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Outlook is a tool we use on a daily basis. Therefore, we want to take advantage of any time-s@king tips
and ways to improve efficiency. Rules and Quicksteps are a few techniques to accorfli quicker,
and using sending options can improve the quality of sending Email.

This Step-By-Step Workbook will provide a better understanding of the Mi
TriPane layout, different Views, and the Ribbon System. It will also ¢
using special options such as Delivery Receipt, Read Receipt, Votingd
Delivery, and replies sent to multiple recipients. Additionally, receivinSg
folders automatically, Quick Steps, and Rules will also be covered. The mam#al will explain
apply color-coding in Calendars, Notification, Recurring Eve s well as how to maa
Calendars. Students will also learn how Contacts can be us

Outpok interface,
ed to send Emaj

important people, as well as the integration of Email and Cale . This manual
Microsoft Exchange features for those who are c$nec d t0 @ hange server. It will
several less popular productivity features such as gd Ngfes. Furthermore, in the AR

agks :
have included many examples of creating Rulesdon Stetup Email O Import/Exp
Mail Merge, Email Broadcast Techniques, a ef'9 Email Systém.
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This document was updated on 6/25/2020 (Version 1) and is designed for Outlook 365. The icons have
changed for Outlook 2007, 2010, 2013, and 2016 but the commands are very similar. This guide is the
sole property of Jeff Hutchinson and eLearnLogic. Any emailing, copying, duplication, or reproduction
of this guide, must be approved by Jeff Hutchinson in writing. However, students who take a class or
purchase the guide are free to use it for personal development and learning.
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Introduction

About the Author

Jeff Hutchinson is a computer instructor teaching a variety of classes around the country. He has a BS
degree from BYU in Computer-Aided Engineering and has worked in the Information Technology field
supporting and maintaining computers for many years. He also previously owned a computer training and
consulting firm in San Francisco, California. After selling his business in 2001, he has continued to work

computer skills for the general knowledge of students, career development, and caree
Understanding the technology and the needs of students has been the basis for dev:
Jeff Hutchinson can be contacted at jeffhutch@elearnlogic.com or (801) 376-66

Design Strategy

This workbook is designed in conjunction with an Online-Instructor-Le for more inforg
see: www.elearnlogic.com). Unlike other computer guides, students will not need to review le

Furthermore, students will find that this workbook®uid
understand concepts quickly. An index is also pfgva h book to reference
important topics as necessary. However, if more il 1S@eeded for study, t t can be used to

search a concept. Also, if student’s skills are ack of use, thcYygaiNgCfregh their knowledge
quickly by visually scanning the concept ne€de, hen testing the i e application.

Manual Organiza
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ht commands tjfft rm the Concept or procedure in
ercises.

e a Step-by4Step demonstrate the Concept.

jects are a more com sivaiapproach to demonstrate the Concept.

ut Sectiogs are opti vanced Concepts.

are important cepts, terminology, or commands used.

ip - These are addition sbout the Concept.
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Exercise Download

Introduction

Exercises are posted on the website and can be downloaded to your computer.

Please do the following:
Open Internet Explorer. e Or Google Chrome: G

Type the web address:

You might get several security warnings, but answer yes and run through each one. Whe
“Unzip,” the files will be located in C:\Data\Outlook365-1 folder.

elearnlogic.com/download/outlook3

WinZip Self-Extractor - outlook365-1.exe

To unzip all files in outlook365-1.exe to the specified
folder press the Unzip button.

Unzip to folder:

Run WinZip

|C:,fDatajOuﬂook355—1 || Browse... || Close |

[“]:Overwrite files without prompting:
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Chapter 1 - Interface and Navigation

Understanding the interface is key to using this program effectively.

Chapter Table Of Contents
Section 1: Core Concepts
Section 2: View Ribbon Tab
Section 3: Optional Concepts

Section 1: Core Concepts

Concept Explanation / Command string in italic.
1.1 Major Modules | This will display (in the lower-left corner) the
Major Modules for Outlook such as Email,
Calendar, People/Contacts, Tasks, Notes, an
Folder List. The interface has changed slightly in

different Outlook versions, but the fun ity s e
isthesame. 000 @ W L___""

Outlook 2010 - The Module [ ya OutlooRges”

name was Contacts but is now M Q
called People Pane. However, "H] Calendar . a
you will see the word
Contacts on several screens.

1] keys - Swifth #0he Mail View.

'tca Calendar Vj \
to the People Ysigm.

