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Module One: Getting Started

In this module, you will learn to open, setup your account and close Outlook. You will also

explore the Outlook interface, and view your e-mail Inbox.

Opening Outlook
Use the following procedure to open Outlook.

i -
L

1. Start the program by clicking on the Start menu in the bottom left-hand corner of

your screen.

2. Select All Programs > Microsoft Office > Microsoft Outlook 2010
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J Macromedia
, Maintenance loanna E. Browen
J Microsoft Office
@ Microsoft Sccess 2010 Documents
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| Search prograres and filss
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Setting Up Outlook for the First Time

What You Need

e Campus Key

¢ You must already have been converted to Outlook and your email address must end in
jefferson.edu

e Microsoft Outlook 2010

Open Microsoft Outlook 2010
e Start the program by clicking on the Start menu I’ _in the bottom left-hand corner of

your screen.
e Select All Programs > Microsoft Office > Microsoft Outlook 2010

Outlook 2010 Startup Wizard
1. Click NEXT on the Microsoft Outlook 2010 Startup screen to begin setup.

Microsoft Outlook 2010 Startup N7 x|

i

Microsoft Outlook 2010 Startup

‘Welcome to the Microsoft Outlook 2010 Startup Wizard, which vl guide you through the
process of configuring Microsoft Qutlook 2010,

£ Hath MNeut = Cancel




2. On the Account Configuration page, Outlook will ask if you want to configure an email
account. Select YES and click NEXT.

Account Configuration




3. Onthe Add New Account page, your name and email address should already be
populated. Click NEXT.

Auto Account Setup ale
Chck Next to connect to the mai server and automatically configure your account settings.

joanna. brown@jefferson.edu

4. While Outlook configures, you will see the following screen. Once the search is
complete, click NEXT.



I

Online search for your server settings...

Configuring

Configuring e-mal server sattings. This maght take several minukes:
«  Establish network connection
iy Search for jeanna.brown@jefferson.edu server settings
Log on bo sérver

< Back f Tt Cancel

5. On the Windows Security screen, enter the following:

a. Campuskey@jefferson.edu (in this area, change “campuskey” to your actual

campus key)
b. Campus key password

6. Click OK.

Windows Security x|

Microsoft Outlook
Connecking bo joanna.brownid@jefferson.edu

abel12I@jefferson.edu

[ remember my credentials

(0] 4 Cancel
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7. Click FINISH once Outlook establishes your account.

Add New Account

Online search for your server settings...
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Outlook has a sophisticated interface that changes based on the major activity you are

performing. The Outlook Home Page includes:

A Navigation Pane to help you select the task you want to do

The Inbox to see a list of all of your messages

A Reading Pane (when using e-mail) to preview your messages

A To-Do Bar for a quick glance at your calendar, scheduled appointments, and tasks
A Menu bar to access all of Outlook’s commands

A Toolbar customized to the current view

As in the other Microsoft Office 2010 applications, menus and toolbars have been replaced by a
new ribbon interface. However, a different ribbon displays depending on whether you are
sending or receiving messages, working with appointments or contacts, or defining tasks. Each
tab in the active ribbon contains many buttons for applying Outlook’s features. To display a
different set of commands, click the tab name. Buttons are organized into groups according to

their function.

12
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| Courses In Development (1] WD B Mo Sgeeet Ll Lty Gamoprn
- b:m;w;mm edu - Thumky .
L} mibog i3] - - o
A Dratts (3] !
13 Sent ems e e [ e el ey L
(3 Deleted Rems (<54) Vot
b e > .ln—lw Yo |u:
. masw;“‘?mihﬂ.lmrv Jmmmﬂﬂz . o IrMn-: v Ty ——————
]':;::‘:"-m 3 m%mmq _,.“ o
[ 1 Service Deak Y V—ry— -
-3 mFollow-Up e e e L e T P
g Junk Email |1 o rasmimn v Calendar &
L 1zan Mgmt:
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) RssFeeds ) Ay Werameeh -y
([, search Falders v Ty
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Mail message Ribbon:
[ . | . . ﬁ
Message l Insert Options Farmat Text Review 0
= . | am a— Attach File ¥ Follow Up ~ ()]
™ J AN EE S 0 At
B 0 attachtem = ¥ High Importance
Paste | 87 - A - | Address Check Zoom
- J' AL Book Mames @Signature' § Low Importance
Clipboard = Basic Text : | MNames Include Tags | Zoom
Appointment Ribbon:
Ea; Appointment Insert Farmat Text Review Add-Ins ] 0
5 Calendar — - BE &8 ©
%l x % L a Il Busy 4_¥Recurrence = a Y
i) Forward ~
Save & Delete Appointment| 5cheduling Invite i 15 minutes g Time Fones  Categorize Zoom
Close ] onemote Attendees -
Actions Show Attendees Options P Tags Zoom
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Contact Ribbon:

File Contact Insert Format Text Review Add-Ins & 9
I i | x Iy save & New - B §24 E-mail ggﬁ % _Qy?j () 5= Categorize ~
% Meeting ) A

Lf%Forwardv ¥ Follow Up =
Save & Delete Show Address Check | Business Picture Zoom

Close N Oneniote v 3 More ~ Book Mames Card - (&) Private
Actions Communicate Mames Options Tags Zoom
Task Ribbon:

File Task Insert Farmat Text Review Add-Ins & o
HXa@He v L 0 BWYs

Save & Delete Forward OneMote Task | Details Mark  Assign Send Status | Recurrence | Categorize Follow Zoom
Claose Complete Task Report © Up~
Actions Show Manage Task Recurrence Tags Zoom

Select the File tab in the Ribbon to open the Backstage view. The Backstage view is where you
will find the commands for opening and saving Outlook files, as well as information about your
email account. The Backstage view includes a new interface for printing your documents. The

Options command is also available to open a new screen for setting your Outlook options.

Use the following procedure to open the Back Stage View.

1. Select the File tab on the Ribbon.

14



Outlook displays the backstage View, open to the Info tab by default. A sample is
illustrated below.

- —
T T T Joanna Erown@efferson.c Ju T CrosoTE Ot oo o B
File Home  Send/Receive  Folder  Wiew  AddIns  Adobe PDF 7|

Save As

Account Information 2 IR,
4 Save as Adobe PDF = -

Joanna Brown@jefferson.edu

103 save Attachments 2 Vicrosoft Exchange = e

-—
Info 4 dh add Accor = E
Open = =
. Account Settings E n
Brint ;“N Modify settings for this account, and configur
S additional connections.

Account
Help Settings
] Options
B Bt

Automatic Replies (Qut of Office)

‘!_J Use automnatic replies to notify others that you are out of office, on
watation, ar not available to respond to e-mail messages.

Autornatic
Replies
' Mailbox Cleanup
E\jﬁ! Manage the size of your mailbox by emptying Deleted Ttems and
archiving.
Cleanup
Tools +
45.3 GE free of 40.5 6B
N Rules and Alerts
0f | Use Rules and Alerts to help organize your incoming e-mail
- messages, and receive updates when items are added, changed, or
Manage Rules  rernoved,
&t Alerts

The Navigation pane of the Outlook interface defaults to viewing mail in your Inbox. You have a

number of options for sorting the messages. Conversations are a new feature in Outlook 2010
that groups related messages together.
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Options for arranging messages:

Arrange By: Date (Conversatinnsl

F.

v | Date (Conversations)

=l Today Erom
[-=] Get Rewarded for¥ To
e-Rewards
Categories

[CommunityGarden
marianagriggs@gm

= [CommunityGarden
Maggie Lineback Ks

Flag: 5tart Date

Flag: Due Date

Size
[ kids allergies
Jeanine Carstens Subject
Type
= Last Week
Attachments
=] Quick Survey about
e-Rewards Account
.= LocalHarvest - Keep Importance

LocalHarvest

v | Show in Groups
= SIE?D . »t‘j Conversations »
Oniece Blair
1 Microsoft Outlook | - Yiew Settings...

This is how to expand and collapse the list of messages by clicking on the plus and minus icons

next to the date or other heading.

B0
Arrange By: Date (Conversations) -
. =l Today
1 Update on OCR scan ...
Eetty Eray 10:50 AM

[:=4 Bring Your Own Lapt...
Your OGak Cliff Chamber of Ca...

Use the following procedure for conversations:

1. Conversations are marked with a small arrow to the left of the sender’'s name. Click on the

arrow to open the conversation.
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Al [CommunityGardensQd] F...

[ .;3 [CommunityGardens..,

- marianagriggs&ag...
marianagriggs@gmail.com; .. L arnggsi=da

* |~ Wesley Keyes 4:11...

Options for Conversations:

iy Conversations * || ¥ | Show Messages in Conversations
L Wiew Settings.., v | Show Messages from Other Folders
-I'.,I‘.-'.-;.jﬂ'24 Show Senders above the Subject

v | always Expand Conversations

Use Classic Indented View

When you are finished with Outlook, you should close it, freeing your system resources for other
tasks. You can exit the application from the Backstage View.

Use the following procedure to close Outlook from the Backstage View.
1. Select the File tab on the Ribbon.

2. Select Exit from the menu on the left.
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Module Two: Working with E-mail

Outlook provides some powerful tools for working with e-mail. You can send and receive
messages. While you are viewing the messages, you can use Quick Steps to apply common
actions to your messages. You can reply to and forward messages. When you are finished, you
can delete messages. You can even ignore email. This module will serve as an introduction to
working with e-mail. The next five modules will focus on the specifics of using Outlook for e-

mail.

You can highlight a message in the Inbox for a preview of the message in the Reading Pane of

Outlook’s main interface.

Double-click on a message in the Inbox to open it.

18



Highlight message in the Inbox to preview them in the Reading Pane.

@9 I= Inbox - Personal Folders - Microsoft Outlook o =B R
Home Send / Receive Folder View Add-Ins & e
L@ Update Folder t} [y Mark to Download % Q
=l Send All —! :'1 Unmark to Download
Send/Receive . Show Cancel | Download Dial-Up Wark
All Folders %sendm“ﬂ"e Groups ™ | progress Al Headers % Proc Marked Hea Connection = Offline
Send & Receive Download Semver Preferences
4 Favorites < e — . . . >
chl-E P Project Notification 4 March 2010 4
(2 1nbor N SuMo TuWe Th Fr sa
" i FY .
O Unread Mail Arrange By: Date [Con\rersatlons]‘ Guru.com [|nfo@guru.com]  f 23 acE &
[} sentltems g Extra line breaks in this message were removed. _? 2 910 11 12 13
Toda
@ Deleted Items (14] -- Y sent: Fri3/19/2010 10:37 PM 14 15 16 17 18 19 20
[ orafts {4 Undate on OCRscan .. Tor mbwin 1 22 3[2)25 5 27
Betty Bray 10:50 AM 2 23031 1 2 =
@ Qutbox A o .
[-= Bring Your Own Lapt... 4 56 7 8
Your Qak Cliff Chamber of Co.. - P Friday, April 02, 2010
Guru.com : Project Notification
4 Personal Folders /) Hockey Practice
[+ Inbox 5 8:00 PM -9:00 PM
% Drafts - l_ale&k 3 FB Stars center &0
(4 [RECPTACOommunic... @ )
[ sentItems aja olson a3/ Dear Michele: Thursday, April 15, 2010
Deleted Items (14 = 1 inity River i
&} 4 . Project Notification G Ao
(@ Junk E-mail [11] Guru.com Frisans i Within the last 24 hours, employers posted one or more
[ News Feed (=4 Your AT&T Mobile Ca.., projects that match your profile(s).
(3 outbox AT&T Fri3/19
> fg) RSS Feeds How to find the below project(s):
© L@ search Folders = Two Weeks Ago ---Sign in to your professional account: ! ,
b Archive Folders [ Weekly Newsletter: ... http://www.guru.com/pro/login.cfm ---On the My Admin Arrange By: Flag: Due .. | *
. N n f P " —_—
b i T A Your Oak CIiff Chamber of Co.. page, click the "Project Notifications" link. Type a new task
Want to stop receiving Project Notification emails? = ¥ Mo Date
Learn how here: Checkto seethat.. 0¥
http://www.guru.com/help/pro/invites.cfm#turn off Declide what ta p... L 4
Think about vaca...
Profile 1D: 653386 matches...
Title: Car/Boat Finance or Sales
Project ID: 598061 =
= /N See more about: Guru.com, ! ‘ 4 ‘ A -

19



Double-click the message to open it. View the Previous Item and Next Item icons on the Quick

Access Toolbar.

Hd9 0« 9|+ Project Motification - Message (Plain Text) o B 2

File_ Message - @
5 1gnore x —_QE __}g __g B [23 referrals I_Z B~ 3 Mark Unread a’% 2' .\:g

i To Manager - W] | BE categorize -

~ Delete Reply Reply Forward i » . _ Mave Translate Zoom
fp Junk All = (& Team E-mail M + @~ | ¥ FollowUp - - lg -
Delete Respond Quick Steps [F} Move Tags [F} Editing Zoom

Extra line breaks in this message were removed.

