/10, 1/15/10, 1/1/10
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Arrange by groups

Outlook automatically groups items in a folder, which
makes it easier to find things. For example, when items
are arranged by date, they are grouped by the individual
days from the past week, then they are grouped by week,
then by month. To ungroup items, turn this feature on.

1. Click the View tab on the Ribbon and click the More
button in the Arrangement group.

A list of options appears.

2. Select the Show in Groups option.

The checkmark is cleared, and the message group
headings are hidden.

€ Tip: Select Show in Groups again to return the
group headings.

Other Ways to Toggle Grouped Views:

Click the Arrange By column heading and select

Show in Groups from the contextual menu.
Expand or collapse a group

Notice the Triangle icon next to each group. The
Triangle icon indicates that the group is collapsed. The .4
Triangle icon means that the group is expanded.

e  Click the group’s Triangle icon.

The group’s contents are either expanded or

collapsed.
Arrange By: From A on top &
4 Brian Pickle
.~ Brian Pickle 8/6/2010
RE: Updated Policy--Review and Resp... =
& Brian Pickle 8/6/2010
RE: Updated Policy--Review and Resp...
=& Brian Pickle 8/6/2010

Updated Policy--Review and Respond

4 Elizabeth Bertrand

.4 Elizabeth Bertrand Thu 10,7 .
Marketing Meeting Agenda (1]

4 Jeanne Trudeau

& Jeanne Trudeau 7/12/2010
Caribou run

& Jeanne Trudeau 7/9/2010
RE: vacation

=& Jeanne Trudeau 7/9/2010
RE: vacation

=1 Jeanne Trudeau 7/2/2010

Happy 4th of July!

Grouped messages

b )
=
People  Windaw
3 . <
Marketing
Meeting Agenda 2
z
Elizabeth Bertrand =
Thu 10,7 ° et E
L. 5
£
B
£8,2010 g
und Resg . ]
] ] Mgating 5. B
R Meszage g
— Y i Do you have v
; and Resg anything to add to 7
0 Search Folders 9 86,2000 the agenda? £}
= -
K
il &
Calendar Y
Contacts Y
Tasks & Jeanne Trudeau 010
J @ - - 05
23 Unread 5 Al foiders are up to date. Connected 1o Microsedt Exchange | O & 100% (—

Figure 11-21: Click Arrange By and select Show in
Groups to group and ungroup Outlook items.

Arrange By: From A ontop
—J Brian Pickle 8/6/2010
RE: Updated Policy--Review and Resp...
=& Brian Pickle 8/6/2010
RE: Updated Policy--Review and Resp...
(=& Brian Pickle 8/6/2010
Updated Policy--Review and Respond
~J Elizabeth Bertrand Thu 10,7 ¥
Marketing Meeting Agenda [
=& Jeanne Trudeau 7/12/2010
Caribou run
& Jeanne Trudeau 7/9/2010
RE: vacation
& Jeanne Trudeau 7/9/2010
RE: vacation
1 Jeanne Trudeau 7/2/2010
Happy 4th of July!
-l Jeanne Trudeau 7/1/2010
RE: Meeting: 2:00 p.m. today
=% Jeanne Trudeau 7/1/2010
Meeting: 2:00 p.m. today
4 Jeff High 7/28/2010
RE: Question
A helissa Petersan T 2010 -

Ungrouped messages

Figure 11-22: Grouping and ungrouping messages doesn’t change how the items are

sorted, but rather how the items are displayed.
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Filtering Information

Filters let you see information based on criteria you
specify. You can apply a filter to a folder or view in
Outlook to display the information you need. For
example, you could filter the Contacts list to display only
those clients who live in California.

Filter using common criteria

The most basic way to filter information is using common

criteria.

1. Navigate to the folder to which you want to apply a
filter.
For example, click the Contacts button in the
Navigation Pane to display the Contacts folder.

2. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.

The Advanced View Settings dialog box appears.

3. Click the Filter button.
The Filter dialog box appears. The tab that appears
depends on the type of folder being filtered.

4. On the tab that is displayed by default, specify the
options you want to use and click OK, OK when
you’re finished.

The selected folder is filtered according to the criteria
you specified.
Filter using additional criteria
You can also filter using additional criteria, such as
category or importance level.

1. Navigate to the folder to which you want to apply a
filter.

2. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.
The Advanced View Settings dialog box appears.

3. Click the Filter button.
The Filter dialog box appears.

4. Click the More Choices tab.

You can filter by category, read and unread items,
items that include attachments, assigned importance,
flag, or the size of the item.

L1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Apply afilter to the Contacts folder to display
only contacts with NE in the Address field.

Filter -
Messages |More Choices | Advanced | SQL |
Search for the word(s): | E
In: | subject field only EI
From...
Sent To...
Where Iam: the only persen on the To line -
Time: none EI Anytime -
[ oK ] | Cancel | | Clear All |

Figure 11-23: The Filter dialog box, as it appears when
filtering the Inbox.
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5. Select the filter options you want to use and click
OK, OK when you’re finished.

Filter using custom criteria

You can create a custom filter to filter information by

field.

1. Navigate to the folder to which you want to apply a
filter.

2. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.
The Advanced View Settings dialog box appears.

3. Click the Filter button.
The Filter dialog box appears.

4. Click the Advanced tab and click the Field list
arrow.

5. Point to the field set you want, and then click the
field you want to use in the search criteria.

6. Click the Condition list arrow and select the
condition you want to use with the selected field.
The conditions that are available depend on the field
that is selected.

7. If the condition requires a value, click the Value text
box and enter a value.

For example, if you want to filter the Contacts list to
display only those contacts who live in California,
you would type “CA” in the Value text box.

8. Click OK, OK when you’re finished.
Remove a filter

1. Navigate to the folder from which you want to
remove the filter.

2. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.
The Advanced View Settings dialog box appears.

3. Click the Filter button.
The Filter dialog box appears.

4. Click the Clear All button in the bottom-right corner
of the dialog box and click OK, OK.

The filter is removed.

Filter -
Messages | More Choices| Advanced |SQL |
Find items that match these

State is (exactly) CA
Remove

Define more criteria:

Field -
=
ad to Lis
[ oK ] l Cancel ‘ l Clear All ‘

Figure 11-24: The Advanced tab of the Filter dialog box.
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Using the People Pane

Your co-worker just asked if you've reviewed the
presentation she e-mailed you yesterday; however, you
can't find her message. Lucky for you, Outlook 2010
added the People Pane. Now you can view all your
correspondence with a contact, as well as other
information in one place.

Find information about a contact

The People Pane consolidates your correspondence with a
contact. The easiest place to view the People Pane is in
Mail, but you can display the People Pane in any almost
any item window.

1. Click the Mail button in the Navigation Pane and
select a message.

The People Pane displays at the bottom of the
Reading Pane.

Other Ways to View the People Pane:

Open an e-mail message, contact, or calendar
item. The People Pane displays at the bottom of
the item window.

The People Pane includes tabs that display specific
information about a contact, such as a list of e-mail
messages they have sent you. The table below,

People Pane Tabs, lists the tabs on the People Pane.

2. Click the appropriate tab in the People Pane to view
more information about the contact.
The People Pane displays information about the
contact.

Hide the People Pane

The People Pane takes up valuable screen space, so you

may want to minimize it or even turn it off.

1. Inthe Outlook program window, click the View tab
on the Ribbon and click the People Pane button in
the People Pane group.

A list of options appears. There are two options to
hide the People Pane:

e Minimized: Displays a collapsed People Pane at
the bottom of the Reading Pane or item window.

e Off: Disables the Reading Pane.

1 Exercise
e Exercise File: None required.

« Exercise: Select a contact and view his or her information
in the People Pane.

Minimize the People Pane.

& Inbax - rayna@customguide.com - Microsolt Gutiosk o
s = - " <
RE: presentation review
arrange by Date =
Reed Stephens -
# Mandsy -3
3
4 Reed Step.. =
R pres.. @ c
T - -}
1 Inbox v
2 Drafts (2] =
£
=4 Sent Rems &
s Dedotad ltem =
@ Junic E-Ma "
4 Outho
J Mail
Calenda
& Contacts
o] Tasks
3 A
Rems: 1 &l folders are up to date. Connected to Microsoft Exchange | I 61 100%

The People Pane

Figure 11-25: The People Pane displays e-mails, meeting
requests, status updates, and other information from a
contact.

Table 11-2: People Pane Tabs

Displays e-mail, meetings, and other

All Items activity for a contact.

Displays news feed updates and RSS
Activities articles about a contact.

Displays e-mail messages that you
Mail have received from a contact.

Displays attachments you have
Attachments received from a contact.

Displays meetings requests from a
Meetings contact.

Displays status updates submitted by
Status Updates & contact.
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2. Select Minimized or Off.
The People Pane closes.

Other Ways to Minimize the People Pane:
Click the Minimize button in the People Pane.

& Tip: To display the People Pane again, click the
People Pane button in the People Pane group and
select Normal.

o Inbeon - iaryla@stomguide.com - Microsoft Outiook =
9
- Y 7 ] u 0 ke
el 34 o A L4 +
ar 5 . Z <
RE: Client Presentations
| Reed Stephens =
o Lok o 208 36 P i
4 Rexd Staphems ik !
& itagntomgude o % | WE Clant bree =
e  pend suphen v
2 Dratn i
3 Duated Bes i L
e Reed Stephens 3] ‘3@_« Minimize
3 1 wprotie button
o .
A
E 3
# A -
SN-T.
[ Bz | The Askde 11510 e, 2] Commpetns 1o Wnrmsaf bxctangs | 0 &1 _300%

The People Pane expanded.

‘ Click the Minimize button.

o Last Week

- FE: Chant Fres

| Ml
= Catendar
§.| Contacts
o Tasin
= (B

B 3 A4 fekdary wre isp 1 e

4 Faed Stapheny

& Faedt Staphens

Tnbon - karpla@ustomguide.com - Microsoft Outiook e
¥ o9
B Ruies | B Coegorue + | G0 Ao 8
I Ontiets | ¥ otowt = | W e v
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el LA192080 29 Pk
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i
I
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i
T

ae -

Comuctea 1o Ly

The People Pane collapsed.

Figure 11-26: Click the Minimize button to collapse the

People Pane.
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Review

Quiz Questions

114.

115.

116.

117.

118.

119.

120.

121.

122.

123.

You can view all your Outlook folders in the List.
A. Folder
B. Mail
C. Inbox
D. Message

You cannot move messages between folders in Outlook. (True or False?)

Click the icon next to a folder to expand it and view its subfolders.
A. Minus
B. Triangle
C. Envelope
D. Magnifying Glass

You can reuse recent searches. (True or False?)

Click the tab to refine your search.
A. Home
B. Folder
C. Search
D. View

What command could you use to search all Outlook items (e-mails, appointments, tasks, etc.) for the phrase money
laundering?

A. Find

B. You can’t; Outlook can only search the current folder.

C. Search Folders

D. Advanced Find

You need to move and copy items to Search Folders in order to view them. (True or False?)

You cannot modify the criteria of a Search Folder that you created. (True or False?)

Items can be sorted by multiple fields. (True or False?)

Messages are organized into groups by default. (True or False?)

Your Organization’s Name Here 213



124.

When a filter is applied, items that do not meet the filter's criteria are deleted. (True or False?)

Quiz Answers

114.

115.

116.

117.

118.

119.

120.

121.

122.

123.

124.

125.

A. The Folder List displays all your Outlook folders.

False. You can easily move messages between different folders in Outlook.

B. Click the Triangle icon next to a folder to expand it and view its subfolders.

True. You can reuse recent searches.

C. Click the Search tab to refine your search.

D. The Advanced Find command lets you search all Outlook items for a word or phrase.

False. Search Folders are virtual folders that provide views of e-mails that match specific criteria. They do not store
messages.

False. You can modify the criteria of a Search Folder that you created.

True. The quickest way to sort is using column headings, but you can customize the view to be sorted by multiple
fields.

True. Groups make it easier to find messages that fall under the same Arrange By criteria.
False. Items that do not meet the filter's criteria are temporarily hidden until the filter is removed; they are not deleted.

A. There is no Contacts tab in the People Pane.
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Creating QUICK StEPS ....cvvveeiiiiieeiiieee i 216
Customize a default quick step.............. 216
Create your own quick step............cc..... 216
Managing Quick Steps ........ccccveeeeieeriiniiiiinen, 218
Modify a quiCk Step.....ccccceveeeeeriiiiiiinnen. 218
Delete a quick step .....cccvvvvveeiviiiiiiinnn. 218
Reset quick steps ......ccccvvvvveveeeiiviiiinenn, 219
Creating aRuUle ..., 220
Creating a Rule with the Rules Wizard.......... 222
Managing RUIES ........ccovveiiiiiiiiiieeeee e, 224
Editarule....cooooooeeeiiniii e, 224
Disable arule........cccoooiiiiiiiiiiiiiiiiiie, 224
Delete @arule ..o, 224

Outlook has many useful tools to keep
you organized, but using those tools
themselves can be time-consuming. It
takes time to read through the mountain
of e-mails you receive every day and
make sure they’re assigned to the correct
folder, given the correct priority, or put on
your task list.

Outlook includes two useful tools, quick
steps and rules, which allow you to act on
messages quickly. Quick steps cut down
the number of clicks it takes to move a
message to a folder, or to forward or reply
to a message. Rules are a bit different;
they can sort through your messages
automatically. This chapter teaches you
how to set up both tools and manage them
so you can work more efficiently.
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Creating Quick Steps

Quick steps are great tools new in Outlook 2010. They
allow you to act on your e-mail using only a mouse click.
There are two ways you can create quick steps: you can
customize a default quick step, or you can create a custom
quick step.

Customize a default quick step
Outlook has several default quick steps based on common
actions. You can customize these quick steps to meet your
needs.
1. Click the Mail button in the Navigation Pane.
The Inbox folder appears.
2. Click the Home tab on the Ribbon and click the
More button in the Quick Steps group.

A list of quick step options appears.

3. Select Manage Quick Steps from the list.
The Manage Quick Steps dialog box appears.

Other Ways to Open the Manage Quick Steps
Dialog Box:

Click the Dialog Box Launcher in the Quick
Steps group.

4. Select the quick step you want to change in the Quick
Step box and click the Edit button.

The Edit Quick Step dialog box appears. You can
modify existing actions or add additional actions to a
quick step in the Edit Quick Step dialog box.

5. Edit the quick step as necessary and click Save.

Create your own quick step

If you maintain multiple folders, correspond with multiple
teams, or have multiple people with whom you regularly
communicate, you can create additional quick steps for
each action.