&=| Contacts

Mavigation Options *

El t0 the rlght Maximum number of\risibleitems:: C_'
in the lower—leﬁ Corner). Compact Mavigation

Options ==+l located in the Display in this order
a >Navigation Options > Mail Move Up

Calendar
Display in this order People

— el Tasks Move Down
Calendar — e

People Falders

Tasks Move Down Shortcuts

Motes

Reset Cancel

2. Move the order of items: [Move Up] o [ Move Down |,
3. The Maximum number of visible items: 4
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Chapter 1 - Interface and Navigation

1.3 Favorites

These are sometimes called Shortcuts and they allow access to [ Favorites
major icons. They are located on the top left side above the
. Inbox 17
Email Folder Pane.
Sent ltems
Deleted ltems 174

Practice Exercise 2

To add additional Favorites: Right-click on the Outbox folder >

Favorites (5l4dd To Favorites.

To remove Shortcuts: Locate the Outbox in the Favorites eft side

of the screen) PRight-click on Qutbox 2 "] Remove From |
1.4 Email Folders The next group of Folders are the most commonly used. b Inbox 16

Inbox Folder - The Inbox is used to store Email tagei
from an Email server usually located on the 4 b Drafts (3]

Drafts Folder - When you exit or save a messa Sent ltems
automgtlcally placed in the Drafts Folder. b Deleted fterms 174
useful if you want to reread the message at a laté
before you send it out. It can also be o store Junk Email [17]
prewritten or predefined emails thaf@re selyout regularl

Outbox

Sent Items Folder - After the Exffa
reference. It can be usef®1 jf decipidht claims they did not rec your Email.
You can then verify ifguas :

Delete Items Folder - otNDelete an Email, i re@l here until you

permanently Dele o permanently mail:
Right-click gn e Items” folde Folder.
Tip: It may e Delete folde

it is in the process of
or Exchange Server can accept

Practice Exercise 3
Drafts

a

1t.
1. Ci message, add, ject.
. > Inhox
2. @lic Save Bu " -
ice the numpler n £ rafts folder increased.;

Select the Drafft: er tofopen the saved message.
Practice ExerciSg4 end an Enggil to ano udent ?Check the Sent Items folder after it is Sent.
Sent lggms | Sent Items |
1.50 New This will 6 ‘ew Window of an Email Folder or Module such as

AR -
: Calendar, or People located on the left side of the screen.
on any module located on the left side of the screen >Open New

Practice Exercise 5

Q
Wight-click on the a People icon (located in the lower left corner) >

] Open New Window.
2. Right-click on the [Sent ltems [Sent Ttems folder > (3 Open New Window.
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Chapter 1 - Interface and Navigation

1.6 Outlook The Outlook Today. page displays Sunday, December 01, 2013  customize Outlock To
Today a summary of Appointments,
Tasks, and Email messages. You Calendar Tasks | Messages
can view the Outlook Today
.ol Manday Inbox 8
screen by clicking on the name at b 500 AM- 5200 Phy Tndetlgn Drafs 4
the top of your Email folder. Cs6-1 Outbox 0

| AN - 2:30 AM Doctors
Appointrnent

Practice Exercise 6 | Select the top folder in the Email folder list
Outlook Today and Outlook Today will be displayed.

~ v jeffhutch@elearnlogic.com
> Inbox 89 .
Drafts [3]

1.7 Customize Click on the | Customize OLI'HIZIIZIkTEIdEI'y'l Customize Outlook Today
Outlook located on the Top Right of the |™*” D3 when g, o dnecty o Outeck Ty
Today Outlook Today screen: essages St e heefders
Startup - This will open Outlook | caencer Sha thisrumber of doya n oy coendr [5.9]
Today when Outlook is already [ o o A
opened. © B st s it 1o du date
Message - You can check the Sort my st by [Bug s then by [Gromsy
folders you want to be $ Sesmang $ Deenang
displayed. -—
Calendar - This will display a e oy
specific number of days from :
the current day.

Tasks - This will display Tasks when the due date is coming up.
Styles - Additional styles can be downloaded from the internet.

1.8 Instant Search | This [Y the most valuable Yegturc®h Outlook. It allows you to Search the
aryatop® and is located on the top of the Email list

Efaail for keywords
avaglab Contac le Tasks. When you click in the Search box, a
tual SearchRibb a ears on the top. The default assumes searching
the current folder. m W the original list, click the [X.

Search Current Mailbox =~ | Current Mailbox - I

keywor;d in the search box above, the Search Ribbon Tab

f the interface. This can be used to fine-tune your search.
File Heme  Send / Receive  Folder  View Developer Add-ins Help Grammarly  Acrobat Search Q@ Tell me what

Q @ CJcurrent Folder /(@) @ El @ EE ThisWeek © FU Flagged /C) ﬁﬁ

- |
All Current E Subfolders Include From Subject Has Categorized R Sentlo ! Important Recent Search Close
Mailboxes Mailbox E’EA" Qutlook ltems Older Results Attachments ~ Unread + More ~ Searches - Tools~ | Search

1.9 Seargh Ribb

Scope Results. Refine Qptions. Close

All Mailboxes - This will Search in All Email folders.
Current Mailbox - This is usually the default Mailbox folder.