From: Guru.com [info@ guru.com] Sent:  Fri3/19/2010 10:37 PM
To: mbwit

Co

Subject: Project Motification

»

Guru.com : Project Notification

Dear Michele:
Within the last 24 hours, employers posted one or more projects that match your profile(s).
How to find the below project(s):

---5ign in to your professional account: http://'www.guru.com/pro/login.cfm ---On the My Admin page, click the
"Project Notifications" link.

Want to stop receiving Project Notification emails?
Learn how here: http://www.guru.com/help/pro/invites.cfm#turn _off

Profile ID: 653386 matches...
Title: Car/Boat FInance or Sales
Project ID: 598061

Category: Writing, Editing & Translation
Description: '

/M See more about: Guru.com. CULEY ~

20



E-mail is an important form of communication. Sometimes, you will need to be able to respond
to inquiries. Sometimes, you will need to pass the information on to someone else. You can do

either action in the original e-mail message.

When you reply to or forward a message, Outlook opens a new message. It includes the
contents of the original e-mail in the text by default. For forwarded messages, attachments are

also included in the new message.

Shown here is the Respond group of the Message tab on the ribbon when a received message

is open.

1 ﬂ i&

b R G

Reply = Reply Forward B -
All h
Respond

When you have finished viewing a message, and you have already responded or do not need to

respond or save the message, you can delete it. There are several ways to delete messages.

View the Delete group of the Message tab on the ribbon when a received message is open.

% lgnore x

?a Junk = Delete

Delete

Also view the Delete tool on the Outlook Home Page Toolbar.

Home Send / Receive Folder View Add-Ins [~ e
] =L I5) Ignare 1 i< To Manag (3 Move ~ Unread/ Read -
| 'ﬁ R 1g x ] ﬂ E‘)) E Meeting | |1 referrals b To Manager 3 = /
[Ek Clean up - ¢ w - & Team E-mail & Done By Rules~ | [BF categorize - | [l Address Book
New  New Delete | Reply Reply Forward B pgre - . - —
E-mail ftems~ | Sp Junk~ Al JLLIE 4 Reply & Delete 7 Create New = | MNlonenote | W Follow Up = | 7 Fiter E-mail ~
Mew Delete Respond Quick Steps Maove Tags Find

21



Outlook tracks replies to email as conversations. You can ignore an email, which lets Outlook

know that you do not want to read any further messages in that conversation.
Use the following procedure to ignore a message.

1. Select Ignore (from the Home page Ribbon, from the Message Ribbon, or from the context

menu when you right-click on a message).

(X
s
\14) The selected conversation and all Future messages will be moved to the Deleted Items folder.

[ bon't show this message again

[ Ignore Conversakion ] [ Cancel ]

2. Select Ignore Conversation to move the message to the Deleted Items bin.

The Quick Steps feature allows you to quickly manage your email with a number of common
actions. For example if you commonly forward messages, you can configure a quick step to

perform this action in one click.

The first time you choose a default item in the Quick Steps group, a First Time Setup wizard will
guide you through to process of setting up your quick step. You can also create your own
custom Quick Steps.

Quick Steps gallery:

5 referrals b To Manager

2 Team E-mail q/ Done

-_.%; Reply & Delete iF Create Mew -
Quick Steps

Use the following procedure to create a new Quick Step for permanently deleting an item.

22



1. Select Create New from the Quick Steps group on the Ribbon.
Outlook displays the Edit Quick Step dialog box, illustrated below.

Edit Quick Step

Mame:
My Quick step

Add actions below that will be performed when this quick step is dicked on.

Actions

|Choose an Action v | X

Optional

Shortcut key: | Choose a shortout | w
Tooltip text:

‘_"‘ S TeXT will Show up when te mouse NoOVers over e quick step. ‘

2. Select the Permanently Delete Message option from the Choose an Action drop down

list.

3. If desired, you can change the Name of the Quick Step by entering new text in the Name
field.

4. Select Finish.

23



Module Three: Creating a New E-mail
Creating a new e-mail message is the number one reason most people use Outlook. It includes

easy-to-access tools for addressing, formatting, adding attachments and sending messages.
This module addresses creating a new e-mail message, including addressing it and creating the

body. It also explains how to attach a file and send the message.

While Outlook is in the Mail view of the home page, you can simply select the New E-mail tool to
create a new message.

Click the New E-mail tool to start a new Mail Message.

Bk
Mew
E-mail

You use the To, CC, and BCC fields to address an email. When you select the To, CC, or BCC
fields, Outlook provides a list of the addresses stored in the Global Address List or Contacts for

quick entry of frequently-used names.

You can also enter a new e-mail address directly in one of these fields.

24



Wame Only - searches based on first name
More Columns - will search on last name

sotromescomiesin

Search: @ Mameonly ) Mare columns Address Book
|j|:|anna " Go | Global Address List - Joanna.Brown@jefferso - Advanced Find
| Marme Title Business Ph...  Location  Departm...  E-mail Address

£ Joanna B Joanna. 1. g
& Joanna Busquets Joanna.Busquets@ijeffersc
& loanna Carpenter Joanna.Carpenterdjeffers
& Joanna Chan Joanna. Chani@ijefferson. e
?ﬁ Joanna Chon JOAMNMA, CHOM@jefferson
£ Jnanna Cirllo Joanna.Cirillo@jefferson. e

& Joanna Costa Joanna.Fertala@iefferson

& Joanna Crumlish Joanna. Crumlish@jeffersol
?li Joanna D'Elia Joanna.DElia@jefferson, e
?i Joanna F. Flanagan Joanna.Flanagan@ijeffersc
?“ Joanna Galati joanna. Galati@jefferson. e
?ﬂ, Joanna Headley Joanna.Headlev@jeffersor
?ﬁ Joanna Honig jghiD0z@jefferson.edu

. lnanna Trle Tnanna TrlamisFfarzan ad

| [ Cancel

You can simply begin typing the e-mail address into the To field. If Outlook recognizes the
address, you can select it from the list without having to finish typing the address.

To.. |mb|
EIi_.l o ’_Imbwiedemer@yahoo.com Xi
5end
Subject: |

25



Outlook includes a powerful word processor to write and format your message.

Below is how to enter text into the body of the message.

el T S — Firas B2 Trairang Clacins - Wersags LT
| Wamsgs | fmert  Cpbara PomedTed Frdew  Coaloper Aabs FOF
- ol T Folbras lip |
)| Tiwess PssacF = 13 A EriE % EHE] ll::'r u ¥ 0| Tkl 1
) zuded - Ed) ¥ Hig e
Fasme n I oA Sp gE Acdms Chedd  SiTach AHTwy SKInsute
= A Pk Paisr u A-E=EE Back Mamw: Pl Mame - 4 Lowwpariaree
Kot ; Bast Tt My Wdude Tag Taon

L sty red
Chw
Sibgrim M T Trad e Cbvised

Geod afternocn.

Thank pau for conteeting tha 18 Tralning Canter. Pluase galact from tha cligses baloe:

foanmna Brown

Tralnsr - Informatian Spstemms
33 Chastnuk 5t Suie 600
Phlladzlphia, P 12107
I&]S-S-]S-'-":II-]
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Attaching a File
You can share any type of file with your e-mail recipients.

The Attach File tool appears on the Include Group of both the Message tab and the Insert
Tab. It opens an Insert File window to allow you to navigate to the location of the file on your

computer or server.
To attach a file, use the following procedure.

1. Select Attach File from the Include group of the Message tab on the ribbon of a new

message.
Message Insert Options Format Text Review & e
L . —
oy | e— — Follow Up ~
B calibriged - 11 - AT A7 - ® Zaﬁ @ ﬂ U IZ v ? Q
ER ¥ High Importance
Paste B 7 U @7, A+ g = | €€ £E | Address Check | Aftach Attach Signature Zoom
- - - T Book Mames File | Hem~ - 4 LowImportance
Clipboard a | Basic Text I | Mames | Include | Tags G| Zoom |

Outlook opens the Insert File window.

Insert File
Look in: | |2) Corporate Training Materials W | @ @ X T
Trusted Eﬂ Outlook Instructar Manual
() Templates iy i i
p 1 15_office_z010_Outlines
D My Recent | gtlnok Instructar Manual
Documents
@ Desktop
= My
Docurments
3
Campuker
.a Tl Mebwork,
= Places
File name: | w |
Files of type: |'¢,||| Files w |
A
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2. Choose the file to attach and select Open.

Outlook includes the file with the message.

Tou. |mbwiedemer@vahoo.com

Subject: |

Attached: @Dutlooklnstructor Manual.doce (4 ME]

Sending the Message

When you have addressed your message, created your body, and attached any pertinent files,

you are ready to send the message.

Select Send to send your messages.

To.. |mbwiedemer@vahoo.mm

na | L ]|

Subject: |

Attached: Dutlooklnstructor Manual.doc (4 ME]
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View the Outbox to see the message if it has not been sent yet.

B

= =

Outbox - Personal Folders - M ft Outlook = B R
Home Send / Receive Folder View Add-Ins & o
i' :. 1 5 Ignore x 3 \kJ _$ E Meeting 13 referrals L—% To Manager (25 Move = [=d Unread/ Read -
% L"‘Clean Up ~ ¢ 3 Team E-mail q/ Done &Rules' %D Categorize ~ [E Address Book
MNew  MNew Delete | Reply Reply Forward B - -
E-mail Ttems~ | S Junk = Al i Ll (% Reply B Delete "7 Create New = | W] oneNote | ¥ FollowUp ~ | 7 Filter E-mail »
Mew Delete Respond Quick Steps Fl Move Find
4 Favorites < »
— April 2010
4 Inbox 4S Mo T p\r':." Th Fr S ’
1] i - | i u Mo TuWe T Sa
[ Unread Mail V| O @ To Subject Sent Size Categories
3
(= sent ems
£ = Date: Today v 2By E P
@ Deleted Items = = 11 12 13 14 15 16 17
A Drats i1 [ mbwiede... Test Message Thu 4/1/2... 4MB 18 19 20 21 22 23 2
— 25 26 27 28 29 30
L= Outbox [1]
i Tomorrow
4 Personal Folders Hockey Practice
>[5 Inbox :00 P - 9:00 PM
= FE Stars center &
7 Drafts
= sent Items Thursday. April 15, 2010
@ Deleted Items Free at Trinity River & & i
L_a Junk E-mail [11] Tuesday, April 27, 2010
LE News Feed MAC Meeting
L= Outbox [1] 6:00 PM - 7:00 PM
> [F) RSS Feeds 1515 Grand Ave, Dallas, T
> LA Search Folders
> Archive Folders Arrange By: Flag: Due ... =
4 mbwiedemer@yahoo.co Type a new task
A
5 =) ¥ NoDate
lj s Check to see that.. OV
‘ﬁ Calendar Decide what to p... v
Think about vaca... v
8=| contacts
o] Tasks
.| Notes
e NEJ ~
Items: 1 Unread: 1 | Sending message 1 of 1 . |@ Ed 10
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Module Four: Managing E-mail
Now that you understand the basics of e-mail, let's take a look at the tools Outlook provides for

organizing and using your messages.

When messages first arrive in your Inbox, Outlook considers them unread. Outlook displays the
name and date in bold as an indicator that you have not read the message. The envelope icon

next to the sender’'s name is closed.

When you highlight a message in the Inbox or open the message to read it, Outlook
automatically marks the message as Read. There are several ways to mark messages as read

or unread.
Use one of the following options to mark a message as read or unread.

e With the message open, the Mark as Unread option is on the Message Tab of the
ribbon. This option toggles between unread and read.

¥ Mark Unread ¥ Mark Unread

= Categorize = = Categorize =

¥ Follow Up = ¥ Follow Up =
Tags Tags

When you right click on a message, the context menu provides either Mark as Read or Mark as
Unread on the menu, depending on the current state of the message you selected.

The Backstage View allows you to print one message (memo style) from either the Inbox or the
message itself.

Use the following procedure to print a message directly from the Inbox.

1. Highlight a message in the Inbox.
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2. Select the File tab on the Ribbon to open the Backstage view.

o = Firwr T2 Trairarsg Clucans « Wi AL | -
BT wecipe et Optore FometTet Rrws Cosalper Adabe FOP
Srm
- Beint
1 Sre s et
et el Spuciy herasyou wank tha kam ka be prnted and
then cheh Print
% o Jeanna Beows
- cican ———
Prisses To e catn e
ki . gt Wemil5 Traning Chizmst
o PRTER4S (0 pa Carviur Priar) =
i Zard altarracn.
Halp ERF it Qg o Thiirik yoas fa7 fodibacting the 5 Training Cerksr, Flease sslect froin the elassss below
1t Settings

E| Whsim Bk

3. Select Print to print using the defaults.

Jnanna Areeen
Trairar - dfarmation fyztems
933 Che stk & Sulee 610
Fridadalpkia, BA 19107
2155047500

1 afl

To use the Backstage View to print an open message, use the following procedure.