1. Click the Mail button in the Navigation Pane.
The Inbox appears.

2. Click the Home tab on the Ribbon and select Create
New in the Quick Steps group.
The Edit Quick Step dialog box appears.

Other Ways to Open the Edit Quick Step
Dialog Box:
Click the More button in the Quick Steps group,

1 Exercise
e Exercise File: None required.

e Exercise: Customize the “Move to” quick step to move
messages to the Sent Items folder.

3 Move to: ?
i To Manager -

= ——t0 view additional
options.

&d Team E-mail

Quick Steps

ajl i b fornguide.com - Nicrasolt Outlaok o L)
T < - Q
RE: presentation review
Dat . ]
Reed Stephens -
Manday han 11/15/2000 399 BA g
=
- | Reed Step. z
se = = =
] R pres., @ dose (17 MR -
A 3 m = t i e, thank: -
1 box ¥
) Dratte 2] refer E
23 Sent e k3
o - =
¥ Deleted Harua (1 Reed Stephens H - Z
@ Junk E-Mal - L
=i Outhox l ‘ ~
[ &
J hasil a iy =
|, | =]
72| Calendar "
B.| Contacts & Add ]
7] Tasks &
ol & [8 <
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Figure 12-1: Select a quick step or manage your quick
steps from the Quick Steps group.

Bt Quick Step ]

| liame
)| Move to folder

Add sctiens below that will be performed when this quick 2ep s clidked on.

1 Mowe o Folder =] x

Choose folder

Abutrys 2k for folder

Shertout key: | Chooss & shartout [ w |
Tositip text:

Cancel

Figure 12-2: You can further specify an action in the Edit
Quick Step dialog box.
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select New Quick Step from the list, and select
the type of quick step you want to create.

3. Enter a name for the quick step.

You should name a quick step based on the task it
performs; for example, “To Manager” is a good name
for a quick step that automatically forwards an e-mail
to your manager.

Click the Choose an Action list arrow and select the
action you want the quick step to do.

There are several actions you can take with a
message, as explained in the table to the right, Quick
Step Actions.

Enter additional options for the quick step and click
Finish.

The new quick step has been created and appears in
the Quick Steps group.

Table 12-1: Quick Step Actions

Filing

Change
Status

Categories,
Tasks and
Flags

Respond

Appointment

Conversation

Specify the folder where you wish to store
messages, move messages to the Deleted
Items folder, or permanently delete
messages.

Mark a message as read or unread, or change
the importance of a message.

Categorize a message, clear a message of
pre-set categories, flag a message for follow-
up, or create a task.

Create a new message, reply to a message,
reply to all recipients of a message, or
forward a message.

Create a meeting or appointment.

Move or ignore all messages in a particular
conversation.
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Managing Quick Steps

Outlook’s new quick step feature lets you create your own
shortcuts. To work efficiently, you should keep your quick
steps organized and relevant. For example, you can
update the To Manager quick step if your manager or
supervisor changes. You can also delete irrelevant quick
steps return to the default quick steps.

Modify a quick step

It’s easy to change an existing quick step. You can even
duplicate a quick step and modify the copy to meet your
needs.

1. Click the Mail button in the Navigation Pane.
2. Click the Home tab on the Ribbon and click the
More button in the Quick Steps group.

A list of available quick steps appears.

3. Select Manage Quick Steps.
The Manage Quick Steps dialog box appears.

4. Select the quick step you want to modify under the
Quick step column and click the Edit button.
The Edit Quick Step dialog box appears.

Other Ways to Modify a Quick Step:

Click the Home tab on the Ribbon and right-click
the quick step you want to modify in the Quick
Steps group. Select Edit “Quick Step” from the
contextual menu,

@ Tip: To duplicate a quick step, click the
Duplicate button in the Manage Quick Steps
dialog box.

5. Edit the quick step as necessary and click the Save
button.

The quick step is updated.

Delete a quick step

Delete quick steps you no longer use to keep your list of

quick steps tidy.

1. Click the Mail button in the Navigation Pane.

2. Click the Home tab on the Ribbon and click the
More button in the Quick Steps group.

A list of options appears.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

Exercise: Modify the To Manager quick step to forward e-
mails to someone else.

Duplicate the To Manager quick step and modify it so it
creates a new message. Rename it “E-mail Manager”.

Delete the E-mail Manager quick step.
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Figure 12-3: Open the Manage Quick Steps dialog box
from the Quick Steps group.
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Actions: Move to folder
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Done Shorteut key:  Mone
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Figure 12-4: The Manage Quick Steps dialog box.
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3.

Select Manage Quick Steps.
The Manage Quick Steps dialog box appears.

Select the quick step you want to delete in the Quick

step section and click the Delete button.
The quick step is deleted.
Other Ways to Delete a Quick Step:

Click the Home tab on the Ribbon and right-click

the quick step you want to delete in the Quick
Steps group. Select Delete from the contextual
menu.

Reset quick steps

You can always restore Outlook’s default quick steps.

1.

2.

Click the Mail button in the Navigation Pane.

Click the Home tab on the Ribbon and click the
More button in the Quick Steps group.

A list of quick step options appears.

Select Manage Quick Steps.
The Manage Quick Steps dialog box appears.

Click the Reset to Defaults button.

The Microsoft Outlook dialog box appears, asking
you if you want to restore defaults.

Click Yes.

Click OK.

The original quick steps appear in the Quick Steps
group on the Ribbon.

Microsoft Outlook ﬁ]

i Do you want to reset Quick Steps to the default settings? Any changes you have made will be lost.
.

Was this information helpful?

Figure 12-5: The Microsoft Outlook dialog box appears
when you restore default quick steps.
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Creating a Rule

Rules are powerful tools that help you manage your e-
mail messages by performing specific actions
automatically. When you create a rule, Outlook takes the
action specified in the rule when a message arrives in
your Inbox or when you send a message. You can use
rules to automatically:

e Organize your messages: For example, move all
incoming messages that have the word “Picnic” in
the subject to a Picnic folder.

e Create a notification: Play a sound when you
receive an e-mail from your boss.

There are two different ways to create a rule:

e By example: Create a rule based on an e-mail
message. Simply select the message that contains the
sender, subject, or recipient you want to use in the
rule.

e Using the Rules Wizard: You can create a rule
based on a template from the Stay Organized or Stay
Up to Date collections of templates. Or, you can start
with a blank rule and let Outlook walk you through
the entire process of creating a rule using all your
own conditions and actions.

First let’s look at the easiest way to create a rule—by
example.

1. Click the Mail button in the Navigation Pane.

2. Click the Home tab on the Ribbon and click the
Rules button in the Move group.

A list of options for creating rules appears. In
Outlook 2010, options for creating Always Move
rules based on sender or recipient appear by default.

If you want to create a different kind of rule, you can
use the Create Rule dialog box.

3. Select Create Rule.
The Create Rule dialog box appears.

Other Ways to Create a Rule:

Right-click the message you want to base the rule
on, select Rules from the contextual menu, and
select the appropriate option or Create Rule.

4. Select condition(s) for the rule.

Choose from From, Subject contains, or Sent To
conditions. The rule will apply only when you
receive e-mail that satisfies all the selected
conditions.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

Exercise: Create a new mail folder called “Personal”.

Use the “Soccer practice” message in the Inbox to create a
rule that sends messages with Soccer practice in the subject
to the Personal folder.

Run this rule now on messages already in the Inbox folder
under Practice.

%3 Move ~
Click for options

S -
to create a rule. [ Rules

] OneNote

Move

“ | RE: Updated

Pl custemguid " . -
. - Policy--Review - =
| Inbex (5 E
4 Twe Weeks Age c
7 Drates i
3 Send Rem: A Hlsseh e v ES
&
5 Debeted Thems =
o + Older a1 2
@ Jurk £ha 8 5
i Rayna Oden 28,2010 Here's the 2
o nd Besg updated infa, ]
v [ Wrien Pickde 262010 based on your ®
o Fii: Updated Pelicy--Review and REsp.. feedback:

S Peed: & Brian Pice 882010 Our affices are \ 4
- t apened betwaen 7
45 Saarch Fold b trian Pickle 82010 7:00am and 2
Y pond 6:00pm, Monday w
| Mail 3 lett High FITE0 through Friday. E

' Your specific work

| Catendar 4 Jearee Trudeau 112010 schedule depends

on your job role as
G| Contacts 4 leares Trudeay TE010 well as the
v company’s e
o] Tha & Jeatee Trudeay 7572000
Qs o

o P ms Sidan, manas b

RBems: 23 Unrea $ 41 falders are up to date. Connected 1o Microsoft Exchange | 0 G2 100%

Figure 12-6: The Rules button in the Move group on the
Ribbon.

Create Rule i&]

When I get e-mail with all of the selected conditions

From Jeff High

Subject contains  |New Website
Sentto | CustomGuide

Do the following

Display in the New em Alert window

Play a selected sound: Windows Notify.wav m |L| Browse...
Select Folder...

‘ Cancel | |Ad\ranced Options... ‘

Move the item to folder: | Select Folder

Figure 12-7: The Create Rule dialog box.
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Specify the action you want to take if the condition(s)
are met.

Choose from displaying an alert, playing a selected
sound, or automatically moving the item to a
specified folder.

@ Tip: Click the Advanced Options button for even
more condition and action options.
Click OK.

Outlook asks you to confirm the creation of the new
rule.

€ Tip: To apply the rule to messages you’ve already
received, select the Run this rule now on
messages already in the current folder check
box.

Click OK.

The rule is active.

Success

The rule "Mew Website" has been created.

/| Run this rule now on messages already in the current folder

Select this check box to run the rule on
messages you have already received.

Figure 12-8: The Success dialog box.
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Creating a Rule with the Rules
Wizard

The Rules Wizard can help you create a rule from a
template or by starting with a blank rule.

1. In Mail, click the Home tab on the Ribbon and click
the Rules button in the Move group.

A list of options appears.

2. Select Manage Rules & Alerts.

The E-mail Rules tab of the Rules and Alerts dialog
box appears.

Other Ways to Open the Rules and Alerts
Dialog Box:

Click the File tab on the Ribbon and select Info.
Click the Manage Rules & Alerts button.

3. Click the New Rule button.

The Rules Wizard dialog box appears. The Rules
Wizard takes you through several steps to help you
establish your new rule.

First you will see “Step 1: Select a template”. Here
you can choose from templates in the Stay Organized
or Stay Up to Date sections, or create a rule from
scratch by selecting an option in the “Start from a
blank rule” section.

4. Select a template or blank rule option and click Next.

Now you need to select which conditions you want to
use.

5. Select the condition(s) you want to check.

You may also need to edit rule descriptions in the

“Step 2: Edit the rule description” area at the bottom
of the dialog box. For example, if the rule is going to
play a sound, you need to select which sound to use.

6. If necessary, click the underlined values at the bottom
of the dialog box and edit the rule descriptions. When
you’re finished, click Next in the Rules Wizard
dialog box.

Next you need to indicate what you want to do with
the messages that meet the specified conditions.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Create a new Mail folder called “Meetings”.

Create a rule from scratch that will move incoming
messages with the word “meeting” in the subject line into
the Meetings folder.

Existing rules

Rules and Alerts @

E-mail Rules | Manage Alerts

[ New Rule... |Change Rule~ 53 Copy... ¥ Delete ¥ Run Rules Now... Options

Rule (applied in the order shown) ction:

Administrative (client-only) =
Melissa Peterson (client-only) ]
HNews Website &5 et

Rule description (click an underlined value to edit):
Apply this rule after I send the message
assigned to Administrative category
clear message's categories

Enable rules on all messages downloaded from RSS Feeds

[ ok [ cancel [ appk

Figure 12-9: The Rules and Alerts dialog box.

Rules Wizard &J

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
§ Move messages from someone to a folder
3 Move messages with specific viords in the subject to a folder
3 Move messages sent to a public group to a folder
A\ d Flag messages from someone for follow-up
23 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
“: Display mail from someone in the New Ttem Alert Window
W Play a sound when I get messages from someone
B sendanalertto my mobile device when I get messages from someone
Start from a blank rule
= aApply rule on messages I receive
=1 Apply rule on messages I send

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from people or public group
move it to the specified folder
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back Finish

Figure 12-10: The Rules Wizard dialog box.
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7. Select the actions you want Outlook to perform. If
necessary, define the actions at the bottom of the
dialog box. Click Next when you’re finished.

8. Specify any exceptions to the condition(s). If
necessary, define the exceptions at the bottom of the
dialog box. Click Next when you’re finished.

9. Enter a name for the new rule and click Finish.

@ Tip: If you want the new rule to be applied to
messages already in the folder, select that option
before you click Finish.
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Managing Rules

If you have set up several rules, it’s likely that eventually
you will want to change or delete some of them. You can
add, delete, and manage Outlook’s rules using the Rules
and Alerts dialog box.

Edit a rule
1. In Mail, click the Home tab on the Ribbon and click

the Rules button in the Move group.

A list of options appears.

2. Select Manage Rules & Alerts.
The E-mail Rules tab of the Rules and Alerts dialog
box appears.

3. Select the existing rule you want to edit and click the
Change Rule button.

A list of editing options appears. Here you can edit
the rule settings, rename the rule, or change the
action that is associated with the rule.

4. Select an option and finish editing the rule.

Disable a rule

Disabling a rule is different from deleting a rule because it
only inactivates the rule without removing it from
Outlook.

1. In Mail, click the Home tab on the Ribbon and click
the Rules button in the Move group.

A list of options appears.

2. Select Manage Rules & Alerts.
The Rules and Alerts dialog box appears, displaying
the E-mail Rules tab.

3. Uncheck the box next to a rule to disable it.
@ Tip: Simply check the box next to a rule to enable

it again.

Delete arule

You can also completely delete a rule.

1. In Mail, click the Home tab on the Ribbon and click
the Rules button in the Move group.

A list of options appears.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

If necessary, create a Mail folder called “Meetings” and
create a rule that will move incoming messages with the
word “meeting” in the subject line into the Meetings folder.

« Exercise: Display the Rules and Alerts dialog box and
change the “meeting” rule so it includes messages that are
marked as High Priority.

Delete the “meeting” rule.

Disable/enable Edit a Delete a

arule rule rule
Rulgs and Alerts &J
E-{nail Rules | Manage Alertd|
(}5 New Rule... Change Rule~ 3 Copy... X Delete *  Run Rules Now... Options
Rule (applied in the order shown) Actions
¥l Jared Stein 5 %
sent only to me (client-only) ]
News Website 5 *®

Rule description (click an underlined value to edit):
Apply this rule after the message arrives
fromiJared Stein!
move it to the Test folder

and stop processing more rules

Enable rules on all messages downloaded from RSS Feeds

Figure 12-11: Managing rules in the Rules and Alerts
dialog box.
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2. Select Manage Rules & Alerts.