Current Folder - This is the default and will only search in an active opened
folder.

Subfolders - This will Search in the Subfolders under an opened folder.
All Outlook Items - This will search in People, Calendar, and Email folders.
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Chapter 1 - Interface and Navigation

Include Other Results - By default, search results are limited and don’t
always display all results. After you enter search criteria, choose this option to
display all search results.

[~

From - This will search Email From a specific person.

= Subject - This will search Email with a keyword in the Subject ficld.
Has Attachment - This will search Items that have Atta

Categorized - This will search Items that have been assign spcelic
Category.
This Week - This will search Items within Thi

EI Flagged - This will search an Email that has agged.
III Important - This will search Items ve been flagged
E More - This will list many other u h methods.

. ~| Recent Searches - This wil ords used in pre
Search Tools - This owing Tools: i

to Search, Advanced Search options.
- Close Search -

1.10 Search
Criteria

This concept explal

rd:(SearchCrii ¢).” For example, from:tom
1 operators AN <, >, =, and so forth to refine

) any other combination of uppercase
case letters. Ins 's not case sensitive.
- Items and jensen, but not necessarily in that
er.
tom AND jensen ining both tom and jensen, but not necessarily in
that ordeg, Note that 0 operators such as AND, NOT, and OR must be in

- Items containing tom, but not jensen.

ms containing tom, jensen, or both.

ems containing the exact phrase tom jensen. Note the use of

es ( “) so that the search results match the exact phrase within the

m jensen" - Items sent From tom jensen. Note the use of Double

uotes ( ““) so that the search results match the exact phrase within the quotes.
:""tom jensen' about:”status report” - [tems sent From tom
Jensen where status report appears in the subject line, body, and attachment
contents. Note the use of Double Quotes ( ““) so that the search results match
the exact phrase within the quotes.
hasattachment:yes - These are items that Have Attachments. You can also use

hasattachment:true to get the same results.
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Chapter 1 - Interface and Navigation

attachments:presentation.pptx - These are items that have Attachments
named presentation.pptx, (or if the attachment contains presentation.pptx within
its contents).

subject:"tom jensen" - Items whose Subject contains the phrase tom jensen.

subject:tom jensen - Items with tom in the Subject line and with jensen anywhere
else in the document.

cc:"tom more" - [tems in which the display name tom jensea is @a th&CC line.

cc:tomjensen@test.com - Items in which the Email
address tomjensen@test.com is on the CC line.

bee:tom - Items in which tom is on the BCC line.

messagesize:<10 KB - Items whose Size is less
the "less than" comparison operator (<).

messagesize:>5 MB - [tems whose Size is larg
of the "greater than" comparison operator (>)

received:=1/1/2006 - Items that arrived on 1/1/2006.
comparison operator (=).

KHpbytes” Note the use of

Practice Exercise 7
Search All
Outlook Items

1. Search your inbox using the criterti@abov
2. Change the keyword to a worg 1
3. Review the Search Ribbgn T¢

@ @ T current Folder
i .

All Current -
Mailboxes Mailb@ tf=yAll Qutlook ltems ’
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Chapter 1 - Interface and Navigation

Section 2: Inbox Layout

Concept Explanation / Command string in italic.
1.11 Vertical The main Navigation pane is located on the left, Email list is in the middle, and
Tri-Pane the To-Do Bar is on the right side of the screen. You can also change the size of
the Tri-Pane by moving the edges or bar [HH between panes, and minjmize the
pane by selecting arrows El on the top of the pane. e
4 Favorites [<EIN h Current Mailbox P current Maibox_-] «  Octover2018 r
Inbox All - Unread ByDatev | SU MO TU WE TH FR SA
Sent [tems 3 1 2 3 4 5 6
Deleted ltems 174 7 8 9 10 11 12 13
i 5 RORURTIRTIEN
4 jeffhutch@myexcel.com 21 22 23 24 5 % 77
» Inbox Minimize only nEme
Dzrﬁli Minimize available on Today
el el Arrows. Outlook 2010. 500PM | Testing Outtook
Junk Email [17] Tomorrow
Outbox Ceﬂl]l Conteact Pratection Detail 9:00PM || Outiook Training
1.12 Folder Pane This is located on the left side of the screen and consists of the v Normal
ﬁ first third of the Tri-Pane screen above, o
View Ribbon Tab Layout Group > MAINmiE=
Folder E Off
Paric = Folder Pane dropdouz arr,
v Eavorites
Tip: In previous versio ne ]
' Options...
1.13 To-Do Bar The To-Do Bar incq Nl he To-Do Bar will
ﬁ Outlook elements t4 i display on the right
The Date Navig . side of the interface.
To-Do current i
4 October 2018 13
Bar ~ To Turn SU MO TU WE TH FR SA