1. Open the message.

2. Select the File tab on the Ribbon to open the Backstage view.

3. Select Print to print using the defaults.
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Folders help to organize messages you want to save.

You can use the Folder tab on the Ribbon, keyboard shortcuts, or the right click context menu

to create a new folder.

Below is the New Folder tool on the Folder tab of the Ribbon.

£ 5 Copy Folder J Jﬂ-\ = b = ty I_-IJ :JQJ]
_I i S love Folde gk?f I—Z< N i --"l %_'.:(':\‘ J ._"’" E
Mew |Mew Search | Rename ~ _- Mark All Run Rules Clean Up Delete R e Showin | AutoArchive  Folde Folder
Folder Folder Folder LS UEIELE FOIDE as Read MNow Folder~  All Deleted Items | Favorites Settings Permissions Properties
Mew Actions Clean Up Favorites Properties

Use the following procedure to create a new folder.

1. Click on the New Folder tool. Or right click on the Inbox folder of the Navigation pane and

select New Folder from the context menu.

Outlook displays the Create New Folder window.

Create New Folder

Mame:
|rv1~f- Mew Falder |

Folder contains:

|Mail and Post Ttems v |

Select where to place the folder:

= -
M sournal ]
[ig Junk E-mail
o | Mates
&) cutbox
L) RsS Feeds
[ sent Items W
] Tasks
&9 Archive Folders

[ Ok l [ Cancel

2. Enter the Name
3. Highlight the location where you want the folder to be stored.
4. Select OK.
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Now that you have created a folder for organizing and storing messages, you'll need to know

how to move the messages to that folder.

Moving messages is another task that is so common that Outlook provides many easy methods

of accomplishing it.

Use the following procedure to move a message from the Inbox by dragging it to the folder in

the Navigation pane.
1. Highlight the message you want to move in the Inbox.

2. Drag it to the desired folder in the Navigation pane.

|= Inbox - Personal Folders - Microsoft Outlook o B 22
Home Send / Receive Folder View Add-Ins & e
j 9 % Al Ignare x ] ¥ $ 'il’deeting (25 referrals L‘; To Manager (23 Move - |- Unread/ Read -
k [Ek Clean Up - ¢ - (3 Team E-mail « Done [ Rules~ | BF categorize - | [l Address Book
New  New Delete | Reply Reply Forward & )
E-mail Ttems + | Sp Junk - Gil 2 More (= Reply & Delete 7 Create New N oneNote | ¥ Follow Up - | 7 Filter E-mail -
New Delete Respond Quick Steps F] Maove Tags Find
> Favorites < »
#| Project Notification 4 April 2010 »
4 Personal Folders Arrange By: Date (Conversations) - Guru.com [info@guru COI"ﬂ] sube Tuie Th =
- ' ' 1| 2| 3
41 Inbox 1} 3 Extra line breaks in this message were removed. 45 6 7 8 910
! =l Last Week
[NAieE ANt Span Fri 3/19/2010 10:37 PM 11 12 13 14 15 16 17
Lalf¥Verk [~ Update on OCR scan .. mbwizdemer@yahoo.com 18 19 20 21 22 23 24
;7| Drafts Betty Bray Wed 3/24 25 26 27 28 29 30
[5) sent items B =1 Bring Your Own Lapt...
(5] Deleted Items Your Oak CIiff Chamber of Co... Guru.com : Project Notification Today
. . = Hockey Practice

('@l Junk E-mail [11]
=] Two Weeks Ago

[ Mews Feed
(i3 Outbox 4 [RECPTACommunic... I
> [ RSS Feeds B aja olson 3/20/2010 Dear Michele:
>3 Search Folders |~ Project Motification
Guru.com 3/19/2010 ;

4 Archive Folders
[=d Your ATET Mobile Co..,

ATET 3/19/2010

rojects that match your profile(s).
> (3] Deleted ltems (3] proj yourp (s)

Within the last 24 hours, employers posted one or more

&:00 PM - 9:00 PM

FB Stars center Py

Thursday, April 15, 2010
Free at Trinity River A .2 i

Tuesday, April 27, 2010
MAC Meeting

6:00 PM - 7:00 PM

1515 Grand Ave, Dallas, T i

3 archive How to find the below project(s):
3 Drafts =) Three Weeks Ago ---5ign in to your professional account:
4 Inbox [ Weekly Newsletter: . http://www.guru.com/pro/login.cfm ---On the My Admin Arrange By: Flag: Due ... |
3 bills Your Qak Cliff Chamber of Co... page, click the "Project Notifications" link. Type a new task
[ Coop -
- Want to stop receiving Project Notification emails? = ¥ Nopate
[~ Mail Learn how here: Check to seethat.. %
;ﬁ Catendar http://www.guru.com/help/profinvites.cfm#turn _off Decide whatto p... ||
Think about vaca... v
8=| Contacts
Profile ID: 653386 matches...
o] Tasks Title: Car/Boat Finance or Sales
Project ID: 538061
_\J Notes ~
£33 - _ /A See more about: Guru.com, ~ J -
Hems:6  Unreadi1 | |0 e 100% [] ()

Use the following procedure to use the Move command to move a message.
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1. You can access the Move command from the Inbox Ribbon, the Message Ribbon, or the

right-click co

ntext menu.

2. Select the folder where you want to move the message from the list.

5| [ |
2| e =]
Mowe ules Unready Categorize Follow

Read - Up -

a4

Find a Contact
L Address Book
4 Filker E-mail =

©

Chang

Home  Send/Receive  Folder  Miew  Developer  Addlns  Adobe PDF
: .] L‘% Ty Ignore x q \‘J .% Pl Meeting 123 1o-10 (4 ETO Approved L3 Mut/Diet Training
fCleanUp ~ & Y M- 123 Outiook 8 1CD-10 Rephy &, (23 Healthstream -
E'jl;‘:‘l It:;"s"_ & tunk - il |- ey REA'IJ“V IR B More - Reply i Delete (33 Maveto folder () To Manager B |
M Delete Respond Quick Steps o
4 Favarites 3
R Search Inbox [Ctrl+E) 2| Fw: Healthstrean
. - . .
7 | e ety toficlizyE B 20 [ Newest on top Dwight Lewis
31010 (3) R LY Sent Wed 5/21/2014 0
[ HealthStream [13] - o Tan ! Joanna Brown
= T CEE"Y
[ sent Items poy—
Greetings,
[ FOLLOW-UP [R— (Tt 4
[ Courses In Development (1) " Let's discuss,
i angs
4 Joanna.Brown@jefferson edu = Thanks
[ Inbox (11) |_| i Wb o DPL

Deleted Items
Persanal
HealthStream
Training

1- Outlook Project
1 I1co1n

Inbox

FiU Items

ACD

Training Updates

nd Joanna

May 2014

o TuWe Th Fr
12

5 6 7 8 9

2 13 14 15 16

9 20[21]22 23

6 27 28 29 30

|Project Work

Use the following procedure to use the Move Items dialog box.

fromn

3

Wiew

g

sa

3
10
17
24
31

1. When using the Move command, one of the options is Other Folder. Select Other Folder

to open the Move Item To dialog box.

Move [tem to

Folders:

= [ ] Inbox

L7 Drafts

= E5% Personal Folders

(1)

1 McAfee Anki-Spam

=]ork |

L= Sent Ttems
(&) Deleted Ttems
ﬁ Calendar
|85 Contacts
é.ﬁ Journal
[ @ Junk E-mail
[ Mews Feed

| Motes

L= Outbox

[11]

[

b

2. Highlight the location where you want to move the message.

3. Select OK.
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The list of folders in the Navigation Pane works the same way as in Windows Explorer. You can
rename, move, and delete folders easily.

Rename a Folder
1. Right click on the folder in the Navigation Pane.

Outlook displays the Context menu.

-_E‘, Open in New Window

Mew Folder...

| B

Eename Folder
Copy Folder %
Move Folder

Delete Folder

Mark All as Read
Clean Up Folder

BO &S

l=F  Show in Favorites

ﬁ‘?‘ Properties...

2. Select Rename Folder from the context menu.

Outlook highlights the name.
3. Enter the text for the next name and press Enter.

Move a Folder

1. Highlight the folder in the Navigation pane and drag it to the new location.
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[> Favarites <

4 Personal Folders
4[ 3 Inbox (1)
[ McAfee Anti-Spam
[ Work
@ Drafts
E sent Items
i fa) Deleted ftems

L@ Junk E-mail [11]
3 Mews Feed
@ Cutbox

- [ RSS Feeds

[ Eﬁ Search Folders

4 Archive Folders

i fa) Deleted Items 3)

[ archive) wWark
CA Drafts %3

4 [ Inbox

Delete a Folder
1. Highlight the folder in the Navigation pane and right click.

Outlook displays the context menu.

Open in New Window
Mew Folder...

Eename Folder
Copy Folder
Mowve Folder

Delete Folder %

Mark All as Read

ED HEFE R

Clean Up Folder

Lelete A

Show in Favarites

g

Properties...

2. Select Delete Folder from the Context menu.

Outlook displays a warning message.
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Microsoft Outlook

! "-\ Are you sure wou wank to delete the Folder "Work! and mowve all of its contents into the Deleted Items Folder?

[‘fes l[ Mo ]

3. Select Yes to delete the folder.
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Module Five: Outlook’s Organization Tools
Outlook includes several tools to help you organize your e-mail messages, as well as the other

Outlook items we’ll discuss in later modules. In this module, we will look at rules, categories,

flags, and favorite folders.

Rules are a tool in Outlook used to set up an automatic action for e-mail messages and meeting
requests that meet certain conditions. The Junk Malil filter is one rule, but you can create your

own customized filters as well.
Rules fall into two general categories:

¢ Notification rules provide some type of alert when the rule is invoked by a message that

arrives in your Inbox.

e Organization rules perform a set of actions on a message, such as moving it to a certain
folder. Organization rules can also automatically apply categories or flag a message for

follow up. We'll talk more about these two organization tools later in this module.

There is a quick tool for creating a rule to move messages based on the sender of a currently

selected message.

After you create a rule, Microsoft Outlook applies the rule when a message arrives in your Inbox
or when you send a message. You can manually run rules to selectively apply them to

messages already in your Inbox (or another folder).

View the Rules tool on the Ribbon.

__j Mave = — Unread/ Read -
:3- Rules = a Categorize = [EE] Address Book

-'-‘-.Iwayhﬂ-:me Messages From: Betty Bray rmail =
[ Create Rule...

_‘:j Manage Rules & Alerts.., 0

The Always Move Messages From option is only visible if you have a message selected first.

Use the following procedure to create a new rule.
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1. Select Create Rule from the Rules tool on the Ribbon or from the Create Rule option

on the right-click context menu.

Outlook opens the Create Rule dialog box.

Create Rule

When I get e-mail with all of the selected conditions

|:| Fram Betty Bray

X

[ ]5ubject contains |Llpdate on OCR scan project

[ ]sent to |me only

Do the Folloosing

[ ] pisplay in the Mew Item alert window

[]Play a selected sound:

|Winu:|-:nws P r'-.In:-tiF':.-'.w| E] E]

[ ]Move the item ko Folder: |

|

Select Folder. .. ]

0] 4 [ Zancel

] [.ﬁ.dvanced Cptions, ., ]

2. Check the boxes in the first area to indicate the conditions for when to invoke the rule.

The conditions that are available are based on the message you have highlighted in the

Inbox before selecting the Create Rule command.

e The first option is based on the sender.

e The second option is based on the subject text. You can enter different text, if

desired.

e The third option is based on the recipient. If the message was sent to you as part of

a group, you can select yourself or the group.

3. Check the boxes in the second area to indicate what to do when the messages that

meet the above conditions arrive.

e The first option displays the message sender, subject, and date in a New Item Alert

window. From the New Item Alert window, you can open the item or edit the rule.

e The second option allows you to select a sound to play.

e The third option allows you to move the message to a selected folder.
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4. Select OK to save your rule.

The Rules and Alerts dialog box lists any rules created for your computer. You can use the
Rules Wizard to create advanced rules that involve many other actions to your messages. You

can also set up exceptions to the rule.

Use the following procedure to open the Rules and Alerts window and use the New Rules

wizard to create an advanced rule..

1. Select Manage Rules and Alerts from the Rules tool on the Ribbon.

75 Move = [ Unread/ Read -

Lﬁ’ Rules = ED Categarize = [Gl Address Book

Always Move Messages From: Jeanine Carstens

5 L§' Create Rule...
1 Manage Rules & Alerts... m

Outlook opens the Rules and Alerts window.