The Rules and Alerts dialog box appears, displaying
the E-mail Rules tab.

3. Select a rule and click the Delete button.

Outlook deletes the selected rule.

The table below, Commands Available in the Rules
and Alerts Dialog Box, provides an overview of all
the commands that are available in the Rules and
Alerts dialog box.

Table 12-2: Commands Available in the Rules and Alerts Dialog Box

£
2% New Rule...

Change Rule =
23 Copy...
X Delete

-

Run Rules Now...

Options

Creates a new rule.

Modifies the conditions, actions, and exceptions of the selected rule.

Copies the selected rule to use as a template for a new rule.

Deletes the selected rule.

Move Up: If you have multiple rules this command will change the order in which rules are evaluated.
Move Down: If you have multiple rules this command will change the order in which rules are evaluated.
Runs selected rules on messages already in the Inbox or other folders.

Allows you to import and export your rules. Very useful for backing up your rules and transferring them to another
computer.
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Quiz Questions

125. What should you do if you want to restore your quick step defaults?
A. Delete all the quick steps you created and recreate the default quick steps.
B. Click the Reset to Defaults button in the Manage Quick Steps dialog box.
C. You cannot reset quick steps to defaults.
D. Download an add-in from Office.com.

126. The only way to create a rule is using the Rules Wizard. (True or False?)
127. You can use the Rules Wizard to create a rule using a template or from scratch. (True or False?)
128. You can disable a rule without deleting it. (True or False?)

129. You can manage rules using the dialog box.
A. Rule Manager
B. Manage Rules
C. Rules and Alerts
D. Rule Options

Quiz Answers

126. B. You can restore your default quick steps by clicking the Reset to Defaults button in the Manage Quick Steps dialog
box.

127. False. You can create rules by example using the Create Rule dialog box, or you can create a rule based on a template
using the Rules Wizard.

128. True. You can use the Rules Wizard to create a rule using a template or from scratch.
129. True. You can disable a rule without deleting it.

130. C. You can manage rules using the Rules and Alerts dialog box.
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Using Mailbox Cleanup ........cccccovviiieiiiinieeens 228
Check your mailbox .........cceeeeeiieiininnns 228
Clean up your mailboX.........cccceeeeeeiinnnns 228
Using AUtOAIChive ..o, 230
Change AutoArchive settings for a single
folder ..o 230
Manually Archiving and Retrieving Information
........................................................................... 232
Access archived items...........cccccceeeeennn. 233
Using a Personal Folders Backup Tool......... 234

Install the Personal Folders Backup tool234
Use the Personal Folders Backup tool.. 235
Open a backup copy of a Personal Folders

FIle oo 235
Importing Information .........ccccceeiviiiiiiienenn. 236
Exporting Information ..........ccccccceeeiiiiiiiiiinnen. 238
Working with Personal Folders Files ............ 240

Create a Personal Folders file................ 240

Open a Personal Folders file.................. 240

Close a Personal Folders file................. 241
Working with Offline Folders..........ccccceeeee. 242

Work offline......ccoceeeeiiiiiiiiiiiieicccceeeeee, 242

Change folders available to edit offline.. 242

Where would you be if, all of a sudden,
you couldn’t access your Outlook files?

For many people, Outlook is an essential
office tool containing a lot of precious
data. Losing e-mail messages, contact
information, and appointments from the
calendar could be a catastrophe. If you
find yourself in that category, you’ll want
to make sure that you can access that data
even if your computer crashes.

Managing your Outlook data also means
working with other programs. If you have
contact names and addresses scattered
throughout your Web e-mail accounts,
Outlook lets you import them all into your
Contacts list (or export your Contacts list
to your e-mail programs).

This chapter focuses on some different
ways to backup your data, as well as ways
to import and export data between
Outlook and other programs.
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Using Mailbox Cleanup

Like a physical mailbox, your Outlook mailbox fills up
over time. Knowing the size of your mailbox, the amount
of free space you have, and how to clean up your mailbox
helps keep things organized.

Check your mailbox

Many organizations have a limit on the size of your
mailbox. Each message you save takes up valuable space.
The Quota Thermometer, new in Outlook 2010, can help
you manage your mailbox more effectively.

e Click the File tab on the Ribbon and select Info.

The Quota Thermometer appears under the Mailbox
Cleanup heading. The Quota Thermometer provides
two important pieces of information:

e The size of your mailbox.

e How much free space you currently have in your
mailbox.

@ Trap: The Quota Thermometer is only available to
organizations using Microsoft Exchange Server
2010.

Clean up your mailbox

You should periodically empty your mailbox. Use the
Mailbox Cleanup dialog box to help you empty Outlook
of unnecessary or duplicate items.

1. Click the File tab on the Ribbon and select Info.

Information about your e-mail account appears.

2. Click the Cleanup Tools button and select Mailbox
Cleanup.

The Mailbox Cleanup dialog box appears. Use any of
the following methods to reduce the size of your
mailbox:

¢ View mailbox size: Click the View Mailbox Size
button to view the total size of your mailbox as
well as the size of each folder.

e Find items: Search for items to delete based on
their age or size.

e AutoArchive items: Archive old items. These
items will still be available under Archive Folders
in the Folder List.

o Empty the Deleted Items folder: View the size
of your Deleted Items folder and permanently
delete items.

1 Exercise
e Exercise File: None required.

* Exercise: View the Quota Thermometer.

a Inbox - raynaBeustomguide.com - Micreselt Outiook

Open

Print

Account Settings

Help

Aceount
2 options Settings -

& i

Automatic Replies (Out of Office)

495 GE free of 5 GB

Rules and Alerts
'y Use Rules and

help organize your
ages, and receive

Manage Rules s are added, changed, or

& Alerts

4

Figure 13-1: The Quota Thermometer appears on the Info
tab.

Mailbox Cleanup ﬁ

i

&

You can use this tool to manage the size of your mailbox.

You can find types of items to delete or move, empty the deleted
items folder, or you can have Outlook transfer items to an archive
file.

[ View Mailbox Size...

(@
(d:

() Find items older than g0 days Find...

(@ Find items larger than 250 |- kilobytes

5] Clicking AutoArchive will move old items to the
_JLJ archive file on this computer. You can find these
items under Archive Folders in the folder list.

AutoArchive

= Emptying the deleted items folder permanently Empty
deletes those items.

[ View Deleted Items Size... ‘

’:_' o\ Del_ete all alternate versions of items in your Delete
~ mailbox.

[ View Conflicts Size... ‘

Close

L A

Figure 13-2: The Mailbox Cleanup dialog box.
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o Delete conflicts: View conflicts and delete any
alternative versions of items in your mailbox.

3. Select the options you wish to use and follow the
prompts.

4. When you’re finished, click the Close button in the
Mailbox Cleanup dialog box.

Your changes are applied.
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Using AutoArchive

Outlook can automatically keep your Inbox and other
folders from growing too unwieldy. AutoArchive
automatically archives your Outlook data based on your
settings. For example, you might specify that
AutoArchive archives any appointments in your Calendar
folder that are over four months old.

1. Click the File tab on the Ribbon and select Options.

The Outlook Options dialog box appears.

2. Click the Advanced tab.

Advanced options for working with Outlook appear.

3. Click the AutoArchive Settings button.
The AutoArchive dialog box appears.

4. Make sure the Run AutoArchive every check box is
checked.

When AutoArchive is activated, you can specify how
often you want it to archive your items. For a list of
what each setting means, see the table to the right,
AutoArchive Options.

5. Choose your preferences for AutoArchive
notification and deletions using the check boxes.

O Trap: If you specify a new name and location for
the archive file, make sure you use the same file
when you archive information in the future.
Newly archived messages are just added to the
existing messages, so you’ll want to make sure
they’re all in the same place.

6. Click OK.

The AutoArchive dialog box closes.

7. Click OK.

The Outlook Options dialog box closes.
Change AutoArchive settings for a single
folder

You can also change the AutoArchive settings for a single
folder.

1. Click the Folder List button in the Navigation Pane.

The Folder List appears in the Navigation Pane.

1 Exercise
e Exercise File: None required.

e Exercise: Review the AutoArchive settings in Outlook.

-

AutoArchive

V| Run AutoArchive every |14 | -> days
| Prompt before AutoArchive runs
During AutoArchive:
| Delete expired items (e-mail folders only)
| Archive or delete old items
+'| Show archive folder in folder list

Default folder settings for archiving

Clean out items older than |6

“ |months =
@) Move old items to:
C:\Users\BETH\Documents\Outlook Fil Browse...

Permanently delete old items

Apply these settings to all folders now |

To specify different archive settings for any folder, right-click
on the folder and choose Properties, then go to the
AutoArchive tab.

I oK l | Cancel

L

Figure 13-3: The AutoArchive dialog box

Table 13-1: AutoArchive Options

Prompt before
AutoArchive runs

Delete expired items

Archive or delete old
items

Show archive folder in
folder list

Clean out items older
than

Move old items to

Permanently delete old
items

You can receive a message every
time AutoArchive is about to run.

If an e-mail message has an
expiration date, it can be deleted
instead of archived.

Clear this check box if you do not
want to move items to the archive
during AutoArchive.

You can show or hide the archive
folder in Outlook’s folder list.

Choose how long an item must be
sitting in Outlook before it is
archived.

Choose a location for archived
items other than the default
location.

Rather than moving old items to an
archive, you can delete them
permanently.
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2. Right-click the folder you want to change and select
Properties from the contextual menu

The Properties dialog box for the selected folder
appears.

3. Click the AutoArchive tab.
The AutoArchive tab appears.

Other Ways to Change AutoArchive Settings
for a Single Folder:

Select the folder you want to change in the Calendar 6 months
Navigation Pane, click the Folder tab on the

Table 13-2: AutoArchive Folder Settings

Ribbon, and click the AutoArchive Settings Deleted Items 2 months
button in the Properties group. Inbox 6 months
. . Journal 6 months
4. Change the settings to meet your needs and click
Apply. Sent Items 2 months
Your settings are saved for that folder. The table to Tasks 6 months
the right, AutoArchive Folder Settings, lists the Notes, Contacts,  AutoArchive does not normally archive
settings used if you change the AutoArchive settings and Drafts information in these folders.

in the AutoArchive tab of the Properties dialog box.
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Manually Archiving and
Retrieving Information

As your folders become larger, Outlook becomes slower,
and finding items can become increasingly difficult. That
is where archiving becomes useful. When you archive
Outlook information, you transfer old items to a storage
file. The items are then deleted from their original folder
in Outlook.

Because archived items are copied to the archive file and
then removed from Outlook, be cautious about what you
archive. This lesson explains how to archive Outlook
information manually.

1.

Click the File tab on the Ribbon and click the
Cleanup Tools button.

A list of options appears.

Select Archive from the list.

The Archive dialog box appears.

Make sure that the Archive This Folder and all
subfolders option is selected.

This option will let you specify which folder you
want to archive. If you choose the other option,
“Archive all folders according to their AutoArchive
settings”, every folder in Outlook (except those not
set to archive) will be archived.

Select the folder that you want to archive.

If you want to archive everything, select Mailbox
and all the folders will be archived.

Now choose the date at which you want to begin
archiving.

Click the Archive items older than list arrow and
select the how old an item must be in order to be
archived.

All items older than the date specified will be moved
into the archive file. Items that are newer remain in
Outlook.

1 Exercise
e Exercise File: None required.

« Exercise: Archive the data in your Inbox.

Archive &J

Archive all folders according to their AutoArchive settings

@) Archive this folder and all subfolders:

4 2 Mailbox - Elizabeth Bertrand &
» |LA Inbox|(1)
4 Drafts [1]
= Sent Items
» & Deleted Items (604)
& calendar
» 84 Contacts
& Journal
'@ Junk E-mail =

m

Archive items older than: | Tue 7/6/2010 lz‘

Include itemns with "Do not AutoArchive" checked

Archive file:
C:\Users\BETH\Documents\Qutlook Files\archive Browse...

[ 0K l | Cancel |

Figure 13-4: The Archive dialog box.
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6. (Optional) Specify the name and location of the
archive file in the Archive File box.

The default location is a folder called Archive, and
the archive is saved as an Outlook Data File (.pst).

@ Trap: If you specify a new name and location for
the archive file, make sure you use the same file
when you archive information in the future.
Newly archived items are just added to the
archive, so you’ll want to make sure they’re all in
the same place.

7. Click OK.
The items you specified are archived. n
@ Tips 1 .

v" Messages that are archived are not saved within
Outlook, so they are more difficult to find. Be sure
that you don’t archive any items that you need

PR T——————.

immediately. "
Access archived items \ :
Your archiving system is working great. Unfortunately, s E
you need to find an e-mail message archived two years sz 4 Archive Fold
ago. No problem — the archived items are just a few clicks S FENIVE FOICers
away. h 2] Deleted Items (107)
1. Click the Folder List button in the Navigation Pane. LA Search Folders

The Folder List appears in the Navigation Pane. L Sent Items

2. Select Archive Folders (or the name you specified

for your archived items) in the Folder List. Figure 13-5: Archive Folders appear in the Folder List.

The archive appears.
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Using a Personal Folders
Backup Tool

If you’re not using Microsoft Exchange Server and you
don’t have an HTTP account like Mail, all of your
Outlook data is saved as a Personal Folders File. You can
use the Personal Folders Backup tool to backup all your
Outlook folders and copy them onto a CD or DVD, rather
than just saving them onto the server or your computer.

@ Tips

v"If you use Exchange Server, your data is not saved as
a .pst file, and the Personal Folders Backup tool will
not back them up.

Install the Personal Folders Backup tool

The Personal Folders Backup tool must first be

downloaded from the Microsoft Download Center Web

site.

1. Click the File tab on the Ribbon and select Exit.
Outlook closes.

2. Open Internet Explorer and go to
www.microsoft.com/downloads.
The Microsoft Download Web page is displayed.

3. Search for the “Outlook 2007/2003/2002 Add-in:

Personal Folders Backup” and download the file to
your computer.

Follow the instructions in the dialog boxes to
download the file.

@ Tip: Save the installation file to your desktop so it
is easy to find after it is downloaded.
4. Double-click the Pfbackup.exe program file.

The setup program appears.

5. Follow the instructions to complete the installation.

The program is installed.

6. Start Outlook.

The Personal Folders Backup tool can be found on
the Add-ins tab of the Ribbon.