30 1 2 3 4 5 6
T 8 910 11 12 13

LY 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 1 1 2 3
4 5 6 7 & 9 10

The Minimize arrow is i || Testing Outiook
located here and is only
available on Outlook 2010.

|| Quilook Training

1.14 Reféiding Pan

up PReading Pane drop-down 2 Choose Bottom, Right, or off.

|Search Mewsletters Ads (Ctrl=E) P| After Christmas Sales -apidship
Arrange By: Date |Newest ontop T Laptops X

P = Toshiba Direct <To Readlng Pane m:>

s Sent: Fri12/27/2013 6:15

=] ExcelTips [ribbon) 247 AM Ta: jeffhutch@excel-networks.com

ExcelTips (ribban) for 25 December 2013 Eiivessage @ Certification._htm (343 B)

4 Yesterday -
] Tosniba Direct Pl View with Images Unsubseriba
[ After Christmas Sale - Save up to 5600 on Rapids... U TDSHIBA

4 Thursday Leading Innovation >>> i

| ProFlowers Thu 6:28 AM LAPTOPS DESKTOPS TABLETS TVS ACCESSORIES SH
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Chapter 1 - Interface and Navigation

1.15 Message This will display 1, 2, or 3 lines of the Email under the title. Also, there is an
Preview option to turn it off completely. When 2 lines of an Email are displayed, it will
— look similar to the following:
[E: |From |Subjer:t |Recai\'ed hd ‘Size ‘Categorias ‘Mantion
Message Meg Fullem PL-300 Microsaft Power Platform Fundamentals (PL-300) 18th till 19th May - Vi... Fri 5/15/2020 3:00... 18 KB
Preview | | have this class available next week of anyone is interested and qualified. Let me know!!
Please let me know and | will have you booked and we can also send over the courseware and labs in advance to prep.
Dayton B. Marti... Admin Conference New Date Fri 5/15/2020 2:17... 31 KB
Dear Jeff, | hope that this email finds you well! We have all been through some interesting last several months. The last time | reached out to you, we were postponing the
Administrative Professionals Conference at UvU on March 18, 2020. While we ...
To turn the Message Preview on:
View Ribbon Tab 2Arrangement Group
Message Preview:
To change the font size, go to: View Ribbon 1
Current View Group 9{(::)} View Settings > .
Other Settings ?Message Preview: gy 2Lines
Message Preview 2Lines
Font... | |8 pt. Segaoe Ul |
1.16 Autopreview The name of the Message Preview feature was called Autopreview in Outlook
2010. The feature has been moved to: View Ribbon Tab >Message preview in
Outlook 2010 Only | Outlook 2013. To turn the AutoPreview feature on: View Ribbon Tab >Current
View Group 9 View Settings 2O0ther Settings 2 AutoPreview:
AutoPreview
& pt. Segoe U @) Preview all items
() Preview unread items
() No AutoPreview
1.17 Change Views . . . G .
Vi ab >Current 1D Change View.
(% Camp his will tightenflip ail to fit more =
single scree J=
Change g Compact Single Preview

View ~

Single - This will
eading purposes.
Preview - will remOve the Reading Pane and display all Email.

il messages with a small space between them for

1.18 S ields

All - Unread

To Sort th il, click a Label/Field Name on the top of the Email such as
frem, = Click to sort |
ick to so ;§‘

V&5 O |@ |FROM | suBJeCT |RECEIVED ¥ |sizE | cATEGORIES

4 Date: Today

@J jeffhutch@mye... test Maon 10/15/2018 %16 AM 357 KB

he Inbox, click on the From Label/Field Name to Sort it DType a letter of one
e names of the recipient in the list to jump to that letter.
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Chapter 1 - Interface and Navigation