Rules and Alerts [‘5_<|
E-mail Rules | Manage Alerts
& Mew Rule,.. Change Rule + 53 Copy... >( Delete ¥ RunRules Mow,.. Options
Rule (applied in the order shawn) Actions
Michele Wiedermer =4
Clear categoties on mail (recommended) }“("

Rule description {click an underlined walue ko edit):

Apply this rule after the message arrives
from Michels Wiederner
and on this computer anly
play ding.way
and display Michele Wiedemer in the New Item Alert window

[JEnatle rules on all messages downloaded from RSS Feeds

0K ] [ Cancel

40



2. Select New Rule from the top of the E-mail Rules tab.

Outlook displays the Rules Wizard.

X

Rules Wizard

Start From a template or from a blank rule
Step 1: Select a template

Stay Organized

.,3 Move messages from someone to a folder
.,3 Move messages with specific words in the subject to a folder
.,3 Move messages sent to a public group to a folder
Y Flag messages from someone For Follow-up
.,3 fove Microsoft Office InfoPath Forms of a specific bype to a folder
.,3 Maove RSS items fram a specific RS5 Feed to a folder
Stay Up to Date
= Display mail from someane in the New Ttem Alert Windaovs
Wl Play a sound when I get messages from someone
l; Send an alert bo my mobile device when I get messages from someone
Start from a blank rule

- apply rule on messages [ receive
‘=1 apply rule on messages I send

Step 2: Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives
from pecple 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

[ mext> | [ Fiish |

3. Select which rule template to use from either the Stay Organized, Stay Up to Date, or

Start from a blank rule sections (top section of window).

4. Click the highlighted section(s) to edit the rule details (bottom section of window). For

example, using the rule selected in the above illustration, you would:

a. First select the people or distribution list link.
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Outlook opens the Rule Address window, which lists your contacts.

search: (¥ Mame only () More columns  Address Book

| |E: |C0ntac15 v| Advanced Find

| Mame Display Mame E-mail Address

£ Angeli Angelica Buentello abuentello @RS
8 Cianciulli, Maurc and Stacy Maure and Stacy Cianciul... stacycianciulii
8 Ciofani, Annamarie Annamarie Ciofani (a_do... a_cofani@ho
8 com, TheGardenDiet, TheGardenDiet, com {inf... info@thegard
8 David Farland David Farland (David@d... David@davidf
8 Donna Rohloff Donna Rahloff (nbn@bri... nbn@brightok|
§ Edwards, Ron Rob Harner/A. G, Edwar... ronald.harner
8 Gibbens, Michelle Michelle Gibbens {mmgib... mmgibbens @<
8 Goodwin, Leigh Leigh Goadwin {Jeigh.goo... leigh. goodwin
8 GregDeCarlo Greg DeCarlo gregory.deca
§ Griffith, Stephen Stephen Griffith (stephe... stephen.griffi
8 Gupta, Sudhir sudhir gupta sgupta @xopn
8 Ingrid Alexander Ingrid Alexander {iglexa... islexander@d
8 Jeanine and Brian Carstens Jeanine Carstens j9blair @yahoc
& ill Stanall il Stanal ictanallmdaliz
< | >
[ From - l | |

Cancel

Highlight a contact and select From.

Select OK.

Then select the specified link from the bottom section of the Rules Wizard

window.

Outlook opens the Rules and Alerts Choose a Folder window.

Rules and Alerts

Choose a folder:

7 Drafts
= [ Inbox
= A Info Cancel
3 bills
ca m New...
3 Gus
3 license information
3 To Read
[ Mcafee Anti-Spam =
= 3 work
.1 Corporate Training Material
3 Itrica
[ XOP Metwaorks
- . .

< | >

K

| >

el

W

Highlight the folder and select OK.
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5. When you have selected all of the details for the rule, select Next.

Rules Wizard E|

Start from a template or from a blank rule
Step 1 Select 3 template
Stay Organized
-.,3 Move messages from someone to a folder
L3 Move messages with specific words in the subject to  folder
L3 Move messages sent to  distribution list to & folder
>< Delete a conversation
Y Flag messages from someone for follow-up

'

L3 Move RSS items from a specific RSS Feed to a folder

Stay Up to Date

5, Display mail from someone in the New Item Alert Window

il Play a sound when I get messages from someone

E Send an alert to my mobile device when I get messages from someone
Start from a blank rule

= Check messages when they arrive

=1 Check messages after sending

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

fromiSusan Samore (ssamore @usa.net) or JoAnna Kirkman (doingdi@disd. org)i
and on this machine only

mave it to the DI folder

Example: Move mail from my manager to my High Importance folder

< Back next> | [ Finish

6. Indicate the conditions for when to invoke the rule. Edit the descriptions by clicking the

link next to the condition in the Wizard. When you have finished, select Next.

43



Rules Wizard &

Which condition(s) do you want to check?
Step 1: Select condition(s)

om people or distribution list
[ with specific words in the subject
[ through the spedified account
[[] sent only to me

[] where my name is in the To box
[] marked as importance

[[] marked as sensitivity

[[] flagged for action

[] where my name is in the Cc box
[[] where my name is in the To or Cc box —
[] where my name is not in the To box

[ sent to people or distribution list

[ with specific words in the body

[] with specific words in the subject or body
[ with specific words in the message header
[] with specific words in the recipient's address
[] with specific words in the sender's address

1£3

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives

from Susan Samore (ssamore @usa.net) or JoAnna Kirkman (doingdi@disd.org)
and on this machine only
move it to the DI folder

[ Cancel ][ < Back ” Next > ][ Finish ]

7. Indicate the actions to apply to messages that meet the conditions of the rule. Edit the

descriptions by clicking the link next to the action in the Wizard. When you have finished,
select Next.

Rules Wizard &

What do you want to do with the message?
Step 1: Select action(s)

move it to
[] assign it to the cateqory category

[[] delete it

[[] permanently delete it

[[] move a copy to the specified folder

[] forward it to people or distribution list

[] forward it to people or distribution list as an attachment

[ reply using a specific template

[[] flag message for follow up at this time

[ clear the Message Flag

[[] dear message's categories

[ mark it as importance

[ print it

[ play 2 sound

[] start application —
[ mark it zs read

[ run a script

[] stop processing more rules

£

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives

from Susan Samore (ssamore @usa.net) or JoAnna Kirkman (doingdi @disd.org)
and on this machine only

move it to the DI folder

Cancel ][ < Back ” Mg = ][ Finish
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8. Indicate the exceptions for when to invoke the rule. Edit the descriptions by clicking the

link next to the exception in the Wizard. When you have finished, select Next.

Rules Wizard E|

Are there any exceptions?
Step 1 Select exception(s) (if necessary)

[ e om peaple or distribution list

[] except if the subject contains specific words
[] except through the specified account

[[] except if sent only to me

[[] except where my name is in the To box

[[] exceptifitis marked as importance

[ exceptifit is marked as sensitivity

[[] exceptifitis flagged for action

[[] except where my name is in the Cc box

[] except if my name is in the To or Cc box

[[] except where my name is not in the To box =
[] exceptif sent to people or distribution list

[ except if the body contains specific words

[] except if the subject or body contains specific words
[] exceptif the message header contains specific words
[7] except with spedific words in the recipient's address
[ except with specific words in the sender's address

[[] exceptif assigned to category category

=

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

from Susan Samore (szamare @usa.net) or JoAnna Kirkman (doingdi@disd.org)
and on thiz machine only

move it to the DI folder

Cancel ][ <= Back ” Next > l[ Finish
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9. On the Finish Rule Setup screen, enter a name for the rule.

Rules Wizard rg|

Finish rule setup.

Step 1: Specify a name for this rule

Susan Samore (ssamore @usa.net) or JoAnna Kirkman {doingdi @disd. org) |

Step 2: Setup rule options

[CJRun this rule now on messages already in "Inbox”

Turn on this rule

Step 3: Review rule description {dick an underlined value to edit)

Apply this rule after the message arrives

from Susan Samore (ssamore @usa.net) or JoAnna Kirkman (deingdi@disd.org)
and on this machine anly

mave it to the DI folder

[ Cancel ][ < Back ]

10. Select the Setup rule options. Turn on this rule is checked by default. To run the rule
on any messages in your Inbox, check the box next to Run this rule now on messages

already in “Inbox.” Make sure the rule description is correct.

11. Select Finish.

Categories allow you to assign a keyword or phrase to a color, and then assign that category to
e-mail messages and other items in Outlook. Categories provide a greater level of visibility for

items that are connected in some way, such as all belonging to a certain project.

When you assign a category color the first time, Outlook opens the Rename category window,
allowing you to change the name of the category. Use the following procedure to rename the

category.
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Rename Category

Thig is the first time you have used "Blue Category.” Do you want to

rename it?

Mame: |Blue Category

[ Yes l ’ o ]

1. Change the Name.

2. Select the associated Color.

3. Assign a Shortcut Key, if desired.

4. Select Yes.

Flags provide a visual reminder to follow-up on an item. There are several default flags available

in Outlook 2010, as well as the option to create custom flags.

Use the following procedure to flag a message for follow up.

1. Right click on the flag icon next to the message you want to flag.

2. Select a flag from the list.

Today
Tomaorrow
This Week
Next Week
Mo Date

Custom...

b AN

Mark Complete

Set Quick Click..,

Add Reminder...

4 Favorites £
L[5 Inbaox
4 Qutlook Praoject
[ IcD10 (3]
|1 HealthStream [19)
L= sent Items
[ FOLLOW-LIP
1 Courses In Development [1]

4 Joanna.Brown@jefferson.edu

L] Inbax
7| Drafts [4]
L= Sent Ttems
> {al Deleted Items [659]

[search Inbox [Ctri+ ) P

Artanige By Date Mewest an top -

o $teven Bright 13:56
Canceled: MM Weekly Team Leads Touchpoint 1

=4 Janet Paul 1333
Fut Healthstream H

[ wsori@jeffersonhospital.arg 1201
Healthstream Alert: Rehires within LastWeek

= Andrew Mcafee 10113
RE: ICD-10 Physician Report 1]

[~ Edward &nhshro 0g:24 \(v
Training Room Windows 7

=4 Drvight Lewsis 07:43

Fuv: Healthstream module [MRI)

The Favorite Folders area of the Navigation is a group. We will talk a little bit more about groups

in the Contacts module. A group is a way to organize items in the Navigation pane for easy
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access. The Favorites Folder is a default group in the Mail view that allows you to quickly

access your most used folders.
Expand or collapse the Favorite group by clicking on the arrow next to the heading.

Favorites <
L5 Inbox

LA Unread Mail

= Sent Items

@ Deleted Items

27| Drafts

=) Outbox

4 Personal Folders
4[ 7 Inbox
1 McAfee Anti-Spam
4 Work
7] Drafts
= sent Items
> @ Deleted Items

[ @ Junk E-mail [10]
4 MNews Feed
= outbox

> L) RSS Feeds

> L2 Search Folders

» Archive Folders

Shown below is how to drag an e-mail folder from the Personal Folders area to the Favorites

group.

4 Favorites <

=] sent Items
@ Deleted Items
LA Drafts

L= Outbox

4 Personal Folders
4 [ 7] Inbox
[ McAfee Anti-5pam
A Waork
Lz Drafts
[ sent Items
> () Deleted Items
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Module Six: Searching for Items
Outlook provides several tools to help you search for items. You can use standard or

customized search folders to collect all messages (or other items) stored across different folders
within Outlook. You can also quickly search for items within the current folder using Instant or

Advanced Search. In this module, we’'ll also look at searching for contacts.

A search folder allows you to view all messages that meet certain criteria and view them in one

virtual place. Outlook has three default search folders:
e Categorized Mail
o Large Mall

e Unread Mail

In addition, you can create a number of custom search folders, such as to collect all messages

that have been flagged for follow-up or all mail from a certain sender.

Outlook provides several templates for search folders. You can also create a customized search

folder.
Use the following procedure to set up a custom search.

1. Right-click on the Search Folder in the Navigation pane.

LF¥7]
4| 0 Search Folders
0 Categori ._A;.r Mew Search Folder...
L Large Mail %

LA Unread Mail =

2. Select New Search Folder from the context menu.
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Outlook displays the New Search Folder window.

New Search Folder

Select a Search Folder:

X

Reading Mail

i Unread mail

Mail Flagged For Follow up
Mail either unread or Flagged For Follow up
Irpartant rmai
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me
Mail sent to public groups
Organizing Mail

Customize Search Folder:

Search mail in: |Persona| Folders

]

I Ok ] [ Cancel

]

Create a Custom Search Folder.

the window. Follow the instructions on the screen, and use the Choose button to open

additional windows. Some examples are illustrated below.

Select one of the search folder templates in the top section of the window or select

Depending on your selection, you may need to enter the criteria in the bottom section of

Customize Search Folder:

Customize Search Folder:

Show mail: Show mail sent to and received from:
Older Than One Week | [ Choose... ] | | [ Choose... ]
Search mail in: |Personal Folders N o | Search mail in: |Per50nal Folders - |
o
[ OK l f Cancel ] [ QK l [ Cancel ]

5. Select whether to search the Personal Folders or the Archive Folders.

6. Select OK.

Outlook creates the search folder and immediately includes any messages that meet the

selected criteria.
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4| 0 Search Folders
O Categorized Mail
LD For Follow Up [2]
LO Large Mail %
L& Unread Mail

> Archive Folders

> mbwiedemer@yahoo.com

Use the following procedure to perform an Instant Search.