[ Exercise
¢ Exercise File: None required.

e Exercise: Back up your Contacts list using the Personal
Folders Backup tool.

# Download details: Dutlook 300730032002 Add-in: Personal Folders Backup - Windows Intemet Explorer (s L= et

GG LS o/ microsott.comyaowninaase = | 5[ 44| % |[18) aimg D -

¢ Favorites i #%)| Get More Add-ons = &8 Suggested Sites =

™

[ pownioad details Cutioak 2007/2003.. 2 v B ~ = m0 v Pagev Satetyw Tooksv i

it *

Microsoft: Download Center

Qutlook 2007/2003/2002 Add-in: Personal Folders Backup

Brief Description On this page

The Persansl dowsriload ereatis badky o - Dk Dtk
your PST files ot regular mbervals, in Outlook 2002 and loter versions, & Crvoryies
"] ¥ to keep all of your Qutkok backed up. N
& Syslem Requiraments
. Redated Rescunces
S
fle e - [ oo |
pibaciup.an 160 B
w @ Intemat | Protected Mode: On fy v ®110x -

Figure 13-6: The Microsoft Download Center Web page.
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Use the Personal Folders Backup tool

Once the Personal Folders Backup tool has been installed,
you’re ready to backup Outlook.

1. Click the Add-Ins tab on the Ribbon and click the ¢ \
Backup button in the Menu Commands group. Outlook Personal Folders Backup e S

The Outlook Personal Folders Backup dialog box =
appears. - Archives

@ Tip: If Backup is not listed under the Add-ins tab,
make sure that the Personal Folders Backup tool

R Last backup: (None) Options...
was properly installed.

. . Save Backup | Open Backup... ‘ Cancel ‘
2. Click the Options button.

w A

Save backup copies of these personal folders files:

The Backup Options dialog box appears.
Figure 13-7: The Outlook Personal Folder Backup dialog

3. Enter your preferences and click OK. box.

A description of the options in the Backup Option
dialog box is listed in the table to the right, Backup
Options.

4. Click Save Backup.

The Outlook Personal Folders Backup dialog box
closes, and the selected folders are backed up.

Table 13-3: Backup Options

Open a backup copy of a Personal Folders

File Reminder Choose how often you would like to receive
. a reminder to backup your .pst files, or clear

If your Outlook folders are lost or otherwise unreachable, the check box if you do not wish to receive

but you made a backup copy, here’s how to access the any reminders.

backup.

Backup Files Check the boxes next to the .pst files you

1. Click the Add-Ins tab on the Ribbon and click the would like to backup.

Backup button in the Menu Commands group. File Location  Choose where you would like the backed up
data to be stored.

The Outlook Personal Folders Backup dialog box
appears.

2. Click Open Backup.
The Open dialog box appears.

3. Select the file you want to open and click the Open
button.

The file is opened.
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Importing Information

People from different countries speak different languages,
just as computer programs save files in different formats.
Fortunately, just like some people can speak several
languages, Outlook can read and write in other file
formats. For example, if you want to import contacts from
another program, importing the file is the easiest way to
doit.

Here’s how to import an external file into Outlook.

1. Click the File tab on the Ribbon and select Open.

Options for opening files appear.

2. Click the Import button.
The Import and Export Wizard opens.

3. Select Import from another program or file and
click Next.
The Import a File dialog box opens and asks which
type of file to import.

4. Select the appropriate file format from the list and
click Next.
The Import a File dialog box asks you to locate the
file you wish to import.

5. Click the Browse button.
The Browse dialog box appears.

6. Browse to the file you’d like to import. Select the file
and click Open.

The file path appears in the “File to import” text box.

7. Click Next.

The Import a File dialog box asks you to choose a
destination for the file.

@ Tip: The most common reason to import a file is
to import contact information from another
source, so you’ll probably want to import
information into your Contacts folder.

8. Choose a destination folder from the list and click
Next.

The last step is to make sure the information will be
imported correctly.

3 Exercise
¢ Exercise File: contactaddresses.csv

» Exercise: Import the contactaddresses.csv file into your
contact list.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs
Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

— DESTIIPTIon
Import data from other programs or files,
including ACT!, Lotus Organizer, Outlook data files
(.PST), database files, text files, and others.

< Back [ Next = l[ Cancel

Figure 13-8: The Import and Export Wizard

Import a File

Select destination folder:

-3t Mailbox - Elizabeth Bertrand -
:ﬁ Calendar
=kE
-8 Central Desktop
- 1 Conversation Action Settings
[+-@ Deleted Items
-1 Drafts
05 Inbox
.48 Journal
-1 Junk E-mail
-8 LinkedIn
- MY SERVICES
-1 News Feed
- | Notes

m

| <gack | we> || cancel |

J

Figure 13-9: Select a location to save your imported file in
the Import and Export Wizard.
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9. Select the Import check box for the file you want to
import and click the Map Custom Fields button.

The Map Custom Fields dialog box opens. The
values in the From section are values from the file to
be imported. The fields in the To section are used to
categorize data in the destination folder you selected.
To make sure the values are imported correctly, you
must click and drag a value from the left into the field
on the right.

10. Click and drag a value in the From area to a field in
the To area of the dialog box.

Mapping the value for one record from the source file
should automatically map the data from other records
in the file.

& Tip: Use the Previous and Next buttons in the
From section to make sure the values are being
imported correctly into Outlook.

11. Click OK.
The Map Custom Fields dialog box closes.
If the values are mapped to the correct destination
folder, you are ready to import.

12. Click Finish.

The information is imported to the location you
specified.

@ Tips

v The file formats that Outlook can import and export
depends on which options were selected when you
installed Outlook. You can always add more file
formats later—just make sure you have your
installation disc handy!

Map Custom Fields &J

Drag the values from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.

From: To:
Comma Separated Values (Windows) Microsoft Office Outlook
contactaddresses.csv Contacts
Value & Field Mapped from &
Title = Name E
First Hame Company Company
Middle Name Department Department
Last Name Job Title Job Title
Suffix Business Address
Company Home Address
Department i Other Address ol
Tah Titln Arrictzntle Dhann Arcictantle Dhann
< 1 » < T »

= Previous | Next > ‘ ‘ Clear Map |

[ oK ] | Cancel ‘

| Default Map |

Figure 13-10: The Map Custom Fields dialog box lets you
match fields from the imported file to the fields in the
destination folder.
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Exporting Information

When you export Outlook information, you save it in a
different format so that it can be understood and opened
by different programs. For example, you might export
your Contact list to an Excel worksheet.

In this lesson, you will learn how to export information in
an Outlook folder to an external file.
1. Click the File tab on the Ribbon and select Open.

Options for opening files appear.

2. Click the Import button.
The Import and Export Wizard opens.

Other Ways to Open the Import and Export
Wizard:

Click the File tab on the Ribbon and select
Options. In the Outlook Options dialog box, click
the Advanced tab and click the Export button
under the Export heading.

3. Select Export to a file and click Next.
The Export to a File dialog box appears, listing the
formats you can export a file to.

4. Select the format you would like to save the file as
and click Next.
A list of the folders from which you can export
information appears.

5. Select the folder whose contents you’d like to export
and click Next.
The Export a File dialog box asks you where you
want to save your new file.

6. Click the Browse button.
The Browse dialog box appears.

7. Browse to a different location for the file, enter a
name for the file if necessary, and click OK.

The file path appears in the “Save exported file as”
text box.

O Exercise
e Exercise File: None required.

» Exercise: Export your contact list as a Comma Separated
Values (.csv) file.

Export to a File

Create a file of type:

Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File (.pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

[ s [ net>] [concel ]

Figure 13-11: Exporting to a file using the Import and
Export wizard.
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8. Click Finish.

The steps to finish exporting your file depend on the
type of file you are exporting:

Export to a File

e ACreate Outlook Data File dialog box may The following actions wil be performed:
appear, prompting you to add an additional
password.

e The Export to a File dialog box may prompt you
to map the export file’s fields.

9. Follow the instructions and export your file.

This may take a few minutes and cannot be canceled.

Outlook exports the values to the file.

[ < Back “ Finish II Cancel ]

Figure 13-12: Click the Export checkbox and click finish to
perform the export.
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Working with Personal
Folders Files

Although you may never need to do it, Outlook can open
and save files. Outlook files are called Personal Folders
files, have a .pst extension, and can store any kind of
Outlook item—e-mails, appointments, contacts, and so
on.

Create a Personal Folders file

You can use these files to back up your Outlook
information or to transfer information to another
computer. But first you need to create the file.

1. Click the Home tab on the Ribbon and click the New
Items button in the New group.
A list of options appears.

2. Select More Items from the list and select Outlook
Data File.

The Create or Open Outlook Data File dialog box
appears.

& Tip: Select the Add Optional Password check
box if you would like to add a password to the
data file.

3. Type a name for the file in the File Name text box
and click OK.

The data file is saved.

Open a Personal Folders file

Personal Folders files open pretty much the same was as
any other file. If you need to make changes to an Outlook
Data file or transfer it to another computer, here’s how to
open it.

1. Click the File tab on the Ribbon and select Open.

Options for opening files appear.

2. Select Open Outlook Data File.
The Open Outlook Data File dialog box appears.
3. Navigate to the folder that contains the file and
double-click the file.

The Personal Folders file appears in the Folder List.
You might have to scroll down to the bottom of the
list to see the Personal Folders file.

1 Exercise

« Exercise File: Practice.pst

» Exercise: Open the Practice.pst file.
View its folder in the Folder List.

Close the Practice.pst file.

~ b
0| Create or Open Outlook Data File h;d
\;/ u o BETH » My Documents » Outlook Files - | ¥4 k i
Organize = MNew folder = 7]
¢ Downloads

<p Recent Places
archive

My Outlook Data File(1)
Libraries

Decuments
d. Music
5. Pictures
B videos

A Computer
& Local Disk (C)
> Local Disk (D)~ &

LR oMMy Outlook Data File(2) -

Save as type: | Outlook Data File

o Hide Foldars Tools =+ Ok || Cancel

Click to add a password.

Figure 13-13: The Create Open Outlook Data File dialog
box.
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Close a Personal Folders file

When you’re done working with a Personal Folders file in EEIE Proctce - Mirosoft Ok ST
Outlook, it’s a good idea to close it. Keeping additional = =L
files open in Outlook will slow down the program. When - s =
the data file is closed, the data will not be deleted. Here’s e
how to close it. e ¢ [peaanr ‘
) nt e Oy ; =]
- - . . - & iterms 1o show in th 8
1. Right-click the file in the Folder List. E
&
A contextual menu appears. g
B
2. Select Close “filename” from the contextual menu. v
¢
The file closes and no longer appears in the Folder -
List. — :
o] Tasks
o G & -
| Bems: 0 . oa
Figure 13-14: Right-click the file to close a Personal
Folders file.
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Working with Offline Folders

Outlook uses a second kind of data file, called an Offline
Folders file (.ost). A Personal Folders File (.pst) stores
your data on your hard drive. An Offline Folders file lets
you make changes to Outlook while you're offline. Any
changes you make to an Offline Folders file while the
folders are offline are updated as soon as an Internet or
network connection becomes available.

Work offline

You can use Outlook without an Internet or network
connection. When you do connect, Outlook syncs the
changes with the network.

e Click the Send/Receive tab on the Ribbon and click
the Work Offline button in the Preferences group.

The status bar indicates that you are working offline.
Your changes will not be saved onto the network until
you reconnect.

@ Tips

v To switch back to working online, click the Work
Offline button again.

Change folders available to edit offline

Here’s how to change the folders that are updated
whenever you connect to the network. The Inbox, Outbox,
Deleted Items, Sent Items, Calendar, Contacts, and Tasks
folders are chosen by default.

1. Click the Send/Receive tab on the Ribbon and click
the Send/Receive Groups button in the Send &
Receive group.

A list of options appears.

2. Select Define Send & Receive Groups.
The Send/Receive Groups dialog box appears.

Other Ways to Open the Send/Receive Groups
Dialog Box:
Press <Ctrl> + <Alt> + <S>,

3. Select the Send/Receive group that includes your
Exchange account, and then click Edit.
The Send/Receive Settings dialog box appears.

4. Select your Exchange account from the Accounts list
along the left side of the dialog box.

The folder options for your account are displayed.

1 Exercise

e Exercise File: None required.

« Exercise: Understand how to work offline in Outlook.

« 4 @

Dial-Up Download  Work
Connection ~ Preferences = Offline
Preferences

Inbox - jstein@ustomguide.com - Microso

RE: Updated
Policy--Review -

- Eria BE/2000
RE: Updated Policy—-Ribview 3nd Resp..
& Beian Pkl 82010

Brian Pickle
P 8/6,2010 4:39 P4

3 sent Rems Iared Sten

S Dedeted Tems (1 e 862010 Rayea Odin
¥ Here's lh.e
s + updated infa,
& Jeanne Trudeau 72000 based an your
feedback:
& Jeanne Trudeau 1//2010 Our offices are
RE opened between
4 Jeanne Trudeau 7R2010 7:00am and
! 6:00pm, Monday
| Ml | Jeanne Trudeau 22010 through Friday.
3ppy 40 3 Your specific
2 Cabendar Tyzan work schedule
R . today depends on your
6] Contacts & Jeanne Trudeau 1m0 job role as well as
e ! the comparw's ¥
] Taska

3 self High letent]

0 se. =

o 08T o salissa patersan Tue 118

Bems: 24 Unreac $ A8 fokders are up to date. Connected o Microsolt Exchange | 0 (1 100% (-

Figure 13-15: Click the Work Offline button in the
Preferences group to work offline.

Send/Receive Groups ﬁ

S A Send/Receive group contains a collection of Outlook accounts and
Gi% folders. You can specify the tasks that will be performed on the group
during a send/receive.

Group Name Send/Receive when
;AII Accounts Online and Offline New...
Rename

Setting for group "All Accounts"

[] nclude this group in send/receive (F9).

[] schedule an automatic send/receive every 30 % minutes.
[] Perform an automatic send/receive when exiting.
When Outlook is Offline
[+] ndlude this group in send/receive (F9).
I:‘Schedule an automatic send/receive every 30 2 minutes.

L J

Figure 13-16: The Send/Receive Groups dialog box.

iR aoes W 00T WS (L]

meu) § Kepal
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5. Select the Include the selected account in this SendReceive Setiings - All Accounts =3
group Check bOX. Accourts ] Inchdis thi sebectied account in this group Account Froperties...
& Aeeount Optians:
You can now select the folders you want to edit BRRREREL oo T T o o pogs et oo
offline. ls\j.hl 7 Receive mail items Synchronize forms

| Drwenload offline address book
BSS

Address Book Settings...