1.19 Add Fields This Adds New Labels/Field Names to | snow Coturnns x
the tOp row Label area. Maximum number of lines in compact made: (B ]~ |
View Ribbon Tab 9 Current View Select available columns from:
Frequently-used fields
Group 9 I/iew Settings 9C01umn. A::L\:k::n::;drr;!s: . | — | Slrnopv:.rtt::s;cmumns in this order:
Egntacts i <- Remove E&T:dy t
Tip: Another technique is to use the B bt oAt [ewEam] |Somita
Due Date L——————1 |Received
ﬁeld Chooser: anllgoguolrJ"gI;t:gd pate élazfegorles
Right-click on any Label 2> et il
. Originatar Delivery Reques
BE Fietd Chooser.
Properties Delete Maove Up Mave Down
Practice Exercise 9 | Right-click on any field > Field Chooser a
Field Chooser RECEIVED ™ SIZE CATEGORIES _
\ Frequently-used fields v
l Right—CliCk Auto Forwarded ~
Ct
Contacts
Field Chooser Options DSelect “Received” field > I‘;’:;Z’:T'“”
. .. § atus
Drag to the desired position nexffto anet Message
Label/Field Name. Criginator Delivery Requestey
Also, you could Right- 0 Wel/Field Name Eedd v
| BW... | DClCtC
Add/Remove
1.20 Move abels/Field D 1fferent position when you see
Columns elect Label 2Dre 1Rromio a new position.
Al Unread 5
Y| D@ |FROM |SUBJEC_ < |RECEVED ¥ |sizg]
4 Date: Two Weeks Ago W7

1.21 Font Size

1.22 Quick Access

l Row Font... | & pt. Segoe Ul
-~

ToVadjusSta display Ribbon Tab >Current View Group >

This could be used to place commonly used commands such as “Send/Receive.”
Click the Bdown arrow in the upper left corner >More Commands.

Choose commands from: All commands 2Select command 9 Button.
Outlook 365 Older Versions of Outlook
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Chapter 1 - Interface and Navigation

Practice Exercise 10 | File Tab=2Options 2Quick Access toolbar >
Quick Access Choose commands fraom; @

| Commands Not in the Ribbon 9Import/Export9 Button > [ o]

The Send/Receive Button is now located in the Quick Access toolbar.

Choose commands from: X

| All Commands "
IMAP
& IMAP Folders...
= Import & Export ——
‘ | Importance Add s>
9 Inbox —

<< Remove

‘ Include

1.23 Remove Fields | Select a Label/Field Name and drag upward until you see it turn black or it shows
an X through the Label. Then drop it.

|
IEarch Current Mailbox 0 | Current Maill
v
|RECEWED ¥ |sIZE | CATEGORIES | MENTION [

Practice Exercise 11 | 1. Remove a Label/Field Name: Select the “Received” field upward until you see

Add/Remove a black X2>Drop it.
Fields 2. Use Field Chooser to add a lost field: . )
Right-click on any field> Right-click
RECEVED  ~ SIZE ATEGORIES

Field Chooser Options DSelect “Received” field >
Drag to the desired position next to another Label/Field Name.

=

N
Y

Oé\\
%
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Chapter 2 - Sending Email

It is a simple process to Send an Email. However, additional options can also be added to this

process.
Chapter Table Of Concepts

Section 1: Message Ribbon Tab - This section requires you to open a new Email.

Section 2: Options Ribbon Tab

Section 3: Advanced Sending Options

Section 4: Exchange Features
Section 1: Message Ribbon Tab

Here we will create a new Email and show the Message Ribbon Tab.ermail sendin

options available.

Clipboard M Basic Text

File Message Insert Options FormatText Review Developer Help @ Tell me what you want to do
ﬁj Gt Calibri Bod~ 11 - A" A iZ - =+ A p\% [ﬂj mj.fl @
Paste ED:"O —_——_— = | — Address Check Attach Attach Signature
: B I U|£L-A-BEH==|= !
- @3’Format Painter - . — — | Book Names File~ ltem~ =
[ MNames Include

mmand keys - Create a Message.

and |Ctrl| keys - Create a New Email (in the Mail Pane).

E From v jeffhutch@elearnlogic.com
Send To studentab1®@gmail.com
Cc studentab2@gmail.com
Bec studentab3@agmail.com
Subject Test Email
Concept in italic.
2.1 New Eng to create a new Email message: 2010
ibbo@ Tab ?New Group > =]
New
Email

rrand Paste formulas to a different cell, the
oes to a Relative Position. For example, if you
ula that references cell A1, and then Copy it
cell, it will then reference cell A2.

‘}g Cut

ﬁﬂ (@ copy

Paste

Clipboard

- gFormat Painter

I

n pasting data from the internet or another document, you might want to paste
ing plain text to strip out all formatting.

When Pasting text use: Paste dropdown arrow > LA Keep Text Only (T).
Tip: Keyboard Command for Copy is Paste is
and Cut is |Ctri| keys.
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Chapter 2 - Sending Email

2.3 Basic Text These are the Basic Text formattlng. Calibri (Bod - |11~ A” A" iZ~i=~ Ao
tools available. Press the [ Arrow in
the lower right corner to get additional BIU £-A- === =3
options. )
Basic Text P
2.4 Address Book This will provide access to available Names, Email, and Contact information.