1. Click in the Search field at the top of the folder pane (Inbox or other selected folder).
Outlook highlights the search area, as well as the selected folder on the Navigation

pane.

| I} Lt

2. Enter the text to include in the search.

As you begin typing, Outlook starts searching. It displays the Search Results (in place of

the full contents of that folder).
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File Home

AN Eubfolders

send / Receive

a [ Current Falder 311
From

Falder Wiew

O 60 @&

Add-Ins

Adobe PDF

[ This wieek = W Flagged
@ﬂSentTD -

P s

X

All Mail Subject Has Categorized Recent Search Close
Ttems H% All Qutlook Hems Attachmerts - b=d Unread Searches = Tools = | Search
Scope Refine Options Close
4 Favarites < |t — | | |
raining X '
L 2} Inbox RE:
. -
£3 Outlook Project AT e Newsest an top 2
[ ICD10 (3 Lo Andrew Mchfee 10013 e T
[ HealthStream [19) RE: ICD-10 Physician Report 17} fil
i
= | Edward Anshra IEHEE) o
U= SentItems b=d ,
- Training Foom Windows 7 ¥ Sent:
[ FOLLOW-LIP ) ) To:
L= Dravight Leswvis 07:43
L1 Courses In Development [1] Fuys Healthstream module [MRI) =
"""""""""""""""""""""""""""""""" A Lﬁ& Stewen Bright Tue 1400
4 Joannha Brown@jefferson.edu — RE: Updated Migration List 17 oz
(=]
[ Inbaox i~ Robert McCaffrey Fri 5/16
L7 Drafts [4] Healthstream and Training H
3
L= SentItems [ Chad Gorn Thu 5715 v
- " ) 0 she
5 @ Deleted e ms [£54] Traininig position candidate
! wdrchi L= Larry Lawhorn 371952014 2/1
| “hrehive Re! Microsoft Excel -Traveler file i1} no
[ Conwversation History dar
[ FOLLO-LIP L wow fired what waw were searching far? ths
s
»[d HealthStream [13) Try searching again in Al Mail Ttems,
3 Tenan i

3. You can read, reply, delete, or move the items just like from any other folder.

4. Click the X in the Search field to clear the search.

lap

Arrange By: Date (Conversations)

When you click on the Search field at the top of the Inbox or any other folder, the Search tab

PN

Bring Y

Close Search

appears on the Ribbon. The tools on this Ribbon allow you to refine the search and change the

scope of the search.

View the Search tab on the Ribbon.
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Inbax - Personal Folders - Microsoft Outlook

O &9 I=

m Home Send /Receive Folder View Add-Ins

Search Tools

Search

o B R

> @

@ [ Current Folder 3’& |j ﬂ %This week = W Flagged p % E

[ All Subfalders &,5entTo~ ¥ Important
All Mail = From Subject Has Categorized Recent  Search Close
Items 1 All Outlook Items Attachments = [ Unread R More - Searches - Tools ~ | Search
Scope Refine Options Close

Use the following procedure to search for messages from a certain sender as an example of an

advanced search.

1. Select the From tool from the Ribbon.

£ B i

From Subject Has Categorized

Attachments - =1
R Refine
£
|Iap from:(Sender Name] | * |
Arrange By: Date [Cnnversatiuns]| - -
2. Enter the Sender’s name to replace the highlighted text “Sender Name.”
|Iap fram:{oal | ® |
Arrange By: Date [Cnn‘uersatinns]| el
[=) Last Week
& Bring Your Own Lapt. ?

Your Oak Cliff Chamber of Co..

=] Three Weeks Ago

L‘J Weekly Mewsletter: ..
Your Oak Cliff Chamber of Co..

i 1 T S .
LAaT Yol _ﬁ"?.l WIGr ou Were searcming Jor:

Try searching again in All Mail ltems.
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Using Contact Search

The Contact search allows you to quickly find one of your contacts from the Mail view of
Outlook.

Use the following procedure to perform a quick search for a contact.

1. Start typing the contact’s hame in the Search for Contact field in the Find group on the
Ribbon.

Ric -
[} address Book

“F Filter E-mail =
Find

Outlook displays the Choose Contacts dialog box.

Caontacts:
Anne Merrick, Rosemnont Garden oK
Lori Richards, Friends

Lori Richards, Suggested Contacts
Rich Palurba, \Wark Eo=
Richard Palumbo, Suggested Contacts
Richard Palumbo, Suggested Contacts

2. Highlight the name and select OK.

Outlook opens the Contact screen for that contact.
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Module Seven: An Introduction to Contacts

Outlook can help you manage your contacts. Contacts can help simplify sending e-mail

messages. It is also a great place to store phone numbers and mailing addresses, as well as

other information about a contact.

Select Contacts in the Navigation Pane to open the Contacts view. Outlook provides different

views for contacts, which we’ll cover in another topic.

Open the Contact view from the Navigation pane by selecting Contacts. The Contacts Pane

displays the selected folder of contacts.

|+ Contacts - Personal Folders - Microsoft Outlook

Folder

5 5

Add-Ins

A

Home View

8 =

Send / Receive

X

+| 5 Move - % Forward Contact =

o B OB

@

%D Categorize ~ M

Mail Merge | ] 5h ontacts W Follow Up = | [ Address Book
Mew Mew Contact Mew | Delete | E-mail Meeting Maore —
Contact  Group  Items= - i = [N]onenote 85 open shared Contacts | (5 Private
New Delete Communicate Current View Actions Share Tags Find
4 My Contact a 5
" Pk Fl April 2010 b
8= Family = . SuMo TuWe Th Fr Sa
85 Friends 503 5 Ravinia Dr Griffith, Stephen Papp, Jon 1 2
&= Neighbars . Mabile: =i E-mail: jonpapp@sh. z 4 5 6 7 8 910
&5 Kids rontacts AIexender, Ingrid E-mail: stephen.griffi.. b 11 12 13 14 15 16 17
= : Maobile: — Rohloff, Donna 18 19 20 21 22 3 24
) e E-mail ialexander@... kibbel, kathi Business: @ 25 26 27 28 29 30
5 Dactors E-mail: kathikibbel @... Mobile: e
5= Suggested Contacts Bus ‘ E-mail: nbn@bright.. Monday
= . = T
8= Suggested Contacts Mobile: Kirkman. JoAnna Lunch Meeting
4 Community Garden - - - Business: - Samore, Susan g 12:00 PM - 1:00 PM
; ) Ciofani, Annamarie E-mail: doingdi@dis... Maobile: ] h i
|85 Community Garden | = Home: E-mail: ssamore@us.
4 Rosemont/RECPTA E-mail: a_cofani@h... Lindy & Jot ‘ ij Tuesday
] E-mail: HardieHome... schumm, dana Review Processes
%5 Rosemont Garden B
e Cole, Adam E-mail: dana.schum... k 10:00 AM - 12:00 PM -
= Mobile: Lori Dejong | Conference Room i
8 RECPTA Home: pr— Surch, Cari Wednesd
5= Destination Imaginati i 7 I L
g com, TheGardenDiet. Mobile: n
. B - X 1 appointment
4 Coop E-mail: info@thegar... Lyon, Kim ‘ E-mail: csurch@gaps. n
-mail: im-| @att...
{85 Coop e E-mail. kim-lyon@att. : ap
-arland, Davi Travis Arrange By: Flag: Due ... =
4 Work E-mail: David@david... Marlow, Leslie Business Fax: q
85 work = E-mail: . Type a new task
Flick-lohnson, Melissa Verrando, Sally
N ~ E-mail: bodybalms@.., Masterson. Michelle E-mail: sallyw1891 @y. 5 E v No Date
[~ Mail E-mail: michelle@cor.., t Decide what to p... A\ d
Gibbens, Michelle ‘Wehrmann, Tracy T s sl A\ d
% Calendar E-mail: mmgibbens... McShan, Jackie E-mail: tracywehrma.. u
o= E-mail: jackmatt@fla... w =l ¥ Today
—=| Contacts = = - .
Goodwin, Leigh _ Wiedemer, Christina . Finish Estimated ... || &
o E-mail: leigh.goodwi.., nolad4 E-mail: christina.wie.. v
ﬂ Tasks E-mail: nolag4@aol.c.. y Update on OCR s...
. | Notes =
3@ - 4 1l 3 -
Items: 29 | |@ES O 35% [} (+)
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The letter tabs on the right side of the Contacts pane. These are used to navigate to that letter
in the alphabet in a long listing of contacts.

Creating a New Contact

Use the following procedure to create a contact..

1. Create a new contact either by choosing the New Contact tool from the Ribbon, or by using
Ctrl + N in the Contact view. You can also use Ctrl + Shift + C from a view other than the

Contact view from the Outlook Home Page.

Contact

Outlook opens a new contact.

EHEH9 ™+ 9| Untitled - Contact o B 8
Contact Insert Format Text Review Add-Ins [ 0
l i x Save dNew ™ | [y 42 E-mail agﬁ @‘ @ ) 85 categorize - )
l"S:'ﬂ.] Forward = % Meeting R \ ¥ Follow Up = v
Save & Delete aw Address Check | Business Picture . Zoom
Close S OneNote - | $Bmare~ Book Mames Card - (&) Private
Adtions Communicate Mames Options Tags Zoom
Full Name... | | .
Company: | | .'I )}
\ J
Job title: | |
File as: | | =
Internet
&l E-mail.. -/ |
Display as:
(A= | | Motes
‘Web page address: | | =
n
IM address: | | A
Phone numbers
Business... = | |
Home... = | |
Business Fax... | ~ | |
Mabile... -/ | L
Addresses
Business... = o
[ This is the mailing J/IJ
address Map It
-
~
L _|
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2. Complete the Full Name. This information will appear on the Contacts list and any e-mail

messages to this contact.

3. Enter as much additional information about the contact as you like. Outlook provides space
for several e-mail addresses, phone numbers, and physical addresses. Use the arrow keys
to select a new option if you are entering multiple e-mail addresses, phone numbers, and/or

addresses.

4. If desired, include text in the Notes section of the contact. You can also include pictures or

attach files using the Insert tab of the ribbon.

5. Select Save & Close to save the Contact when you have finished.

Once you have saved a contact, you can see the contact in the Contacts list.

Double-click on the contact to open it. With the contact open, you can edit any of the details the

same as when originally creating the contact

Contacts can be arranged into folders, similar to the way e-mail messages can be arranged.
Folders can be arranged into groups. The groups can be expanded and collapsed to help you

organize your contacts.
Use the following procedure to add a contacts folder..

1. Right click in the Navigation pane and select New Folder.
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4 My Contacts “
. A Search Fri
8= Contacts
8= Familv |_| e
| Frie .f!é' Open in New Window
8 Neie E‘ Mew Folder...
i=| Kids
%5 Prof @ Bename Folder
= Doc % Copy Folder
85 Sug SE] Move Folder
=] Sug
Ei Delete Folder
4 Commun
.
&3 Conm MMove Up
4 Rosemaon w  Move Down
= Ros Share 3
f=| REC )
3 Properties...
a= Racl lﬁ =rep

Outlook displays the Create New Folder window
Create New Folder |X|
Mame;

Folder contains:

|C0ntact Items w |

Select where to place the Folder:
(= |85 Contacts A
|| Cammunity Garden
84 Coop
%= Destination Irmagination
=] Family
|85] Friends
|84 Kids contacts
|84 Professionals
8] RECPTA
[85] Rosernont PTA
S8 Journal &8

[ 0K ][ Cancel ]

[

2. Enter the Name for the Folder.
3. Highlight the folder where you want to store the new Contacts folder.

4. Select OK.

Use the following procedure to create a hew group to organize folders..
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1. Right Click on the My Contacts group in the Navigation pane and select New Folder

Group.

4 Ny Fontacke 4

MNew Folder Group

Arrange By Mame

10| o] 0] 1) 0] |
4

Maove Down

Outlook adds a new group.

4 Coop

&= Coop
4 ‘Wark

8= Work

Mew Group =

2. Enter the Name of the new group and press Enter.

The arrow to the left of the Group allows you to expand or collapse the group folder.

Outlook provides a number of different ways to view your contacts. The Current View tool

includes a gallery of different view options.

Use the Current View gallery in the Ribbon to choose a different view.

5 8 <

Business C... Card Phone

=
Address Ca...
g - Manage Views...
Address Ca.. = || Save Current View As a Mew View...

=

%; Apply Current View to Other Contact Folders...