6. Click the check boxes next to the folders you would

like to edit offline. Folder ptoes
R Select folders from the selected account to indlude In send/recene
There are two ways you can work with a folder 4 5 Mailbox - Eizabetn Berranc | () Dowrlosd headers osly
fﬂ N i L Inbox @) Download complate Rem including
offline: T |
# : Y Sent lems 3 Enr;::h:ﬂ"onu headers for items

e Download headers only: When working offline, O e 8

you will only download the subject headers of the 74 Comcs

appointment, message, or entry that you are 48 Junk E-mail i

working with. SR — b

e Download complete item including
attachments: When working offline, you will Fogh cick o re s inthe folder 1 seect more optios. (o ][ comet
download all available information for the )
appointment, message, or entry you are working
with.

Figure 13-17: Send/Receive Settings dialog box.

7. Select how you want new mail to be delivered and
click OK.

Your new settings are applied.
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Quiz Questions

130. The Quota Thermometer only tells you the size of your mailbox, not how much data it contains. (True or False?)

131. The AutoArchive button is located in the:
A. Preferences tab of the Outlook Options dialog box.
B. Mail Setup tab of the Trust Center
C. AutoArchive tab of the Trust Center.
D. Advanced tab of the Outlook Options dialog box.

132. In which folder can you find archived items?
A. Archive
B. Deleted Items
C. Journal
D. Archived items are removed from Outlook

133. When would you use the Personal Folders Backup tool?
A. When you want to archive your e-mail messages.
B. When you want to receive download information from Microsoft.com.
C. When you want to save a backup copy of your Outlook files on a disk.
D. When you want to make Outlook load faster.

134. The Personal Folders Backup tool does not come packed in with Outlook and must be downloaded and installed. (True
or False?)

135. When would you use the Import function?
A. To move contact information from another source into your Contacts.
B. To read incoming e-mail in other languages.
C. To send your contact information from Contacts into another source.
D. To send an e-mail message overseas.

136. When you export information from Outlook:
A. The information is automatically deleted from Outlook.
B. You can use the Outlook information in other programs.
C. The information can only be viewed when Outlook is running on the computer.
D. You need to pay an exporting fee.

137. What kind of files can be saved as Outlook data files?
A. All files in Outlook, including e-mail messages, tasks, appointments, and journal entries.
B. Just journal entries and e-mail messages.
C. Journal entries only
D. Just e-mail messages.

138. You can assign a password to protect a new Outlook Data file. (True or False?)
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139.

When you use Outlook offline, your changes are updated when you reconnect. (True or False?)

Quiz Answers

131.

132.

133.

134.

135.

136.

137.

138.

139.

140.

False. The Quota Thermomter tells you the size of your mailbox and how much data it contains.

D. The AutoArchive button is located in the Advanced tab of the Outlook Options dialog box.

A. Archived items are stored in the Archive folder.

C. Use the Personal Folders Backup tool when you want to save a backup copy of your Outlook files on a disk.

True. The Personal Folders Backup tool does not come packed in with Outlook and must be downloaded and installed.
A. The most common reason to import a file is to move contact information from another source into your Contacts.
B. When you export information from Outlook, you can use the Outlook information in other programs.

A. All files in Outlook, including e-mail messages, tasks, appointments, and journal entries, can be saved as Outlook
Data files.

True. You can choose to assign a password to protect a new Outlook Data file.

True. When you use Outlook offline, your changes are updated when you reconnect.
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If you’d like to wield a little more control
over the way things work in Outlook, this
is your chapter. You can change the way
things look and the way things work in
Outlook, including creating your own
menus, buttons, methods for sorting, and
e-mail options. You can even make
Outlook start automatically every time
you turn on your computer. This chapter
goes through a variety of ways to tweak
Outlook so it works exactly how you want
it to.
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Customizing the Ribbon

One of the most useful features in Office 2010 is that you

can customize the Ribbon. Add your own tabs and groups,

or rearrange the Ribbon to better fit your work style.

Create a new tab or group

You can add new groups to existing tabs, or you can

create new tabs with new groups.

1. Click the File tab on the Ribbon and select Options.
The Outlook Options dialog box appears.

2. Click the Customize Ribbon tab.

The left column displays commands that you can add
to the Ribbon.

The right column displays the tabs on the Ribbon,
and the groups and commands in each tab.

@ Tip: Click the plus sign next to a tab or group to
expand it.
3. Inthe right column, select the tab where you wish to
add the new tab or group.

A new tab, which automatically includes a new
group, will be inserted below the selected tab.

@ Trap: Each Outlook module has its own Home
tab.
4. Click the New Tab or the New Group button.

The new tab or group is added.

Rename a tab or group

Once you’ve created a tab or group, give it a name.

1. Select the tab or group you want to rename and click
the Rename button.
The Rename dialog box appears.

2. Enter a name for the selected tab or group in the
Display Name text box.
The tab or group is renamed. For a group, also select
a symbol to represent the group.

3. Click OK.

The tab or group is renamed.

1 Exercise
e Exercise File: None required.

e Exercise: Create a new group on the Home tab of the

Ribbon in the Mail module called “Printing” and include the
Print command.

Restore the Ribbon defaults.

Click to reorder the
selected tab or group.

| Outiock Opbons. et s

Figure 14-1: Use the
buttons in the Options |

| MNew Tab | |HewGroup ‘ | Rename... |

dialog box to add a new

tab or group to the Ribbon.

Click to
create & Cjick to rename the
newtab. reate a selected tab

new group.  OF group.

Click to
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Add a command to a group

Once you have created a new tab or group, you can add
commands to the group. You can also add commands to
groups that already appear on the Ribbon.

1. Inthe right column, select the group to which you
want to add a command.
This could be a group you’ve created from scratch or
a group that appears by default.

2. Inthe left column, select the command you want to
add to the Ribbon. Click the Add button.
The command is added to the group.

@ Tip: Not finding the command you want to add?
Click the Choose commands from list arrow and
select the group of commands you want to view.

Restore the default Ribbon

If you no longer want to use the customizations you’ve
added to the Ribbon, you can restore the Ribbon to its
original, default settings.
1. Click the Reset button.

Two options appear:

o Reset only selected Ribbon tab: Restores the
default settings for the selected tab.

¢ Reset all customization: Removes all Ribbon
and Quick Access Toolbar customizations,
restoring them to the default arrangement and
appearance.
2. Select the reset option you wish to use.

The Ribbon is restored to its default settings.

Remove atab or group
You can also remove a specific tab or group from the
Ribbon.

1. Inthe right column, right-click the tab or group you
wish to use.

2. Select Remove from the contextual menu.
The tab or group is removed from the Ribbon.

@ Tips

v" Any changes you make to a program’s Ribbon will
appear only in that program.

v" To hide a tab on the Ribbon, deselect its check box.

| Busok Bpbons

Click to add the

Click to view command on the Click to view
another group of left to the selected all the tabs on
commands. group on the right. the Ribbon.

Figure 14-2: Adding commands to groups on the Ribbon.

The Print command

=
added to the Printing \ Hg,d

roup.
group Print

The Printing group, added to

the Home tab of the Ribbon. Printing

Home

> B
New  New

E-mail Items &
New Delete Respond

) x S Reply [ 4% s v Find a Contact ~ T
= 4 Reply All &8~ (0 Address Bock |
Delete N - Quick Move | Tags Print

- 3 Forward & - Steps ~ - - 7 Filter E-mail

Quick Steps Find Printing

Figure 14-3: The Home tab on the Ribbon, customized
with a new group.

248 © 2010 CustomGuide, Inc.



Customizing Outlook

Customizing the Quick Access [ Exercise
TOO I bar e Exercise File: None required.

e Exercise: Add the Print command from the Popular
The Quick Access Toolbar is a shortcut for commands Commands group to the Quick Access Toolbar.

that are used often. If the Quick Access Toolbar doesn’t
contain enough of your frequently used commands, you
can customize it by adding or deleting commands.

Move the Quick Access Toolbar below the Ribbon.

Commands on the
Click to view another Quick Access Toolbar
group of commands. are listed here.

1. Click the File tab on the Ribbon and select Options.
The Outlook Options dialog box appears.

Outlock Opticns

2. Click the Quick Access Toolbar tab.

This tab displays options for customizing the Quick o
Access Toolbar.

The left column displays commands you can add to
the Quick Access Toolbar. The right column displays
commands that appear there.

3. Inthe left column, select the command you want to
add to the Quick Access Toolbar.
4. Click the Add button.
The command is added to the Quick Access Toolbar.
@ Tips

v’ Arrange the order in which the commands are
displayed by clicking the Move Up and Move Down
buttons to the right of the column.

gliCk to _rrnO\Ils thg (l?UiCkh Click to reset the Quick
v Click the Reset button and select Reset only Quick pocess Toolbar below the Access Toolbar to its
Ibbon. default settings.

Access Toolbar to return the Quick Access Toolbar
to its default commands. Figure 14-4: Adding a command to the Quick Access
v Select a command in the Quick Access Toolbar Toolbar.

column and click the Remove button to remove it
from the Quick Access Toolbar.
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Using and Customizing
AutoCorrect

AutoCorrect automatically corrects many common typing
and spelling errors as you type. It is also a great way to
use shorthand for longer words, phrases, or symbols.

AutoCorrect is a feature that is shared across the
Microsoft Office suite—so any additions or changes you
make to AutoCorrect in one program, such as Outlook,
will appear in all Microsoft Office programs, like Excel,
PowerPoint, and Word.

How AutoCorrect works

You may have already noticed that sometimes your typos
are corrected as you enter text in Outlook. When you type
an AutoCorrect entry and then press the <Spacebar> key,

AutoCorrect replaces that text with the correct text.

For example, AutoCorrect will change the mistyped
words “hte” to “the”, or “adn” to “and”. AutoCorrect also
corrects simple grammar mistakes, such as capitalization
problems. For example, it would change “GQOing” to
“Going,” or capitalize the first letter in sentences.

Create an AutoCorrect entry

Outlook already has many entries in AutoCorrect, but you
can add your own entries to correct habitual misspellings,
quickly insert a symbol, or insert a shorthand version of a
long phrase that you frequently use.

1. Click the File tab on the Ribbon and select Options.

The Outlook Options dialog box appears.

2. Click the Mail tab.

Options for working with Mail appear.

3. Click the Editor Options button.

The Editor Options dialog box appears, displaying
options for how Outlook corrects and formats text.

Other Ways to Open the Editor Options Dialog
Box:
Click the Spelling and Autocorrect button.

4. Click the AutoCorrect Options button.

The AutoCorrect dialog box appears with the
AutoCorrect tab in front.

1 Exercise
e Exercise File: None required.

e Exercise: Create an AutoCorrect entry that replaces “ot”
with “to”.

Try the AutoCorrect entry with this phrase, “He was going
ot the store.”

He was going ot|

‘ Press <Spacebar>

He was going to |

Figure 14-5: An example of how AutoCorrect works.

AutoCorrect: English (U.S.) m
AutoFormat | Actions
AutoCorrect Math AutoCorrect | AutoFormat As You Type
Show AutoCorrect Options buttons
Carrect TWo MNitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: Plain text Formatted text

=
=
=
) =) -

Automatically use suggestions from the spelling checker

ok [ o

Figure 14-6: The AutoCorrect tab of the AutoCorrect
dialog box.
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5. Type the word or phrase you want to correct or use as
shorthand in the Replace text box.

This is the text that AutoCorrect will recognize when
you type.

6. Type the word or phrase you want to appear in the
With text box.

When the text in the “Replace” text box is typed with
a space, the text in the “With” text box will appear.
7. Click Add.
The entry is added to the AutoCorrect list.
8. Click OK to close the AutoCorrect dialog box. Click

OK to close the Editor Options dialog box and click
OK to close the Outlook Options dialog box.

The dialog boxes closes, and the entry will now be
available in all Outlook items as well as in all other
Office applications.
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Customizing Outlook Today

Outlook Today is a useful view that summarizes your

e-mail messages, upcoming Calendar events, and tasks.

Although Outlook Today is not the default view for

Outlook, it is easy to access and customize.

Open Outlook Today

You can open Outlook Today from the Mail folder, or the

Folder List in the Navigation Pane.

e  Select your e-mail address or name at the top of the
Folder List.

Outlook Today appears.

Customize Outlook Today

You can customize Outlook Today by changing when it
opens, what kind of information it displays, and how the
information is displayed.

1. Select your e-mail address or name at the top of the
Folder List.
Outlook Today appears, as shown in the example to
the right.

2. Click the Customize Outlook Today link.

The Customize Outlook Today settings appear. You
can customize Outlook today using the settings
explained in the table, Outlook Today Settings.

3. Change your Outlook Today settings as necessary
and click the Save Changes link.

Outlook Today updates to reflect your changes.

1 Exercise
e Exercise File: None required.

e Exercise: Change the Outlook Today settings so that
Outlook Today only displays Today’s tasks.

3 Outlook Today - Migrosoft Outlook o 12
! = @
2 (1) ad
et | & Y Team G-ma
Friday, Qctober 22, 2010 Cystornize Cullook Todh

i) Contacts

o] Tasks

Il folders are up to date. Connected to Microsoft Exchange | 100%

Figure 14-7: Outlook Today displays a brief summary of
messages, appointments and meetings, and tasks.

Table 14-1: Outlook Today Settings

Startup Select this check box if you want to see
Outlook Today when you open Outlook.

Messages Change the folders that Outlook Today
displays.

Calendar Increase or decrease the number of days
Outlook displays appointments and Calendar

events.

Tasks Specify if you want all tasks displayed or only
the current day’s tasks. Also specify how you
want Outlook Today to sort your tasks.

Styles Select the style you want Outlook Today to use.
This includes changing the number of columns
Outlook Today uses to display information as
well as the color scheme.
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Starting Outlook Automatically

Every time you turn on your computer, day or night, your
automatic reaction is to open Outlook. Sound familiar? If
you’re tired of waiting the extra time for Outlook to load,
you can make it run automatically whenever you start
your computer.

1. Click the Start button and select All Programs from
the menu.

The list of programs and program folders that are
available on your computer appears.

2. Right-click the Startup folder and select Open from
the contextual menu.

The Startup folder window appears, displaying
shortcuts to any programs that appear when the
computer starts.

3. Click the Start button and select All Programs —
Microsoft Office from the menu.

The contents of the Microsoft Office folder appear in
the left pane of the menu.

@ Tip: If the Outlook 2010 shortcut is not visible, it
may have been placed into a subfolder by
someone else. Talk to your instructor or network
administrator if you cannot see the shortcut.