Practice Exercise 12
Address Book

Place your cursor in the To field DPress the dropdown arro another
Email list 2Choose Email.
Select Names: Offline Global Address List X
Search: @ Name only ()More columns  Address Book q
[ | 6o [offine Global Address List - jefthutctor@n| ] AdJanced Find
[ Name mf:;:t{ahc(t@;m} sheem \—/Locaﬁon Department  Email Address

MyContacts
Student MailList
effhutch407@hotmail.com
Contacts
__ Offline Global Address List

[ jeffhutcha07@hotmail.com

jeffhutch407@hotmail.com

jeffhutch407@hotmail.com
jeffhutch407@hotmail.com

| <
To |studentzb1@gmail.com|
Cc studentab2@gmail.com
Bco studentab3@gmail.com

2.5Auto-Complete
List

This feature will remembera prg From= | jefhutch@myescel.com
and when you type the first'fg i
. . . Send
same Email, it will com i [| Bonnie Hart
K Pamela Bohn
Address' |: Beverly Glazier
Marissa Male

Practice Exercise 13
Auto-Complete
List

Home Ribbon T,

2.6 Manua
Entering S

To send Multiple
¢ spaces

To... Studentab 1@gmail. com; Studentab 17 @amail, com;

sues with the Email Address (such as missing a @ or a special
, this will tell you which Email Address is in violation.

jiisert any type of file into a message The icon to the right
own as an Attachment. is for Outlook 2010. @
To Remove an Attachment: Press the dropdown arrow next to the

X Remove Attachment

Attach
File

Attached File and press

Home Ribbon Tab>New Group > "|New Email> To: Send to yourself>
Subject: Statement of Work DMessage Ribbon Tab > Include Group >

@ Attach File 2> I; / Browse This PC... |9
C:\Data\Qutlook365-1\Statement Of Work.docx> > Send.
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Chapter 2 - Sending Email

2.9 Attach Item

An Item is any item inside Outlook (not an external file) and can [ﬂj 0
be used to send as an attachment to an Email. This includes Froaely Ce:

EEmail, Rquntact, Calendar, Tasks, DNotes, etc.

File~ ltem ~

Practice Exercise 15

Home Ribbon Tab=>New Group=>"|New Email >Message Ribbon Tab=>

Attach Item Attach Item Button 2(Choose an Item).
2.10 Signature A Signature is a way to place a salutation in every new message crea
Changes

Practice Exercise 16
Signature

1. To create a Signature: File Tab 2Options ?Mail > >922urcs- | S

Button @ Create or modify signatures for messages.
A
2. >Type in the signature name: New Signature T
. Type a name for this signature:
MySignature >[ ok ] o |
. . oK Cancel
3. Type the Signature in the text box. | |

Edit signature
Calibri (Body) ~ 11 |~|| B
Thanks,
Jeff Hutchinson
(801) 376-6687 Save > QK
When you begin a New i dd, 0 )
ttach Attach Signature | Attach Fi}
File~ ltem~ e via Link}

change, or remove a s
New Email 9Mess q
Includy Bus Brief

Include Grou
Bus Detai

MySignature

Signatures...

2.11 Selecting
Default
Signatur

Q

\\AL) t10n MpySigna
multiple Sign es
Slgnature for

e ges

E-mail Signature | Personal Statlonery

s, as well as for Replies and Forwarded

Select signature to edit Choose default signature

Bus Brief E-mail account: ‘jeffhutch@elearnlogic.com
Bus Detail

MySignature New messages: |Bus Detail

Llel<]

Replies/forwards: |Bus Brief

b

| Delete | | MNew | | Save | | Rename |

Edit signature

Cahbr\ (Body) ‘11 | B I U ‘El = = |ﬂusmessCard "__‘g %

i'.l'hanks, ~
Jetf Hutchinson
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Student Project A
Signature

1. Home Ribbon Tab 2>New Group > ™ INew Email.
2. Message Ribbon Tab 2> Include Group—>

Signature drop-down Signatures.
3. 2>Type in the signature name: Personal 9
Type a name for this signature:
Bus Brieﬂ

4. Type the signature in the text box.
Edit signature

Calibri (Body) 11 |~ B

Thanks, Q
Jeff Hutchinson | save
5. [ ew ] >Type in the signature name: Persor.