Current View
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Module Eight: Customizing Outlook

Customizing the Outlook window is a powerful way to become more productive when working
with Outlook. The first concept we’ll cover in this module is customizing the Navigation pane.
We'll also discuss how to change the Reading Pane and the To-Do Bar. This module will
explain how to resize panes to customize your Outlook view. We’'ll also present an overview of
the View tab.

The Navigation Pane can be normal, minimized or off. You can select whether or not to include
a Favorites area on the Navigation Pane. You can also control the number and order of options

that appear on the Navigation pane.

Use the following procedure the Navigation Pane command on the View tab.
1. Select the View tab from the Ribbon.

2. Select Navigation Pane.

| G = .
O/ 5 w7 Inbox - Microsoft Outlook
File Home Send / Receive Folder View Add-Ins McAfee Anti-5pam
- » - = 1 .
" g = —
@ | ‘:‘E‘ \ %] Date [Conversations) | &> From i - N‘ Reverse Sort = = E
By = - . - ] %= Add Columns =
Change View  Reset &% To O Categories — Conversations ) Mavigation|Reading To-Do
View = Settings Wiew - - M - %= Expand/Collapse = Pane~ | Pane~ Bar~
Current View Arrangement v | Mormal
4 Fayorites < Minimized
; ~| Microsoft Office Outloa -
L Inbox = Off
A - - fi 5 g . . -
() Sent Items Arrange By: Date (Conversations) Microsoft Office Outloak |
E it
(5] Deleted Items (5) Tue 8/31,/2010 9:34 PM ravarites
________________________________________ = Yesterday Michele Wiedemer Options...
4 — [RECPTA] BUSINESS: Urban Acre...
sarrah Bali Wed 9:25 A . - - -
- [ Inbax sarrah Balin 4528 A This is an e-mail message sent automatically by Mi
7| Drafts = :\':OTth'YfD'gl“t 10 - Marlow faj . while testing the settings for vour account.
arlow family Wed 3:50 A
= sent Items
fa] Deleted Items (5) =l Oider
L@l Junk E-mail (2] 4 Microsoft Office Outlook Test ...
[ Mews Feed Microsoft Office Qutlook 8/31/2010
L3 Outbox .~ Last Chance to Get Rewarded f..,
LE]| RS5 Feeds e-Rewards 8/31/2010
LA Search Folders —J [7483325X6533860] (Do Mot Mo...
Guru.com-Private DB 8/31/2010
.~ Project Notification
Guru.com 8/31/2010
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3. Select Normal, Minimized, or Off to change how the Navigation is displayed.

4. Select Favorites to include or remove this area from the Navigation Pane.

Use the following procedure to use the Navigation Pane Options dialog box.
1. Select the View tab from the Ribbon.
2. Select Navigation Pane.
3. Select Options.

Outlook displays the Navigation Pane Options dialog box.

Navigation Pane Options x
Display buttons in this order

[+#] Mai Maove Lp

] Calendar

[#] Tasks

|| Motes

[] Falder List

] Shortcuts

’ Ok ] ’ Cancel ]

4. Check a box to include the button in the Navigation Pane. Clear the box to remove it.

5. To change the button order, highlight a button name and select Move Up or Move

Down.

6. To change the font of the items in the Navigation Pane (not the button labels), select

Font. Select the Font, the Font Style, the Size, and if applicable, the Script. Select OK.
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Font; Fort ztyle; Size:
Segoe U Regular g ok
W_ -~ I ~
Showcard Gothic | | ltalic 3 ]
() Shruti Bald 10 3
Small Forts Bold Italic Ik D |
€} SnapITC - 12
(} Stenci 14
T Swis721 BT b’ 1B ¥
Sample
AaBbYyZz
Script:
|Westem v

7. To reset the Navigation Pane Options to the default settings, select Reset.

8. Select OK to close the Navigation Pane Options dialog box.

Use the following procedure to add or remove buttons from the Navigation Pane.
1. Click the arrow at the bottom of the Navigation Pane.

2. Select Add or Remove Buttons.

3. Select the button to add or remove. Buttons that are visible are highlighted in orange.

Er—

4  Show More Buttons

SITEdE W  Show Fewer Buttons
@ Tasks Mavigation Pane Options..,
Add or Rgmove Buttons 3
L@ - D

Items: 6 |

Changing the Reading Pane
Use the following procedure to view the Reading Pane command on the View tab.
1. Select the View tab from the Ribbon.

2. Select Reading Pane.
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o9 =

Inbox - - Microsoft Outlook

Send / Receive Folder Wiew Add-Ins McAfee Anti-Spam

© G © = G fme
a — - - %= Add Columns L?:j,Open in New Wi
Change View Reset | G To OE Categories — | Conversations ‘ Mavigation |Reading| To-Do People
View = Settings View - = = - %= Expand/Collapse = Pane~ | Pane~ | Bar~ Pane .?CloseAll Ttems
Current View Arrangement Right ple Pane Window
4 Favorites < - : - Eaottom
B inbox [searcn inbox ctri- £ £| Microsoft Office Outlook Test M — ;ﬁ
. i F-y rFe . . = -
[ Sent Ttems Atrangs By: Date (Conversations)| Microsoft Office Qutlook m]
Options...
(] Deleted Items 5} Sent Tue8/31/2010 9:34 PM ptions
________________________________________ & Yesterday To Michele Wiedemer
P (4 [RECPTA] BUSINESS: Urban Acre...
5arrah Bolin Wed 9:28 AM This i ail icallv bv Mi ft OFfi Outlook
B B Inbaox 518 an e-m message sent auromati v bov Crosoft 1ce Ltloo. i
(7 Drats [=4 Monthly Digest 10 - Marlow fa... while testing the settings for vour account.
Marlow family Wed 8:50 AM
[ sentTtems
& Deleted Items (5] = Older
Ll Junk E-mail [2] |~ Microsoft Office Outlook Test ...
3 Mews Feed Microsoft Office Outlook 8/51/2010
(3 Outbox =4 Last Chance to Get Rewarded f..,
@ RSS Feeds e-Rewards 8/31/2010

E}j Search Folders [ [7483325X6533860] (Do Mot Mo...

Guru.com-Private DB §/31/2010
=4 Project Notification

Guru.com &/31/2010

3. Select Right, Bottom, or Off to indicate where (or if) the Reading Pane is displayed.
Use the following procedure to use the Reading Pane Options dialog box.

1. Select the View tab from the Ribbon.

2. Select Reading Pane.

3. Select Options.

Outlook displays the Reading Pane Options dialog box.

Reading Pane [£|

Reading Pane options
[ ]mark items as read when viewed in the Reading Pane

itz seconds befare marking item as read

Mark. item as read when seleckion changes
Single key reading using space bar

[ 8] 4 ][ Cancel ]

4. If you consider items read after you have viewed them in the Reading Pane, check the

Mark items as read when viewed in the Reading Pane box. If the box is check, enter
the number of seconds to wait before marking an item read.
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5. Check the Mark item as read when selection changes box to mark items read when

the Inbox selection changes to another item.

6. Check the Single key reading using space bar box to use the space bar to navigate
the reading pane for scrolling and moving to the next message at the end of each
message.

7. Select OK to close the Reading Pane dialog box.

Below is the To-Do Bar command on the View tab.
1. Select the View tab from the Ribbon.

2. Select To-Do Bar.

A= — -
O] &9 |- Inbox - - Microsoft Outlock = B 2
- Home Send / Receive Faolder View Add-Ins McAfee Anti-Spam [ e
'(_) '._;{é\} ) € pate (Conversations) & From =9 1} Reverse Sort H = EEE i Reminders Window
b - - - - . J =] Add Columns — _E.Openin MNew Window
Change View  Reset g& To OF Categories — Conversations X Mavigation Reading | To-Do People
View ™ Settings View - = 3 - = Expand/Collapse ~ Pane ~ Pane~ Pane~ -PGOSEA” Ttems
Current View Arrangement Layout v | Normal Window
4 Favorites g Minimized
3 nbox 1) #|| Microsoft Office Outlock Test Messag ;ff October 2010 »
: . o . - = lo TuWe Th Fr Sa
[ Sent Items franoeiB Dalel(Cnmersations) Microsoft Office Outlook 7 B
Date Mavigat:
@ Deleted tems (5) Sent Tue 8/31/2010 9:34 PM =ate Havigater 4 5 6 8 9o
=l Yesterday Michele Wiedemer v | Appointments 4 17 13 14 15 18
4 [ [RECPTA] BUSINESS: Urban Acre... A4 v | Task List & 19 20 21 22 23
> [ Inbox ) sarrah Bolin &d 9:28 AM This is an e-mail message sent automatically Options... f> 26 27 28 29 30
(7 Drafts {4 Manthly Digest 10 - Marlow fa... Microsoft Office Qutlook while testing the scrcugs
= Marlow family Wed B:50 AM for vour account Today
L= Sent ltems ¥ -
§ Open a New Account
(5] Deleted Items (5] = Older 2:00 PM - 3:00 PM
. Woodgrove Bank T
Ty LBl | Microsoft Office Outlook Test ... 2 &
[ 3 Mews Feed Microsoft Office Qutlook 8/31/2010 Tomorrow
L3 Outbox [~ Last Chance to Get Rewarded f... A\ d Quarterly Planning Meeting
= o . 9:00 AM - 11:00 AM
LE| RS5 Feeds -Rew 31/
'3 e-Rewards 8/31/2010 e P AT i
L@ Search Folders |~ [7483325X6533860] (Do Not Mo...
Guru.com-Private DB 8/31/2010 Personal Trainer Session
5:30 PM - 6:30 PM
=] Project Motification Gym 7
Guru.com §/31/2010
Arrange By: Flag: Due D... .
Type a new task
=] Y Today
[—d Last Chance t... Y
d Mail u{_—q Prepare montl... Y
= \‘(v Tomormow
0| Calendar i
|4 [RECPTA] BUSL.. \'d
§=| Contacts
=
7] Tasks
L] Cd . /A See more about: ~
Hems:6  Unreac:1 | |[m]ea 100 (=) [] &)
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3. Select Normal, Minimized, or Off to change how the To-Do Bar is displayed.
4. Select Date Navigator to turn on or off the Calendar display in the To-Do Bar.

5. Select Appointments to turn on or off the upcoming appointments display in the To-Do

Bar.

6. Select Task List to turn on or off the Task List display in the To-Do Bar.

N

Select Quick Contacts (if applicable) to turn on or off the Quick Contacts display in the
To-Do Bar.

Use the following procedure to use the To-Do Bar Options dialog box.
1. Select the View tab from the Ribbon.
2. Select To-Do Bar.
3. Select Options.

Outlook displays the To-Do Bar Options dialog box.

Todoaropioms %

Show Date Mavigator

Mumber of month rows:

Show Appoinkments
Showe all Day Events
Show Details of Private Ikems

Shows Task, List

[ ok ] [ Cancel ]

4. Check the applicable box to show that item in the To-Do Bar.
5. Select OK to close the To-Do Bar Options dialog box.
Use the following procedure to rearrange the way the tasks are organized.

1. Right-click the Arrange By heading for the To-Do List in the To-Do Bar.
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2. Select the option from the context menu.

: — ue Date o -
Date

Categories

Start Date

to GetRe.. Wi
atly sales r... ?’

ow

Type =
ISINESS: U... \'d
Importance

v | Due Date

Folder

v | Showin Groups

g View Settings... b

You can resize any pane in Outlook 2010 to make the panes you need larger and the less
important panes smaller. Just click and drag the dividers. If you want to return the sizing to the

original settings, you can always reset the view.

Use the following procedure to resize a pane.
1. Hover the mouse over the edge of the area you want to resize.

2. The cursor changes to an icon with two arrows.
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Inbox - - Microsoft Outlook o B ER

Home Send / Receive Folder View Add-Ins McAfee Anti-Spam & 0

— — = = = : P . )
@ I\H_% kY @ T % From @ T Reverse Sort gl Reminders Window
- - 4] Add Columns 3 Open in New Window
Change View Ta OF Categaries — Conversations Navigation Reading To-Do Peaple
View ~ Settings - 9 M - %= Expand/Collapse ~ Pane~  Pane~ Barw Fane - {6 Close All ltems
Current View Arrangement Layout People Pane Window
4 Favorites < — >
3] Inbox A 21| Microsoft Office Outlook Test 4 October 2010 »
. F E. SuMo TuWe Th Fr Sa
B3 sent ltems Arrange By: Date [Conversations) | Mewest on top Message L
Deleted Items (5) Microsoft Office Outlook
@ =] Yesterday 3 4 5 ﬁs 9
- sent: Tue 8/31/2010 9:34 PM 10 11 12 15 14 15 18
P =4 [RECPTA] BUSINESS: Urban Acres open7 d.. \*’ To Michele Wiedemer 17 18 19 20 21 22 23
Sarrah Bolin Wed 9:28 AM
&3 Inbox ,_ ) ) 3 2425 26 27 25 29 30
|- Monthly Digest 10 - Marlow family P - 31 1 2 3 4 5 &
(7 Dratts Marlow family Wed 8:50 AM This is an e-mail message sent Today
[} sent Items i automatically by Microsoft Office R
3 Deleted Items (% = Older Outlook while testing the settings 2:00 PM -3:00 PM
- 2 for your account. Waoodgrove Bank o
(@ Juni E-mail [7] | Microsoft Office Outlook Test Message ¥
3 Mews Feed Microsoft Office Outlook 8/31/2010 ; Tomorrow
13 Outbox |4 Last Chance to Get Rewarded for Your Ti... A\ d Quarterly Planning Meeting
RSS Feeds _Reward 2/31/2010 9:00 AM - 11:00 AM
@ . Fewards o Conference Room 120 g
L Search Folders |4 [7483325%6533860] (Do Not Modify) From:...
Guru.com-Private DB 8/31/2010
|4 Project Notification
Guru.com 8/31/2010

3. Drag the divider to the new location.
Use the following procedure to reset the view.
1. Select the View tab from the Ribbon.