4. Press the <Ctrl> key, and click and drag the
Microsoft Outlook 2010 shortcut to the Startup
folder window.

The Microsoft Outlook 2010 shortcut appears in the
Startup folder. Outlook will now open automatically
when the next time you start your computer.

@ Tips

v Use this feature sparingly. The more programs that
load automatically during startup, the longer it will
take your computer to start.

Change the folder that Outlook starts in

If you use Outlook as a day planner more than as an
e-mail service, you may want Outlook to open right to the
Calendar folder instead of to your Inbox. It’s easy to
change the folder Outlook opens when you start the
program.

1. Click the File tab on the Ribbon and select Options.
The Outlook Options dialog box appears.

1 Exercise
e Exercise File: None required.

« Exercise: Move Outlook into the Startup folder so it starts
automatically when you turn on your computer.

Change the folder Outlook opens when starting to Calendar.

S
|
- 3} « Start Menu rograms arty) x| Tk P
A Sl Rl AT - =
Organize = ' Open Share with = Bumn Mew folder - @
- Favorites
I Deskiop #¢ Dropbox
4 Downloads #8 HyperSnap 6
=» Recent Places £ Microsoft Outlook 2010
Fi OneMate 2010 Sereen Clipper and Launc...
- Libraries
Documents
+. Music
. Pictures
B videos
A Computer
W network

=

Microsoft Outlock 2010 Date m

Figure 14-8: The Microsoft Outlook 2010 shortcut appears
in the Startup folder.
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2. Click the Advanced tab.

Advanced options for working with Outlook appear.

3. Click the Browse button under the “Outlook start and
exit” heading.

The Select Folder dialog box opens.

4. Select the folder you want Outlook to open to.
The folder is highlighted.

5. Click OK.

The Select Folder dialog box closes.

6. Click OK.
The Outlook Options dialog box closes.

The next time you start Outlook, the folder you
selected will be displayed immediately.

Browse button

Figure 14-9: The Advanced tab of the Outlook Options
dialog box.
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Adding Fields to a View

When you’re viewing items in any of Outlook’s tools, you
may need to see additional information that isn’t normally
displayed. For example, the Tasks’s Simple List view
displays the Task Subject, Due Date, Categories, In
Folder, and Flag fields. If you want to see additional
fields, such as the % complete field, you would have to do
one of the following:

e  Open the item you want to view by double-clicking
it. The problem with this approach is that you can
view only one item at a time.

o Select a different view. The problem with this
approach is there may not be a view that includes the
field(s) you want to view.

e Add the field to the current view.

This lesson focuses on the last option—adding and

removing fields to and from a view.

Add a field

1. Right-click a column heading and select Field
Chooser from the contextual menu.
The Field Chooser appears.
@ Trap: The Field Chooser is not available for all

views.

2. Click and drag the desired field from the Field
Chooser onto the column heading bar.
The view is updated to include data from the added
field.

Remove afield

You can easily remove a field that you previously added.

e Click and drag the field from the column heading.

The field is removed from the view and the column
heading.

L1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Add the % Complete field to Simple List view
in Tasks.

Remove the % Complete field.

Search To-Do List (Ctrl+E) P
[} Task Subject Due Date Categories | In Folder K
Click here to add a ... Field Chooser @
4 ¥ Flag: Due Date: No Date Frequently-used fields El
3 B Write new hire train. None % Complete & W
3 [ Researchmarketing. Noae Actual Work ‘/
4 7 sample Chapters None Assigned To | \ 4
2 [ RevewMarketing P Mone Attachment T v
Company
4 ¥ Flag: Due Date: Today Contacts
& 7 Mew Hire Training  Mon 10/4/2( | Custom Priority \d
& [0 Travel Arrangements Wed 10/6/2( | Custom Status A\ d
& O Marketing Proposal  Fri 10/8/2010 | pate Completed A d
5% 7 Marketing Plan Revi.. Fri 10/8/201( | Modified A\ d
4 [1 Marketing Meeting ... Fri 10/15/20] | yotes \d
Organizer -
New... Delete

Figure 14-10: Click and drag a field from the Field
Chooser to add it to the current view.
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Creating a Custom View

Changing fields, sorting options, and filtering a particular
folder can get very old, very fast. You can save the
displayed fields, grouping and sorting options, and filter
criteria so you don’t have to change them manually by
creating a custom view.

Create a custom view

1. Click the View tab on the Ribbon and click the
Change View button in the Current View group.

A list of options appears.

2. Select Manage Views from the list.

The Manage All Views dialog box appears. Here you
can create, modify, rename, and delete views.

@ Tip: You can also copy an existing view and
modify it. Select the view you want to copy and
click the Copy button. Once you’ve copied the
view, click the Modify button to edit your new
view.

3. Click the New button.

The Create a New View dialog box appears.

4. Enter a name for the view in the “Name of new view”
text box.

You should now decide what type of view you want
to create. This will determine if the information is
displayed in a table, in a timeline, as cards, as
business cards, in a calendar (Day/Week/Month), or
as icons.

5. Select the type of view you want to use.

Now select if you want the view to be available to
anyone using the folder, to only you when you use
the folder, or in all Mail and Post folders.

6. Select what folders this view can be used on and
click OK.

The Advanced View settings dialog box appears.
Here you can further customize your view by adding
columns, grouping items, specifying how you want
information to be sorted, and more.

@ Trap: The buttons available in the Advanced View
Settings dialog box depend on the type of view
previously selected.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Create a new view in Contacts and apply the
view.
Name: TDS
Type of view: Table
Filter: “TDS Telecom” in company field only

Delete the view after applying it.

Manage All Views Iéj
Views for folder "Inbox":
View Name Can Be Used On View Type New.
<Current view settings> All Mail and Post folders Table
Compact All Mail and Post folders Table Copy...
Single All Mail and Post folders Table N
Preview All Mail and Post folders | Table | Modify... |
Rese
Description
Fields: Importance, Reminder, Icon, Attachment, From, Subject, Receiv
Group By: Arrangement Label (descending), Conversation (ascending)
Sort: Received (descending)
Filter: Off

Only shovr views created for this folder

Figure 14-11: The Manage All Views dialog box.

Create a New View [&J

Name of new view:
TDS

Type of view:

Table

Timeline

Card

Business Card
Day/Week/Month
Icon

Can be used on
This folder, visible to everyone
This folder, visible only to me

@) All Mail and Post folders

oK l | Cancel

W -

Figure 14-12: The Create a New View dialog box.
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7. Use the customize buttons to determine what appears
in your custom view and how it is displayed. Click
OK.

The Advanced View settings dialog box closes, and
you return to the Manage All Views dialog box.
8. Click Apply View.

The custom view is applied.

Apply a custom view

Once a custom view has been created, applying it is just

like applying any other view.

1. Click the View tab on the Ribbon and click the
Change View button in the Current View group.

A list of options appears.

2. Select the view you want to use.
Outlook displays the items in the selected custom
View.

Delete a custom view

You can delete a view if you no longer need to use it.

1. Click the View tab on the Ribbon and click the
Change View button in the Current View group.

A list of options appears.

2. Select Manage Views.

The Manage All Views dialog box appears.

3. Select the view you want to delete and click the
Delete button.

A dialog box appears asking you to confirm the
deletion.

4. Click Yes.

The dialog box closes, and you return to the Manage
All Views dialog box.

5. Click Close.

The view is deleted.

Advanced View Settings: TDS @

Description

Importance, Reminder, Icon, Flag Status, Attachment, Fro...
Group By... None

Sort... Received (descending)
Filter... Off

Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message
Format Columns... Specify the display formats for each field

Reset Current Vie l 0K I I Cancel

Figure 14-13: Use the Advanced View Settings to
customize a new view.

Microsoft Outlook ﬁ

! Are you sure you want to delete the view "TDS"?

e ] [

Was this information helpful?

. 4

Figure 14-14: Click “Yes” to confirm the deletion of the
view.

Your Organization’s Name Here 257



Customizing Outlook

Using Custom Groups

Grouping items organizes them into a grouped outline.
You can expand or collapse a group to display or hide its
items.

Many views already have default groupings, but you can

change those groupings to meet your needs.

1. Click the View tab on the Ribbon and click the View
Settings button in the Current View group.

The Advanced View Settings dialog box appears.

2. Click the Group By button.

The Group By dialog box appears. You can now
specify how you would like items in a view to be
grouped.

@ Tip: Some views automatically group items. If
necessary, deselect the Automatically group
according to arrangement check box to
manually group items in a view.

3. Click the Group items by list arrow and select how
you would like to view items.
You can add additional criteria to make groups even
more specific.

4. If necessary, continue editing the options in the
Group By dialog box to refine your view.

5. Click OK.
The Group By dialog box closes, and you return to
the Advanced View Settings dialog box.

6. Click OK.
The new arrangement is applied to the view.

@ Tips

v If you will reuse your custom grouping, save it as a
new view.

¥v" You can only group items in a table or timeline.

1 Exercise

« Exercise File: Practice.pst (Click the File tab on the
Ribbon, select Open, and click Open Outlook Data File.
Browse to the Outlook 2010 Practice folder and select
Practice.pst. Click Open.)

« Exercise: Group the Tasks list by Categories in Detailed
List view.

Advanced View Settings: Simple List &J

Description

Icon, Complete, Task Subject, Due Date, Categories, Flag ...
Group By... Hone

Sort... Due Date (ascending)
Filter... Off

Other Settings... Fonts and other Table View settings
Conditional Formatting... | User defined fonts on each message
Format Columns... Specify the display formats for each field

Reset Current View | oK ‘ | Cancel

Figure 14-15: Edit groups using the Advanced View
Settings dialog box.

Group By

Automatically group according to arrangement oK.

Group items by
Cancel

Assigned To x| @ Ascending

i

Show field in view Descending Clear All
Then by
(none) El Ascending
Show field in view Descending
Then by
(none) - Ascending
Show field in view Descending
Then by
(none) - Ascending

Show field in view Descending

Select available fields from: Expand/collapse defaults:

El As last viewed Iz‘

Frequently-used fields

Figure 14-16: Specify how you want to group items in a
view in the Group By dialog box.
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Changing Outlook’s Default
Options

Microsoft spent a lot of time and research when it decided
what the default settings for Outlook should be. However,

you may find that the default settings don’t always fit
your own needs.

This lesson isn’t so much an exercise as it is a reference
on how to customize Outlook by changing its default
settings.
1. Click the File tab and select Options.
The Outlook Options dialog box appears.
2. Click the tabs on the left to view different option
categories.

See the table below, Tabs in the Outlook Options
Dialog Box, for more information on these
categories.

3. Change the options as you see fit. Click OK to
confirm the changes.

The changes are applied to the Outlook program.

1 Exercise
e Exercise File: None required.

e Exercise: Explore the tabs in the Outlook Options dialog
box.

Outiock Options -t

Outlosk panes

Remingen

[ Cancw

Figure 14-17: The Advanced tab of the Outlook Options
dialog box.

Table 14-2: Tabs in the Outlook Options Dialog Box

General Change the most commonly modified options in Outlook. This includes enabling the Mini Toolbar and Live
Preview. Change the color scheme, control ScreenTips, and change the user name. Also designate Outlook as
the default program for E-mail, Contacts, and Calendar.

Mail Change the options for outgoing messages, including new messages, replies, and forwards; specify
Outlook’s Conversation Clean Up and message alert settings; change how Outlook saves messages and

tracks messages.

Calendar Change the default work time and week; configure how the calendar handles appointments, meeting
requests, and reminders; change how the Calendar is displayed; change the time zone and add alternate time
Zones.

Contacts Indicate how you want Outlook to file your contacts, if you want pictures and online status displayed when
viewing contacts, and if you want Outlook to automatically add e-mail addresses for recipients not in your
Outlook Address Book to your Contacts list.

Tasks Change the default reminder time and how tasks appear.

Notes and Journal

Configure the appearance of your Notes and additional Journal Options.

Search Configure the Outlook stores indexed by Windows Search. Change how results display.
Mobile Configure Outlook to work with your mobile device.
Language Add additional languages to edit your items. Also set the language priority order for added languages.
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Table 14-2: Tabs in the Outlook Options Dialog Box

Advanced Advanced options for working with Outlook. Customize the Navigation Pane, Reading Pane, and To-Do
Bar; specify the folder Outlook should open to when starting and what should happen to items in the Deleted
Items Folders when you exit Outlook; update AutoArchive settings; configure reminders; create an export
file; manage your RSS feeds; configure send and receive settings for incoming and outgoing items; work
with custom forms options; specify how you want Outlook to work with a dial-up connection; select
international options.

Customize Ribbon Create custom tabs and groups for the Ribbon.

Quick Access Toolbar Add commands to the Quick Access Toolbar.

Add-Ins View and manage Microsoft Office add-ins, such Acrobat PDFMaker and custom XML data.

Trust Center Help keep your document safe and your computer secure and healthy. Read privacy statements and change

Trust Center Settings to control how Outlook works with macros, add-ins, the message bar, trusted
publishers and locations, and more.
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Managing Accounts

You can use Outlook 2010 work with multiple e-mail
accounts, organize your RSS feeds, subscribe to Internet
calendars, and even publish your own calendar to the
Internet. You can use the Account Settings dialog box to
manage all these accounts and more.

1. Click the File tab on the Ribbon and click the
Account Settings button.

A list of options appears.

2. Select Account Settings.

The E-mail tab of the Account Settings dialog box
appears.

There are a few options here that you can use to
change how your accounts are used. See the table to
the right, Account Settings Options, for a brief
description of your options.

3. Select the options you want to apply and click OK.

The dialog box closes, and the changes are applied.

1 Exercise
e Exercise File: None required.

e Exercise: Explore the tabs in the Account Settings dialog
box.

Account Settings S|
E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
E-mail ‘Dala Files | RSS Feedsl SharePoint Lists | Internet Calendars | Published Calendars | Address Books
o New... 3 Repair... 'S Change... X Remove
Name Type

& Microsoft Exchange Microsoft Exchange (send from this account by defa...

Selected account delivers new messages to the following location:

Change Folder | Mailbox - Elizabeth Bertrand\Inbox

in data file C:\Users\BETH\AppData'Local\Microsoft\Outlook\outlook.ost

Close

Figure 14-18: The Account Settings dialog box.

Table 14-3: Account Settings Options

E-mail Set up a new e-mail account.

Accounts

Data Files Change settings for data files.

RSS Feeds Add or remove Really Simple Syndicated

(RSS) feeds.

SharePoint Manage your SharePoint lists.

Lists

Internet Add or remove subscriptions from Internet
Calendars calendars.

Publish Manage any calendared published to the
Calendars Internet.