Type a name for this signature:

Bus Detail
6. Type the signature in the text
Edit signature

Calibri (Body) 11 |

Thanks,

leff Hutchinson

(801) 376-6687
www.elearnlogic.com

Choose default signature

E-mail account:

jeffhutch@elearnlogic.com W
Mew messages: Bus Detail \,
Replies/forwards: |p < Brief -

” End Resﬂt J

E-mail Signature | Personal Stationery
Select signature to edit Cheose default signature
Bus Brief ~ E-mail gccount: ‘jeﬁhu‘t(h@e\eam\ugmmm
Bus Detail
4 |Vysignature New messages: |Eus Detail
Replies/forwards: |Eus Brief
v
‘ Delete ‘ | New | ‘ Save ‘ ‘ Rename ‘
Edit signature
Calibri (Body) | B I U ‘EI = = ‘ [3 Business Card | D;. %
Thanks, ~
Jeff Hutchinson
(801) 376-6687
www.elearnlogic.com
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2.12 From Field

Use an Email address that has your full name because this is what the recipient will
see. If you have multiple Email addresses installed in Email Accounts, check to
see which one looks more presentable to the reader.

For example, john.johnson@eib.com or jjohnson@eib.com.

2.13 To Field

Recipient addresses are usually stored in a People/Contacts folder or Exchange

Server folders. The following are a few rules to follow:

1. If you type in multiple Email addresses, separate them wiili a icQlon (;).

2. When you send an Email to someone, the recipient is expe to he Email
and respond. Otherwise, if you are just sending informat
the CC field.

Practice Exercise 17
New Email

Start a New Email to see how it is displayed: L&
> INew Email DStudentabl @gmail.com;

2.14 CC Field

This is a Carbon Copy. A copy of an Email

2.15 BCC Field

This is a Blind Carbon Copy or Email
person’s knowledge. This is not to be
that you copied an Email to someone
copy of an Email to yourself. O
All, the “To” person will 0 g

Tip: To keep BCC pe
Show Fields G

e “To Recipie
ver, it cou

2.16 BCC Group
List

Often the BCC fiel
Email to be hid recipients. On &ig and, lists that are placed in
the CC otential to be plagRg ; k Mail list. Therefore, this is

Practice Exercise 18
CC & BCC

2 ject Field

why you to hide the distgilitionNhi he BCC field.

>C mail address) 28 tab2@gmail.com. Notice: The Email
yOR e does not displag’thgfBC recipient.
\4 will havedifié acCes @ ese Email addresses:
| cc | | Studentab1@gmail.com; Studentab10@gmail.com; Studentab12@gmail.com; Studentab13@gmail.com
ese Emails are hidden dl not accessible by the recipient:
| Bcc | |Studentab1@gmﬂ|’|.com; Studentabi10@gmail.com; Studentabi2@gmail.com; Studentﬂbﬁ@gmail.com|

il.com; Studentab10@gmail.com; Studentab12@gmail.com;
.com

itc a good Subject line. Too often, the Subject is last on the list to

e
ist some good and bad Subject lines to review so your Emails will
e cective:

ords - The subject should be a short statement of six words or less.
ood example: “Sales Meeting Canceled.”
ad example: “Sales meeting canceled due to overwhelming sales.”

2. Company Name - Try to use the company name as part of the subject
statement. Subject: “elearnlogic - Computer Training Specials”

3. Summary - Begin your message at the Subject line and only provide a quick
summary of what the Email is about. Good example: “Sales Meeting
Rescheduled.” Bad example: “The sales meeting is rescheduled to Wednesday.”

4. Action - A good Subject states an action that requires the recipient to do

something. Good Examples: “Sales Meeting Canceled,” “Class Dates to
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. Email Discussions - When having an Email discussion, or r&§gon

. Unique Subject - Change the Email discu

Schedule,” “Class Survey - Provide Feedback,” “Computer Training Special.”
Bad Examples: elearnlogic - Class Information, Increase Your Productivity.”

. Splitting - Try splitting your subject into several statements such as:

“Increase Productivity / Expand Computer Skills”, or “Class Survey - Provide
Feedback.”

. FW or RE - Don’t put FW: or RE: in subject line unless it is an gactual

Forward or Reply. This is a violation of the Federal CAN-SPAM a
Example: “RE: elearnlogic - Read About It.”

in a back-and-forth discussion, don’t change the Subj e

The Subjects “RE: Rooms to Rent”, “Room: “FW: Rooms to
Rent” will be grouped.

address name stands out. Also, if the
want to be grouped with the origin:

be unique. If there are numerous CCs on the l1'Sthgha®vould make s Nl
ject has truly chan yo @ not

. Three Qualities - There are three p@ints t’remember

3) Is it credible? Bad : i gs on your next class.
2.18 Body Area This will define how you' i . Bhe following are a
Greeting few rules to follow ' you know the
receiver of the Ema@h:
1. First Name - t st hames are used to address
the regipiefat in a oy Jeft.”