2. Select Reset View.

© GO

Change View | Reset
View = Settings Vi

Current View
Outlook displays a message to make sure you want to reset the view.

3. Select OK.
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Module Nine: Adding Word Elements to an E-mail

This module will help you learn how to format text in your mail messages, appointments, or

other Outlook items. It also explains how to add SmartArt, pictures, and tables to enhance your

Outlook items even further.

There are several tools to help you format the characters and paragraphs in your Outlook items.

You can change the font family, size, and color, as well as adding font enhancements like bold

face and italics. You can also highlight text. You can create bulleted or numbered lists and

control the indentation of your paragraphs. You can also change the alignment and the

paragraph spacing.

To follow are the formatting tools available on the Message tab in an email message.

Here are some tips for a successful interview:

Find out information about the organization ahead of time.
Your appearance should be neat and clean.

Practice answering questions with a friend.
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Give specific examples of your experience and connect it to the job you want.l

EXIN™ s L |+ Untitled - Message (HTML) o B8R
File Message Insert Options Format Text Review (A 0
= . | am  a— H @ Attach Fil Follow Up = €
J Calibri Bodi = 11« A" =. 2: 23 &g‘;] @ ach File ¥ Follow Up _{

) o0 attach item = ¥ High Importance
Paste @Br. A === Address Check Zoom
= s 4 B I U - =4 = = Book Mames | L% Signature - § LowImportance

Clipboard Basic Text MNames Include Tags Zoom
To...

Ce...
Subject:
£




Use the following procedure to format font characteristics. The Font family is used in the
following example.

1. Highlight the text you want to change by clicking and dragging over the selected text.

EXIN™ B AL R Untitled - Message (HTML) o @ 52

File Message Insert Options Format Text Review & e

o

e Attach Fil Follow Up ~ @,

% | Calibri Goal= 11 | A" A7 | =7 =+ & 3gﬂ @ 0 AttachFile ¥ Follow Up <
_Ei

o0 attach item ~ | ¥ High Importance A
Paste f B 7 U EP?'A' =

P

£= 3= Address Check

Zoom
=3 =% Book Mames | L&k Signature - J LowImportance
Clipboard Basic Text P Mames Include Tags = | Zoom
Font
To... on |
Change the font face.
Cc... |
Subject: |
- . . iy
Here are some tips for a successful interview:

Find out information about the organization ahead of time.

Your appearance should be neat and clean.

Practice answering questions with a friend.

Give specific examples of your experience and connect it to the job you want.

2. Select the arrow next to the Font name to see the list of fonts.

3. As you hover the mouse over the font names, Outlook displays a preview of that font on
the selected text. Select the new Font family to change the font.

HHEH9 O+ = Untitled - I
File. Message Insert Options Format Text R
=)

B * [t Fln -&x E-5-1%
Paste "2 | Theme Fonts -
. N Cambria {Headings)

Clipboard = =

Calilri (Body)

Ta.. |: All Fonts

e | [ |0 hgeney B
suneee | | O ALGERIAN
& Arial
Here are ¢ {} prial Black
Find out inj O i
Your appe: Arial Marrow
practice an {} Arial Rounded MT Bold
Give specit () arjal Unicode 1S
(} Baskerville Old Face%
(} Bavhaur 93
€ Bell T

} Berlin Sans FB

The bulleted list is used in the following example. Use the following procedure to format
paragraph characteristics.
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1. Place your cursor anywhere in the paragraph you want to format. You can select

multiple paragraphs to format them the same way.

2. Select the Alignment tool and select the desired paragraph alignment.

BlHY 0+ + |+ Untitled - Message (HTML) = B =

File Message Insert Options Format Text Review [ e

P ™y
= - e (= Attach Fil Fallow Up ~ @,
B % CalibriBodr < [11 | A A :%* = 33ﬁ @ U Attach File ¥ Follow Up '-1;

o attachtem =~ ¥ High Importance

Paste abr ., AL ||= = | i= Address Check Zoom
- 7 B I U - = = | 5 Book Names | |24 Signature = B Low Importance
Clipboard = Basic Text 7} Mames Include Tags = | Zoom
Bullets
o, || |
Start a bulleted list.
e | | |
. Click the arrow to choose different
Subject: | bullet styles. |

Here are some tips for a successful interview:

Find out information about the organization ahead of time.

Your appearance should be neat and clean.

Practice answering questions with a friend.

Give specific examples of your experience and connect it to the job you want.

SmartArt is a set of pre-defined graphics to help you convey different types of information.
SmartArt includes templates for lists, processes, cycles, hierarchies, relationships, matrices,

pyramids, and pictures. You can insert a SmartArt graphic anywhere in your document.
Use the following procedure to insert SmartArt.
1. Select the Insert tab from the Ribbon.

2. Select the SmartArt icon.
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3.

s et AT g B ot st N

EXIN™ I N I Untitled - Message (HTML) = B8 =
Message Insert Options Format Text Review [~ 0
| e EE T & Hyperlink Text Box~ A Drop Cap T Equation =
- o T
,,ﬁ' tﬁ' — L A& Bookmark |§ Quick Parts ~ @ Date & Time = §2 Symbal ~
Table Picture Clip Shapes ... _
- - Art = Al wordart g Object 4= Horizontal Line
Include | Tables ‘ INustrations | Links Text Symbols
| Insert SmartArt Graphic |
Insert a Smartart graphic to visually
| o communicate information. |
Subject: | e 0 Smartért graphics range from |
graphical lists and process =
diagrams to more complex il
Here are some tips for a successful int o...e graphics, such as Venn diagrams El
* Find out information about the and organization charts.
* Your appearance should be ne
* Practice answering guestions
. o 9 Press F1 for more help.
*  Give specific examples of your

In the Choose a SmartArt Graphic dialog box, select the category on the left. Then you

select the item in the middle. The right shows a preview of the item. Select OK to insert

the content.

Choose a SmartArt Graphic

o
all = =]
o sasa - TaA =E.
a= List (=]
“¥  Process - e - '
~ - — — & & ¥ =
L Cyce asa ATl
sby  Hierarchy
“td  Relationship m - g 4 m———
Matrix
Ay Pyramid R
E - d“d'}' — B — Continuous Block Process
Icture UUse to show a progression or sequential
steps in a task, process, or workflow. Works
l ‘:I best with minimal Level 1 and Level 2 text.
V| &0 Nwe
it - = s v
[ 0K J [ Cancel J
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Outlook inserts the selected SmartArt graphic in the message at the current cursor position.

RIS ST e TAQE RIS W YA TA RS IS T S IS L L L LTS RS Y Ve, -

Type your text here

.|
® [Text]
® [Text]

[Text] B [Text] B [Text]

Continuous Block Process

Use to show & progression or sequential steps
in a task, process, or workflow. Works best
with minimal Level 1 and Level 2 text,

Learn more about SmartArt graphics
™

4. Enter the text for the selected SmartArt graphic in the provided popup box.

Adding Pictures

Use the following procedure to insert a picture from a file.
1. Select the Insert tab from the Ribbon.

2. Select Picture.

ESI™ I L I

age Insert Options Fc
=R
= -

Table Pictyge | Clip  Shapes
- % Art

-

Include | Tables | Illustrations
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3. Navigate to the location of the file on your computer or other media and highlight the file

you want to insert.

Insert Picture

Look in: |E,‘_| Sample Pictures V| @ - X i T

Eb My Recent
Docurments

e~ 8 8 & @

B
Documents

My - . G - .
i Conpulian Blue hills, jpg sunset. jpg water lilies. jpg Winker . jpg

g Iy Mekwark,
Places

File name: | " |

Files of type: |P.II Pictures (* emf;* wif;*, jpg;* jpea; ™ iFiF;* . jpe; ™ png;* . bmp; * diby * rle; * gif ;* emz; ™ wmz; . pz v |

L Insert H’_ Cancel J
A

4. Select Insert.

Outlook inserts the picture.

Adding Tables

Use the following procedure to insert a table.
1. Select the Insert tab from the Ribbon.

2. Select Table.

3. Highlight the number of rows and columns that you want to insert.
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File Message Insert Options

0 G T B ) B
o4 B | bdl B8 P &

Table Picture Clip Shapes .. .

"= - At - B

Include 3x3 Table
1o | [] I
o I O
ce. | [] 0 | O I |
Subject: [DDUHDDDDDD
|
o 0
o 0 I
S 0

I Insert Table...

Draw Table

=]
'-El Excel Spreadsheet
=

Quick Tables 3

Untitled - Message (HTML) o = 22
Format Text Review (] e
%Hyperlink Tex‘t Box ~ g[il-:-p Cap T Equation ~
A Bookmark | [Z] Quick Parts - .E; Date & Time | £2 Symbol ~
= ﬂ\ﬂfordﬁrt' Fgd Object 4= Horizontal Line
Lirks Text Symbals
i)

Outlook inserts the table in the mesage at the current cursor position.
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Module Ten: Customizing Your Profile
In this module, you'll learn how to create a signature to include at the bottom of email

messages. You'll learn how to change the font options for your message. You'll also learn how
to change the stationery options. Finally, we’ll take a look at how to enable or disable automatic

spell checking in Outlook 2010.

You can set up a signature to appear at the bottom of your messages. You can set up multiple
signatures and select which one should appear at the bottom of a given message.

Use the following procedure to create a signature.
1. Select New Email.

2. Select Signhature from the Message tab of the Ribbon.

3. Select Signatures to open the Signatures dialog box.

S ™ G nitle essage ( E=fos x|
Message Insert; Cptions Format Text Review  Adobe PDF I 7|
= % cut s~ lla= L «| ¥ Follow Up -
= - ~ AN == B SSH @ @ % z \
23 copy 1 ¥ High Imphrtance
Paste | & y. | = = = | i= i= Address Check | Attach Attjch |Signature Zoom
T Fromatpanter | B L U VoA IESE FF B et || el 87 B LowImpdrtance
Clipboard | Basic Text | Hames | Indluc Simple Mame | Zoom |
Ton || wark ‘
=i e | Zignatures... ‘
Send =

Tvpe a name for this signature:

[ 8] 4 ][ Cancel ]

5. Enter the name for the signature and select OK.

6. Inthe Edit Signature area, enter the signature text. Use the Font face, Size, Bold,
Italics, Underline, Color, and Paragraph alignment tools to get the signature line looking
like you want it. You can also insert the following into your signature, click on the

hyperlink for detailed instructions:
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a. Business card
b. Picture
c. Hyperlink

7. Select OK when you have finished.

.
E-mail Signature | Personal Skationery

Select signature ko edit Choose default signature
Simile hame - E-mail account: |Joanna.Brown@jefferson.edu Izl
Mew messages: |Wu:urk Izl
| Replies/forwards: |W|:|rk |E|
[ Delete ] [ Mew ] | Sawve | ’ Renarne ]
Edit signature
|Cambria |z|| I u |_|z|| = = | |85 Business Card | = '&
Joanna Brown it
Trainer - Information Systems Il

833 Chestnut 5t, Suite 500
Fhiladelphia, P& 19107
215-503-7500

I [ Cancel

You can also Delete a signature you no longer want, or Rename a signature.
Use the following procedure to select a default signature.

1. Under Choose default signature, select the E-mail account for which you want to set
up an automatic signature.

2. Select the signature from the drop down list for New Messages.
3. Select the signature from the drop down list for Replies/forwards.

4. Select OK to close the Signatures dialog box.
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Use the following procedure to include a signature in an email message when not using

automatic signatures.
1. Select Signature from the Message tab of the Ribbon.
2. Select the signature you want to use.

3. Outlook inserts the signature at the current cursor location in the message.

You can use Outlook’s Theme fonts to create a more unified and professional look to your

messages. You can easily change from one font theme to another.

Use the following procedure to change the font options.
1. Select the Options tab from the Ribbon.