Address Books  Add or remove any directories or address
books.
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Quiz Questions

140.

141.

142.

143.

144.

145.

146.

147.

148.

149.

150.

151.

You can only add custom groups to custom tabs. (True or False?)

What is the purpose of the Quick Access Toolbar?
A. To provide quick access to the commands you use most frequently.
B. To make Outlook 2010 look more like previous versions.
C. To provide Microsoft Access commands in the Outlook program.
D. To provide a backup in case the Ribbon fails

AutoCorrect changes:
A. Spelling errors
B. Grammar errors
C. Capitalization errors
D. All of these.

AutoCorrect entries created in Outlook will not appear in any other programs. (True or False?)

You cannot change the folder Outlook opens when starting. (True or False?)

Which folder do you need to drag a shortcut into to make it start automatically whenever you turn on your computer?
A. Autostart
B. Maintenance
C. Startup
D. Microsoft Office

Microsoft Outlook is the only program that can be started automatically whenever you turn your computer on. (True or
False?)

You cannot add fields to a view. (True or False?)

You can copy, modify, rename, and delete views in the Advanced View Settings dialog box. (True or False?)

The Group By dialog box allows you to group a view using any field displayed in the view. (True or False?)

Which of the following is NOT a tab in the Outlook Options dialog box?
A. Calendar, which allows you to configure the Calendar tool.
B. Attachments, which lets you configure how Outlook opens attachments.
C. General, which lists the most commonly modified options in Outlook
D. Trust Center, which changes your privacy options.

Using Outlook, you can view multiple
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A. e-mail accounts
B. Internet calendars
C. RSS feeds

D. all of the above

Quiz Answers

141.

142.

143.

144,

145.

146.

147.

148.

149.

150.

151.

152.

False. You can add custom groups to default tabs or to custom tabs.

A. The purpose of the Quick Access Toolbar is to provide quick access to the commands you use most frequently.

D. AutoCorrect changes spelling errors, grammar errors, and capitalization errors.

False. AutoCorrect entries created in Outlook will appear in all other Microsoft Office programs.

False. You can change the folder Outlook opens when starting.

C. Drag a shortcut into the Startup folder to make it start automatically whenever you turn on your computer.
False. Any program, file, or folder can be started automatically, as long as its shortcut is in the Startup folder.
False. You can add fields to a view using the Field Chooser.

False. You can copy, modify, rename, and delete views in the Manage All Views dialog box.

True. The Group By dialog box allows you to group by any field displayed in the view.

B. There is no Attachments tab in the Outlook Options dialog box.

D. Using Outlook, you can view multiple e-mail accounts, Internet calendars, and RSS feeds.
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Advanced
Topics

Adding RSS Feeds ......cccccoviiiiiiiiiiieeieee 265
Add an RSS feed from a Web page ...... 265
Add an RSS feed in Outlook’s Account

SEetNGS ovviee e e 265
Add an RSS feed from an e-mail invitation
............................................................... 266
Viewing RSS Feeds ........ccccvvveeeeeci i, 267
View an RSS feed.......cccoeeeeeeviiivivnneennnn. 267
Cancelan RSS feed ........ccceevvvvveeeeennnnn. 267
Using the Tools Together.......ccccccvveeeeiiinnnee 268
Using Outlook Web App.......ccccvveveveeee i, 270
Connect to Outlook Web App ................ 270
Check e-mall.........coovviviiiiiiiiiiiiieeeein, 270
Send e-mall......coceueeiiiiiiiiiiiieeeeeeee 271
Use other Outlook folders..........c........... 271
Using Instant Messaging in Outlook ............. 272
Install Windows Live Messenger ........... 272
Use instant messaging in Outlook......... 273
Connecting to Social Networks...................... 274
Download a social network provider add-in
............................................................... 274
Connect to a social network .................. 274
Disconnect from a social network.......... 275
Using the Outlook Social Connector............. 276
View social network updates in Outlook 276
Add a contact to a social network.......... 276
Hide the People Pane.......c.ccccccceeuunneee. 277

The deeper you dig into Outlook, the
more features you’ll find. If you’re up to
the challenge, you can find a lot of great
features in Outlook that you may not have
known about. Outlook was designed to be
a multipurpose communication tool, and
offers options far beyond e-mail and
shared folders.

This chapter details features including
using Outlook for Instant Messaging,
Accessing a Web version of Outlook from
any computer, sending Internet faxes,
subscribing to RSS feeds, and more.
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Adding RSS Feeds

Instead of skipping from one Web site to another, you can
use an RSS feed to receive notifications whenever your
favorite Web sites are updated. RSS stands for Really
Simple Syndication, and true to its name, adding an RSS
feed is easy.

Add an RSS feed from a Web page

RSS feeds consist of a headline or summary with a link to
visit the original source. You can browse the headlines
and decide which ones you want to read.

1. InInternet Explorer, look for a Web page with a
highlighted RSS button.

The RSS button is located near the Home button.

2. Click the RSS button list arrow.
A list of available feeds for the Web page appears.

3. Select the RSS feed to which you’d like to subscribe.
You will be sent to an RSS feed page.

4. Click the Subscribe to this RSS feed link.

A dialog box appears with the name of the feed. You
can change the name of the feed if you wish.

5. Click Subscribe.

The RSS content is how sent to your computer’s
Common Feed list.

@ Trap: If you cannot view your RSS feed, Outlook
may not be configured to view the Common Feed
List. To view items from the Common Feed List
in Outlook, click the File tab on the Ribbon and
select Options. Click the Advanced tab and
select the Synchronize RSS Feeds to the
Common Feed List (CFL) in Windows check
box.

Add an RSS feed in Outlook’s Account
Settings

If you already know which Web site you’d like to receive

updates from, you can enter it directly into Outlook.

1. Click the File tab on the Ribbon and select Info.
Information about your account appears.

2. Click the Account Settings button and select
Account Settings.

The Account Settings dialog box opens.

[ Exercise
e Exercise File: None required.

* Exercise: Add an RSS feed from msnbc.com and view it
in Outlook

RSS button

) Breaking News, Weather, Business, Heaith, Entertainment, Sporis, Polfics, Travel, Science, Tec - Windows Int... = (=) e
K )= | 2 ntfwvonamsnt men.com, -1« % £
e

Werld Politics Business Sports Entertainment Health Te|

Airline pilots join
chorus against body
scanners, pat-downs

Leaked U,5. marshal body scan images revealed

Obama awards
Medal of Honor

0 (1) watch the White House ceremony

@ Intemat | Protected Made: On T

Figure 15-1: The RSS button in Internet Explorer.

Account Settings £

RSS Feeds
You can add or remove an RSS Feed, You can select an RSS Feed and change RS settings.

E-mail | Data Files| RSS Feeds | SharePont Lests | internet Calendars | Publshed Calindars | Address Boaks

Feed Name Last ity

Miew RSS Feed ]

Eniter the location of the RSS Feed you want to add to Outlook:

Selected R55 Feed delivars new items to the following location:

Change Folder

Subseried RSS Feeds are ehecked once during each dewnioad interval. This prevents your RSS Feed from possibly
being suspended by an RSS5 publisher.

Close

Figure 15-2: The RSS Feeds tab of the Account Settings
dialog box.
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Click the RSS Feeds tab, then click the New button.
The New RSS Feed dialog box opens.

Enter the URL of the RSS feed to which you’d like to
subscribe.

Use the URL for the feed and not the Web site itself.
For example the RSS feed for Slate magazine is
http://feeds.slate.com/slate.

Click the Add button.

The RSS feed appears in the Account Settings dialog
box under Feed Name.

Click OK.

The RSS feed is added.

Add an RSS feed from an e-mail invitation

You may also receive an e-mail invitation to subscribe to
an RSS feed, and you can add it to your feed list.

1.

When you receive an RSS feed invitation, click Add
this RSS Feed.
Click OK.

The feed is added, and the RSS content is sent to
your computer.
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Viewing RSS Feeds

Once you’ve subscribed to an RSS feed, you can view it
like you’d view incoming e-mail or you can remove the
feed.

View an RSS feed

1.

2.

Click the Mail button in the Navigation Pane.

Click the Expand button to the left of the RSS Feeds
folder in the Navigation Pane.

All the RSS feeds you subscribe to appear organized
as folders.

Select the folder you would like to view.

RSS notifications are listed in the Reading Pane.

Select a message to view in the Reading Pane.
The full text of the notification is displayed in the
message area.

Click the View Article link below the message to
view the full article in your default Web browser.

@ Tip: You can forward, delete, and flag an RSS
item, but you cannot reply to the sender.

Cancel an RSS feed

You can cancel an RSS feed any time.

1.

Click the Expand button next to the RSS Feeds
folder in the Navigation Pane.

The RSS feeds you subscribe to appear.

Right-click the RSS feed you want to delete and
select Delete Folder from the contextual menu.

A dialog box appears, asking if you want to delete the
feed.

Click Yes.
The feed is cancelled, and all content is removed.

@ Tip: To cancel your subscription without deleting
content from the feed, click the File tab on the
Ribbon and select Info. Click the Account
Settings button and select Account Settings. In
the Account Settings dialog box, click the RSS
Feeds tab. Select the RSS feed you wish to cancel
and click the Remove button. The subscription
ends, but the content is not deleted.

1 Exercise
e Exercise File: None required.

* Exercise: View an RSS feed.

Click the Expand button to see folders for RSS
feeds to which you currently subscribe.

|7 Fpvorites g

-] Inbox .

L7 Drafts[2]
=i Sent ltems
@ Deleted Items (1]

L@ Junk E-Mail
4 Outbox

4l |5 RSS Feeds

3 CNN.com (8)

[3 msnbc.com: Top m

1 Slate Magazine (95

|» L@ Search Folders

b~ Mail
ﬁ Calendar

&=| Contacts

;ATasks
L] O (&~

Figure 15-3: RSS Feeds in the Mail folder.
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Using the Tools Together [ Exercise

. » Exercise File: None required.
One of the easiest ways to use the Outlook tools together

is to create a new item by dragging an item onto a button
in the Navigation Pane. For example, anything you drag
to the Inbox becomes an outgoing e-mail message. Here’s
some more information about this:

e Exercise: Understand how clicking and dragging items is
a powerful shortcut in Outlook.

Table 15-1: Using Click and Drag in Microsoft Outlook

Drag this... Here... To Create...

) Calendar A new appointment with the content of the e-mail message
included as the appointment’s description.

8] Contacts A new contact that contains the name and e-mail address of the
e-mail’s sender (Useful!).

- 7] Tasks A new task with the content of the e-mail message included as

E-mail Message the task’s description.

.1 Notes A new note based on the content of the e-mail message.
& | Journal A new journal entry that contains the content of the e-mail
message and when it was received.
) mail A new e-mail message with information about the appointment.
&) Cantacts A new contact with information about the appointment in the
— contact’s notes (Seldom Used).
FEEE ] Tasks A new task based on the appointment.
Appointment
.1 Notes A new note based on the content of the appointment.
& Journal A newjo_urnal entry based on the date, time, and description of
the appointment.
3 mail A new e-mail message addressed to the contact (Useful!).
9 Calendar A new meeting request with the contact (Useful!).
EE 7] Tasks A new task request assigned to the contact (Useful!).
Contact .1 Notes A new note based on the contact’s information (Seldom Used).
& | Journal A new journal entry based on the contact’s information (Seldom

Used).
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Table 15-1: Using Click and Drag in Microsoft Outlook

A new e-mail message with information about the task.

—4 Mail
9 Calendar A new appointment based on the task.
;l. - - - -
ﬂ =] Contacts A new contact with information about the task in the contacts
notes (Seldom Used).
Task
.1 Notes A new note based on the content of the task.
& Journal A new journal entry based on the date, time, and description of
the appointment.
3 Mail A new e-mail message based on the content of the note.
9 Calendar A new appointment based on the content of the note.
| =] Contacts A new contact based on the content of the note (Seldom Used).
Note
7] Tasks A new task based on the content of the note.
& | Journal A new journal entry based on the content of the note.
3 Mail A new e-mail message with information about the journal entry.
7 Calendar A new appointment with information about the journal entry.
o=
I =] Contacts A new contact with information about the journal entry (Seldom
Used).
Journal Entry
] Tasks A new task with information about the journal entry.
-] Notes A new note based on the journal entry.
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Using Outlook Web App [ Exercise

e Exercise File: None required.
Most people don’t just work at one computer, so it’s
important that you can access Outlook from anywhere. If
your organization has set up an Outlook Web App account
(formerly known as Outlook Web Access), all you’ll need
is your e-mail address and password, and you can access

» Exercise: Check your e-mail using Web App.

your Outlook account, including e-mail, calendar, and i L AL - . —
other features from anywhere. P & o e * 30 [ XN P 2
Favorites 5 | Get More Add-ons = ¥ Suggested Sites =
O Outiook Web Apg Yo v B v = mpov pagew satey~ Tockv v
Connect to Outlook Web App =
Your administrator needs to set up your Outlook Web App Sitiook Web App
account for you. Once it has been set up, you can access
your Outlook account from any computer with an Internet
connection. Here’s how:
1. Open a browser window and enter the URL of the
organization’s Outlook Web App account in the i s i Gcmamgi o
Address Bar. o [oevessees
The Outlook Web App login page appears. Contact
your network administrator for your organization’s
Outlook Web App URL.
© Trap: You may see a security certificate page. @ It rotcted Mode: On - wu -
Make sure you have typed in the correct address
and click Continue to current web page. Figure 15-4: The Login page for Outlook Web App.
2. Enter your e-mail address and password and click the
Sign in button. : .
Table 15-2: Inbox Options in Outlook Web App
Your Outlook Web App account appears. - -
34 New Create a new e-mail or meeting request.

@ Tip: If you are accessing Outlook Web App from
a library or other public space, don’t forget to log x Delete a message.
out when you’re finished.

Move Move or copy a message to a folder.
Check e-mail Filter Show or hide messages based on
Although Outlook Web App looks a little different than predefined criteria.
your full Outlook program, the two programs work pretty View - Show or hide the Reading Pane.

much the same way. If you know your way around
Outlook, you won’t have much difficulty navigating
Outlook Web App.

Check your messages.

&

@ Tips

v" Outlook Web App has been optimized for Microsoft’s

Internet Explorer. If you use another Web browser, Table 15-3: Reading Pane Options

the buttons may look very different. Reply to sender.
Al
|

1. Log on to Outlook Web App.

The Inbox folder of Outlook Web App appears. N Reply to sender and all recipients.

2. Select a message in the Message Pane
. ) Forward the message itself or forward it as an
The full text of the message appears in the Reading bar=\ attachment.

Pane
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Send e-mail

Your options for sending e-mail in Outlook Web App are
very similar to your options in Outlook 2010. You can Table 15-4: Message Commands
reply to or forward a message or you can create a new

one. Here’s how to create a new message. = send Send message.

) = Save a draft.
1. Click the New button on the toolbar.

. . 0 Insert attachment.
A blank message appears in a new browser window. U
o w2 Open Address Book.
2. Type the name or names of your recipients.
&, Name check.

Other Ways to Add Recipient Addresses:
Click the To button to add names from your v s Set importance.
Outlook Web App Contacts list. :

= Insert signature.
3. Enter a subject and message text.
] ] o Spell check.
Other message options are available. See the table on
the right, Message Commands, for a list of
commands available on the message toolbar.
4. Click the Send button.
Use other Outlook folders
All of the available folders in Outlook Web App are listed Table 15-5: Folders in Outlook Web App
in the Navigation Pane. See the table to the right, Folders Check or send e-mail
in Outlook Web App, for a list of available folders. Each b= Mail '
folder has its own toolbar. Accessing a new folder is Check hedul
simple. eCK or scheaule
P j Calendar appointments.
e  Click the button in the Navigation Pane for the folder 85) contacts View or change address
you wish to open. book.
The folder appears. ) Tasts Check or schedule tasks.
# Eayla Oaypool - Cutlock Web App - Windows Internet Explorer >:-< ) )
&= ol huws sherweb2010.com - & | %|x][e8ms P 3 Public Folders Open or edit pUb“C folders.
Favarites 5 % Get Mare Add-ons = £ Suggested Sites +
0 Kayla Claypool - Cutlook Web Apg Nor B - 2 s v Page~ Safety~ Tooks~ -
Outlook Web App

- « =

RE: Client Presentations

P 11/15 4 i3 Reed Stephens to

. To: Kmyla Clypoo

“§ Pubbc Folders

hittps/ fwebmail shorweb2010.c¢ @ Intemat | Protected Mode: On Qv Rl v
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Using Instant Messaging in [ Exercise
OUtI 00 k e Exercise File: None required.

» Exercise: Understand how instant messaging works with
Instant messaging lets you type quick conversations back Outlook.

and forth with someone in your Contacts. As long as the
other person is online, you can chat with them in real
time, meaning you won’t need to wait long for a response.
This can be a great way to schedule meetings or just shoot
the breeze with someone. Best of all, you can access
instant messaging from within Outlook.

Install Windows Live Messenger

Windows Live Messenger does not come installed in

Windows, but it can be downloaded for free from the 24 Windows Live Messenger =HIEI X
Windows Live Web site. First, you’ll need a Hotmail ——
account or a Windows Live ID. If you have either, just ' '| Share something new
follow these steps to download the program. |
1. Open a browser window_and type Beth Bertrand (2 places) ~ Inbox G~ [
http://explore. live.com in the Address
Bar. ‘ Search contacts or the web Lo
The browser window displays the Windows Live Favorites
home page. Groups
Other Contacts

2. Click Windows Live Messenger. Rt SR e

The Windows Live Messenger home page appears.
3. Click the Download now button.
A File Download dialog box appears.
g ot 2@
4. Click Save. ol “

A Windows Explorer window opens. Give us 15 seconds...

5. Select a location for the file and click Save.

Connectedto &%  Add ~

The file downloads. When the download is finished,
the program will start automatically.

Figure 15-6: The Windows Live Messenger window.

6. Type your e-mail address or Windows Live ID and
password in the text boxes.

7. Select your options and click Sign In.
Windows Live Messenger appears.

@ Tip: If the instant messaging service isn’t
activated, click the File tab on the Ribbon and
click Options. In the Outlook Options dialog box,
click the Contacts tab, select the Display online
status next to name check box under Contacts
Index, and click OK.
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Use instant messaging in Outlook

Outlook can now detect when people from your Contacts
List are online. If they are, you can chat with them.

1. Locate a contact’s name.

You can find names and online statuses in three
locations.

e An open e-mail message
e The message window
e The Reading Pane

An online status indicator appears next to the
contact’s name. This indicator tells you if the person
is online, away, busy, or offline.

o Available: =
e Busy:
o Away:
o Offline: @
e Presence Unknown:
2. Click the online status indicator next to the
contact’s name.

A contact card appears. See the Contact Card Buttons
table on the left for a list of actions you can take
using the contact card.

3. Click the Send an instant message to button on the
contact card.
A Windows Live Messenger window appears.

4. Type a message in the Windows Live Messenger
window.

5. Press <Enter>.

The message appears in the upper pane. A response
should appear shortly.

6. When your conversation is finished, click the Close button.

The conversation closes. You remain signed in to
Windows Live Messenger.

Online status

indicator
)
aflich 9 |+ Inbew - Mailbax - Elizabeth Bertrand - Microspit Outlook L
end / Aecee  Folder e = @
\ dove .
a- E e s
‘;j ) s )l Onetd
- K
A Favorites q
1 Inbiox E .
5 Uneead Mall | icrogoals 2
3 Set Rems + Todsy T Melissa Peter @ % g
w Mon 11293010 H
o Maibox - Elzabeth 8 % # Elizabeth Bertr E
i, thanks! = 5
o4 Dwafes (1] 5.
) eenhen From: Elizabeth Bertrand B
“al Dieleted lems Sent: Monday, November
29, 2010 11:01 AM v
S ook il ; . g
a v ERIES T <
J Mail E
1) L3
-] Cabendar
8] Contacs . It's 8 good chart =
L]
o] Tasks ity
io@as : E -
Rems: 97 Al foldars are up to date. Connected to
i Melissa Peterson X
May be away - Free for next 8 hours
= Q - v

Figure 15-7: An online status indicator indicates that this
person is online, but away from her computer.

Table 15-6: Contact Card Buttons

=3 Send an e-mail message to a contact.

w] Send an instant message to a contact.

Call a contact.

View other options.

uv

Your Organization’s Name Here 273



Advanced Topics

Connecting to Social
Networks

Electronic communication is not just e-mail. We now
have friends on Facebook, contacts on LinkedIn, and
other connections through social networking Web sites.
Outlook 2010 lets you track all your contacts using the
Outlook Social Connector.

Download a social network provider add-in

The Outlook Social Connector lets you view information
about your personal and business social hetworks.
Although Outlook 2010 includes the Outlook Social
Connector, you still need to download add-ins for each of
your social networks.

1. Click the View tab on the Ribbon and click the
People Pane button in the People Pane group.

A list of options appears.

2. Select Account Settings.
The Microsoft Outlook dialog box appears.

3. Click the View social network providers available
online link.

An Internet browser appears, displaying the Outlook
Social Network Provider Listing Web page. This Web
page lists all social network providers that provide
Outlook Social Connector add-ins.

4. Click the icon for the social network provider you
would like to install and follow the steps to download
the add-in.

You may have to restart Outlook to successfully
complete the installation.

Connect to a social network

You need to log in to your social network add-in through

Outlook once you’ve added downloaded the add-in.

1. Click the View tab on the Ribbon and click the
People Pane button in the People Pane group.

A list of options appears.

2. Select Account Settings.
The Microsoft Outlook dialog box appears.

1 Exercise
e Exercise File: None required.

e Exercise: Download a social network provider add-in and
use your account log in information to connect to that social
network account.

Table 15-7: Available Social Network Providers as of
November 2010

E‘i Windows Live Facebook
Messenger

&8
G Linked In h My Space

*View the Outlook Social Network Provider Listing Web page
for the most current list of social network providers.

Click to edit your login information.

S
Microsoft Outiook [

Socil Network Accounts

Connect Gutlook to your online social networks by sebecting the networks below and logging i
in. To connect to sdditional social networks click e “View socal network provider] available

Click to
disconnect
< EWindows Live Messenger > X— from a social
Connected as: beth@customguide.com network
K Facebook account.
ClLinkedin
My Site
[[sattings... | provacy statermant Finish

Figure 15-8: Manage your social network accounts in the
Microsoft Outlook dialog box.
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3. Select the check box for the social network to which - %
. Microsoft Outlook
you wish to connect.

Congratulations!

You will need to sign in to the social network using
You have successfully connected to the following social networks:
your user name and password. LinkedIn

If you exchange e-mail with a member of these social networks, that person's updates appear in

& Tip: To edit your log in information at any time, Cutlook.
click the Edit button next to the social network in
the Microsoft Outlook dialog box.

4. Enter any credentials necessary to log in and click the
Connect button.
Outlook verifies your credentials and connects you to
the social network.

5. Click the Finish button.
A message appears confirming that you have
successfully connected to the social network.

6. Click the Close button.
The Microsoft Outlook dialog box closes.

Disconnect from a social network Figure 15-9: A message appears when you successfully

. . . connect to a social network.
If you don’t want to view updates from a particular site,

you can disconnect from a social network.

1. Click the View tab on the Ribbon and click the
People Pane button in the People Pane group.

A list of options appears.

2. Select Account Settings.
The Microsoft Outlook dialog box appears.

Microsoft Outlook

3. Click the Remove button next to the social network _ _ _
. . . If you remove this connection, information will no longer be shared between Outlook and the
from which you wish to disconnect. network. Previously downloaded information will be deleted. Do you want to remave this

connection and delete the previously downloaded information?
A dialog box appears warning you that not only will [
information no longer be shared between Outlook
and the social network, but also previously

downloaded information will be deleted. Figure 15-10: When you disconnect from a social
network, you will lose information about your contacts.

4. Click Yes.

You are now disconnected from the social network.
You can reconnect at any time.
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Using the Outlook Social
Connector

The Outlook Social Connector lets you view information
about your contacts and add contacts to your social
network without leaving Outlook.

View social network updates in Outlook

You can view information about contacts, including those
you are connected to via a social networking site, using
the People Pane.

e  Click the Mail button in the Navigation Pane and
select the item you would like to view.

Information about your contact appears in the People
Pane at the bottom of the Reading Pane. Click a tab
to view specific information about a contact, such as
a list of e-mail messages they have sent you. See the
table to the right, People Pane Tabs, for more
information about what the People Pane can display.

Other Ways to View Social Network Updates:
Open an e-mail message or calendar item. The
People Pane displays at the bottom of the item
window.

Invite a contact to a social network

You can invite any of your Outlook contacts to join your

social network without ever leaving Outlook.

1. Click the Add button in the People Pane.
A list of social networks you are currently connected
to appears.

2. Select which social network provider you want to
use.

The Microsoft Outlook dialog box appears, asking
you if you want to add this contact to the selected
social network.

3. Click Continue.

An e-mail is sent to the contact asking him or her to
connect with you on the selected social network.

1 Exercise
e Exercise File: None required.

« Exercise: Add a contact to your social network.

b - Mailbo - Elizabeth Bertrand - Microsoft Outlook = L)
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“ 1 » 3
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o] Tasks 3 stamp: .
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Figure 15-11: The People rane appears at the bottom of
the Reading Pane.

—The People Pane

Table 15-8: People Pane Tabs

Displays e-mail, meetings, and other

All Items activity for the contact.
Displays news feed updates and
Activities RSS articles about the contact.
Displays e-mail messages that you
Mail have received from the contact.
Displays attachments you have
Attachments received from the contact.
Displays meetings requests from the
Meetings contact.

Displays status updates submitted by

Status Updates  the contact.
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Hide the People Pane

If the constant status updates are distracting you, hide the

People Pane.

1. Click the View tab on the Ribbon and click the
People Pane button in the People Pane group.

A list of options appears.

2. Select Off.
The People Pane closes.

& Tip: To display the People Pane again, click the
People Pane button in the People Pane group and
select Normal or Minimized.
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Quiz Questions

152.

153.

154.

155.

156.

157.

158.

159.

How can you tell if you can subscribe to an RSS feed on a page?
A. The RSS button above that page is highlighted in orange.
B. You are able to e-mail a link to that page.
C. There is an RSS Stamp of Approval somewhere on the Web page.
D. The Web page appears on the list in Outlook's Account Settings.

What should you do if you wish to stop receiving RSS notifications but want to keep the ones you have already
received?

A. In Account Settings, click the RSS Feeds tab, select the feed, and click the Remove button.

B. In the Navigation Pane, expand the RSS Feeds folder, select the feed, and click the Delete button.

C. In Internet Explorer, click the RSS Feeds button and press <Delete>.

D. Drag the RSS Feeds folder into the Recycle bin.

You’ve just received an e-mail from someone you want to add to your Contacts list. What's the fastest way to do this?
A. Click the Contacts button in the Navigation Pane, click the Home tab on the Ribbon, click the New Contact
button on the in the New group, and manually enter the contact.

B. Select the e-mail and press <Ctrl> + <A>.
C. Drag the e-mail to the Contacts button in the Navigation Pane.
D. Select the e-mail, click the Home tab on the Ribbon, click the New Items button, and select Contacts.

When you use Outlook Web App, you can only access your Outlook account from:
A. The computer you installed Outlook Web App on.
B. Computers that have been approved by your administrator.
C. Computers that are running Outlook 2010.
D. Computers with Internet access.

Mail, Calendar, Contacts, and Tasks folders are all available in Outlook Web App. (True or False?)

What color button indidcates that someone is online?
A. Red
B. Yellow
C. Green
D. White

If you want to use Windows Live Messenger:
A. You need to download it from Microsoft's Web site for free.
B. You can download it for $9.95.
C. You must buy the Windows Live Messenger software and the patch required to run it.
D. The program is already installed with Windows.

Downloading a social network provider add-in automatically connects you to that social network. (True or False?)
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Which of the following can you NOT view in the People Pane?
A. Status updates from the contact.
B. E-mails you have received from the contact.
C. The names of everyone in the contact’s social network.
D. Attachments the contact has sent you.

Quiz Answers

153.

154.

155.

156.

157.

158.

159.

160.

161.

A. If the RSS button above a Web page is highlighted in orange, you can subscribe to the feed on that page.

A. If you wish to stop receiving RSS notifications but keep the ones you have already received, click the RSS Feeds
tab in Account Settings, select the feed, and click the Remove button.

C. You can add an e-mail sender to your Contacts List by dragging any e-mail from them to the Contacts button in the
Navigation Pane.

D. When you use Outlook Web App, you can only access your Outlook account from computers with Internet access.
True. Mail, Calendar, Contacts, and Tasks folders are all available in Outlook Web App.

C. A green button by a contact's name indicates that he or she is online.

A. If you want to use Windows Live Messenger, you can download it from Microsoft's Web site for free.

False. After you download a social network provider add-in, you must connect to the social network.

C. You cannot view the names of everyone else in the contact’s social network from the People Pane.
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