2. Select Fonts.

3. Select the Theme Font set you would like to use.

=l | I=

File Message Insert Options Fo
B colors - gj §E4 N
— Fonts ~ mf_'q ti_

Themes
- Built-In <

Office
Cambria =
Az | i

| pm—
send Oﬁi‘(ehz
Calibri
Aa Carmbria
Office Classic
Arial
Micl _ Times New Roman
Samp| Office Classic 2
samp) Arial
Office Aa Arial
Cell: |
Adjacency
Cambria
Aa

Calibri

Angles
A Franklin Gothic M...
&l Franklin Gothic Book

Apex |

Aa Lucida Sans s

Eook Antiqua
;

Create New Theme Fonts...

4. Select Create New Theme Fonts to create your own font options.
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Outlook displays the Create New Theme Fonts dialog box.

Create Mew Theme Fonts

Heading font: Sample

|Lu::ida Sans w | Headi ng R
Body font: Body text body text body text.

|Eluuk Antiqua 3 | Body tesxt body test. v

Mame: |Custom 1 |

[ Save ][ Cancel ]

5. Select a Heading font from the drop down list.
6. Select a Body font from the drop down list.
7. Enter a Name for the custom font set.

8. Select Save.

Changing Stationery Options

You can create stationery options to enhance your messages. The Stationery option also

allows you to set default fonts for new messages, replies, or plain text messages.
Use the following procedure to change the stationery options.

1. Select Signature from the Message tab of the Ribbon.

2. Select Sighatures to open the Signatures dialog box.

3. Select the Personal Stationery tab.
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Signatures and Stationery

Font: | Use theme's font:

Mew mail messages

E-mail Signature | Personal Stationery

Theme or stationery for new HTML e-mail message

Mo theme currently selected

Cov ]|

Sample Text |

Replying or Forwarding messages

o |

Sample Text |

[ Mark my comments with: | Lnkmown

[ Pick a new color when replying or Forwarding

Composing and reading plain text messages

ez |

Sample Text |

L Ok ] [ Cancel

| Choose a Theme:

Select Theme to select a new stationery set.

Sample of theme Concrete:

(Mo Theme)
Afternoon
Arctic

Axis

Bears {Stationery)
Elends

EBlue Calm
EBlueprint
Bold Skripes
Breeze
Zanyon
Capsules
Cascade

Deep Blue

Echo

Eclipse

Edge

Evergreen

E:xpedition

Garden (Skationery)

Green Bubbles (3kationery)

CnmEass

-

[ vivid Colors
Active Graphics
Background Image

Heading 1 style
« Bullet 1
v Bullet 2
- Bullet 3

Horizontal Line:

Heading 2 style
Regular Text Sample
Feqular Hyperlink
Followed Hyperlink

I [ Cancel

5. Highlight a Theme to preview it. Select OK to use the theme.

6. The theme will be applied to the next new message you create.
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Use the following procedure to select default fonts for messages when not using a theme.
1. Select Signature from the Message tab of the Ribbon.
2. Select Signatures to open the Signatures dialog box.
3. Select the Personal Stationery tab.

4. Select Font next to New Messages, Replying or Forwarding Messages, or Composing

and reading plain text messages to open the Font dialog box.

Font Adwvanced
Fonk: Fonk style: Size;
+Headings | |Reqgular a S
Agency FB | | Italic q =
flgerian Bald 10
Arial Bold Italic 11
Arial Black, ¥ 12 e
Font color: Underling skwle: IInderline color;
I v | | v| |  Mocolbr v
Effects
[2] Strikethraugh [2] 5mall caps
[B] Double strikethrough [2] all caps
[®] superscript [=] Hidden
[2] subscript
Preview
Sample Text
Set As Default L il ] [ Zancel

5. Select the font you want to use for the selected type of messages and select OK.
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You have Outlook automatically check your spelling before you send messages. You can also

control what types of items Outlook checks when performing the spell check.

Use the following procedure to turn on the automatic spell check.
1. Select the File tab from the Ribbon to open the Backstage view.

2. Select Options.

=il nbox - Joanna. Brown@jefferson. e icrozoft Outlool

File. Home Send / Receive Folder e Add-Ins Adaobe PDF

5l

Save &5 )
Account Information
& Sawe as Adobe PDF
Joanna.Brown@jefferson.edu — - -
Gy save attachments &N Microsoft Exchange = == e

| e | = =
Info 4 ik &dd Account S
Open = = =i F =
_ Account Settings = n
Brint a‘;l\ Madify settings for this account, and configure
e additional connections.
Becount
Help Settings ~
9 et |

Automatic Replies (Qut of Office)

Q"-_-I Use autormatic replies to notify others that you are out of office, an
wacation, or ot svsilable to respand to e-mail messages,

Autornatic
Feeplies
] Mailbox Cleanup
5(3 Manage the size of your mailbox by erptying Deleted Tterns and
archiving.
Cleanup
Tools» .
45.3 GB free of 49.5 GB
o Rules and Alerts
v; Use Rules and Alerts ta help arganize yaur incoming e-mail
- rriessages, and receive updates when items are added, changed, or
Manage Rules ——
& Alerts

3. Select the Mail tab.
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Qutlook Options

General

Calendar
Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

>

Q Change the settings for messages you create and receive,

Compose messages

/ﬁﬂ Change the editing settings for messages. Editor Options...
Compose messages in this format: | HTML v

Ay [l Aways check spelling before sending Spelling and Autacarrect...

Tgnore original message text in reply or forward

IZ Create or modify signatures for messages. Signatures...

}i% Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...

Outlook panes

Customize how items are marked as read when using the Reading Pane, -
Reading Pane...

Message arrival

{I ‘When new messages arrive:
=

Play a sound
Briefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert Desktop Alert Settings...

D Enable preview for Rights Protected messages (May impact performance)

‘Conversation Clean Up

3' ¢ Cleaned-up items will go to this folder: ‘ [ Browse... ]

Check the Always Check Spelling before sending box to enable automatic spell

check. Clear the box to disable this feature.

Select Spelling and Autocorrect to open the Spelling and Autocorrect Options dialog

box.
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Editor Options

Advanced

Specify how OQutlook corrects and formats the contents of your e-mails.

AutoCorrect options

Specify how Outlook corrects and formats text as you type. [ AutoCorrect Options... ]

When correcting spelling in Microsoft Office programs

Ignore words in UPFERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French
D Suggest from main dictionary only

Custom Dictionaries...

French modes: |Traditiona| and new spellings * |

Spanish modes: |Tuteo verb forms only i |

When correcting spelling in Outlook

Check spelling as you type

Use contextual spelling

|:| Mark grammar errors as you type
|:| Check grammar with spelling

Show readability statistics

Writing Style Settings...

Recheck E-mail

OK

) Canen
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Module Eleven: Advanced E-Mail Tasks
This module explains some advanced e-mail tasks. You'll learn how to add voting buttons to

your messages. You'll also learn how to set priority to your messages to let your readers know
how important your message is. This module explains how to change the message format to
make sure readers with limited email engines can still read your message. Finally, you'll learn

how to add a follow up flag.

Voting buttons allow you to ask for one of two or three options with an email message. You can
use one of the following standard options, or you can create your own text for a decision
between two options:

e Approve or Reject

e YesorNo
e Yes, No or Maybe

Use the following procedure to add voting buttons to an email message. Select the Options tab
from the Ribbon.
1. Select Use Voting Buttons.

2. Select the Voting option.

2| = |= Untitled - Message (HTML) = = 52
ile Message Insert QOptions Format Text Review Add-Ins (] e
[——n— — x.
nCnlors | - R | o ) ) __-i T
Aal - T e Request a Delivery Receipt - =4 ?%
Funts' ﬁ I/|d 1 -@ if:’ [ Rea o F —)
Themes ‘w Page Boc  From | Permission | [Use Voting| 7] Request a Read Receipt Save Sent  Delay Direct
- Effects * Color - - Buttons = Item To = Delivery Replies To
Themes Show Fields Permission Approve;Reject 1 More Options

Yes:No %

v | Ves:Mo:Maybe

You have added voting buttons to this message.

To..
= Con Custom...
Send

Subject:
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Use the following procedure to create a custom voting button set.
1. Select the Options tab from the Ribbon.
2. Select Use Voting Buttons.

3. Select Custom.

Properties E|
Settings Security

[ = Impaortance: !; ] Change security settings for this message.
Sensikiviey: Security Setkings. ..

[J Do not Autadrchive this item
Woting and Tracking options

E_H Use voting buttons; |Y355N°JM5Ybe b

L

[Irequest a delivery receipt For this message

[CIRequest a read receipt for this message

Delivery options

:L)Eg [[]Have replies sent to: | | [ Select Names. ..
I [JDo not deliver before: |None | | 12:00 AM |
|:| Expires after: |Nnne | | 12:00 aM |

Save copy of sent message

Contacts. .. | |
Categories w |N0ne |

Close

4. Select a starting point for your voting buttons from the Use voting buttons drop down list.
Make sure the box is checked.

5. Enter the new text for your voting buttons.

Setting the Priority

You can set messages to have a priority of High Importance or Low Priority to give your readers
an idea about the importance of the message. The Properties dialog box allows you to change
the Priority or the sensitivity, so that you can mark a message as confidential.

Use the following procedure to mark a high or low priority to a message.
1. Select the High Importance or Low Priority tool from the Message tab on the Ribbon.
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Message Insert Options Format Text Review Add-Ins

ESIN™ e L I Untitled - Message (HTML) o @ %

> @

i .
a w | — Attach Fil Foll Up -~
‘ S CalibriBody 11 v AN AT | I - =~ .33ﬂ 0l attach File L LA Q
By ,ﬂAttach Item -~ T High Importance
Paste abr . A - . = = | &= i= Address Check Zoom
- B I U - % = == % Book Mames | |2 Signature = | [ LowImportanc
Clipboard ra Basic Text ] MNames Include Tags | Zoom

2. Toremove the priority, select it again from the Message tab of the Ribbon.
Use the following procedure to open the Properties dialog box.

1. Select the small square in the Tags area of the Message tab of the Ribbon.

¥ Follow Up =
T High Importance

J LowImportance

Tags ]

Outlook displays the Properties dialog box.

Properties |z

Settings Security

Eﬁ'@ Impartance: @ Change security settings For this message.
Sensitiviby: Security Sethings. ..

[[] oo not sukoarchive this item
woking and Tracking options

|é}| Use woting buthons: |‘|’es;Nanaybe “

o

[[request a delivery receipt For this message

[[JRequest a read receipt for this message

Delivery options

.
(L

Ey [JHave replies sent ta: | | I_ Select Mames. ..
o [ Do not deliver befare: |None | | 12:00 AM |
|:| Expires after: |N0ne | | 12:00 AM |

Save copy of sent message

Cantacks, ., | |
Cakegories - |N0ne |

Close
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Select the Importance from the drop down list to set the priority.

Select the Sensitivity from the drop down list to use a confidential or other sensitivity
setting.

Select Close when you have finished.

There are three formats available for email messages: HTML, plain text, and rich text. HTML

and rich text allow formatting. Plain text allows for very little formatting. However, plain text

messages take up less space and may be more user friendly on some devices or computers.

Rich text allows for formatting, but can only be read by Microsoft Exchange or Microsoft

Outlook. HTML allows formatting as is readable by most email programs.

Use the following procedure to change the message format.
1. Select the Format Text tab from the Ribbon.

2.

3.

Select the format you want to use (HTML, Plain Text, or Rich Text).

| =
~ile Message In:
e (|
— A Aa HTML
J 1 |Aa Plain Te
Paste
- F  AaRichTe
Clipboard Faormat

If you select Plain Text, you get the following message.
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Microsoft Outlook Compatibility Checker

o Some of the features in this document aren't supported by plain text e-mail,

Summary

Formatted text will become plain text

[ ] Don't show this dialog box again

[ Continue J [ Cancel .]:E

Select Continue.
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When you add a follow up flag, Outlook adds the email message to your To Do list. You can use

this to give yourself a reminder to complete some action related to the email message.

Use the following procedure to add a follow up flag to an email message.
1. Highlight the message you want to add a follow up flag to in the Inbox.
2. Select the Home tab on the Ribbon.
3. Select Follow Up.

4. Select the date you would like to follow up on the message.
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Use the following procedure to set a custom date for a follow up flag.
1. Select Follow Up from the Home tab on the Ribbon.

2. Select Custom.
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Custom [ |
Flagging creates a to-do item that reminds vou to Follow up. After wou
follow up, wou can mark the to-do item complete,

Y‘ Flag ko |F-:u||u:uw up w |

Start date: |Sun|:|a':.f, CQctober 10, 2010 V|
Cue date; |Sunday, Qctober 10, 2010 V|

[ ]reminder:
[Sunday, October 10, z010 | [4:00Pm |

o] (o)

Select the action for the flag from the Flag To drop down list.
Select the Start date from the drop down calendar.
Select the Due date from the drop down calendar.

Check the Reminder box if you would like to set a reminder. Select the date for the
reminder from the drop down calendar. Select the Time for the reminder from the drop
down list.
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