Waicated with the recipient, you
t Hutchinson.”
ere appropriate such as “Mr., Ms.,
formal salutation should be used to address
ly used.
name is available, then it might be appropriate
Example: Mr. Hutchinson.
se generic greetings such as “Good Morning, Good

e-Ifyou’ve
st and last names

C

self, the company, and possibly your position. Example: I am your

es resentative from elearnlogic serving your account.

If re using a list, the first paragraph will explain how you are presenting the

information. Example: The list below contains classes you might be interested in
ttending.

It should also contain the action you expect the recipient to take. The action

could be moved from here and added to the closing statement of the Email.

Example: You can call me directly or call our customer service department to

register.

Q ﬁ
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2.20 Body Area

This is the main point you are trying to get across. Keep the core message direct
and simple. The following are a few suggestions to follow:
1. It is best to provide a Bullet or Number List to ease reading.
Example: - Microsoft Word 365 Level 1
- Microsoft Excel 365 Level 1
2. If bullets lists are not automatically generated, you can use a star (§) or dash.
Example: * Microsoft Word 365 Level 1
* Microsoft Excel 365 Level 1
3. A bullet list is best if topics have Equal Priority.
Example: - Microsoft Word 365 Level 1
- Microsoft Excel 365 Level 1
4. A Number List is best if topics have differe
is the most important item or for a process.
Example: Classes are listed by the highest d¢
1. Microsoft Excel 365 Level 1
2. Microsoft Word 365 1
5. Paragraph Structure - Keep the p
improve readability.
6. Avoid abbreviations wigene
understand the jargo

an@the first topic I

2.21 Body Closing
Paragraph

are a few suggestions:
1. This provides s
to re T ac
3333
Osin

@ aragraph shoul

will weaken

2.22 Body T
Signat j
Gd ' :
ank You, Regards,
f Hutchinson Jeff Hutchinson
arketing Manager
(801) 407-6388
» A common professional signature follows:
Q Salutation: Thank You,

Bad Example:

Name: Jeff Hutchinson

Title: Marketing Director
Company: elearnlogic

Direct Phone: Direct (801) 376-6687
Web: www.elearnlogic.com

4. Graphic images, including stationary, sometimes appear as a broken image.
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Practice Exercise 19

Use the guidelines listed above to craft a message to someone and convince them

Body Signature to take this class. List 3 items you feel were valuable to you.
2.23 Always Spell When the Email is Sent, this will do a quick Spell Check before sending.
Check
Practice Exercise 20 | File Tab 2O0ptions 2?Mail Tab 2>Compose Messages category.
AlWClyS abc Always check spelling before sending ‘ Spelling and Autocorrect... |
Spell CheCk Ignore original message text in reply or forward

Tip: Outlook 2013: | Always Spell Check
Outlook 2010: V| Always Check.

2.24 Save A Draft

This is primarily used when creating and Sending Emai
Email to a temporary folder to be edited or Sent er
Home Ribbon Tab>New Group "] New E
To: Studentabl@gmail.com >

Press the close [x] 9 2>O0pen the drafts {0 i Ppen Email.

2.25 Sending A
Message

Jeffhutch@elearnlogic.com

Press the E}’"Send Button in the Hom =S From ~
Ribbon Tab. Send To

Studentab1@gmail.com

2.26 Manual
Send/Receive

=1
Send/Receive
All Folders

eive All Messages.

Practice Exercise 21
Send/Receive

the upper left corner of the

2.27 Viewing Sent

4 jeffhutch@myexcel.com
[ Inbox

[» Drafts [4]

Sent ltems

Items
2.28 Most

Common
Mistakes
Made

The above concepts are techniques used to craft an Email in the Subject, Body.

etc. The following are some common mistakes when sending Email.

1. A vague subject line - The Subject Line not only lets the person receiving the
message know what the Email is about, but also provides him or her with a
reason to read it. The Subject Line acts as the window into the message and can
also indicate its urgency.

2. No sign-off - A Weak Signature is almost as bad as a weak handshake: Both
convey a lack of professionalism. Too much advertisement information in your
signature diminishes your effectiveness.

3. Too Casual - Many people take a Casual Approach when using Email.
However, what you write is a reflection of your professional self, so take the
time to craft complete sentences, use proper grammar, and check spelling.

4. Going On and On - This strategy might work for the Energizer Bunny, but
your goal when crafting a message should be to keep it short.

5. Striking the wrong note - Unfortunately, it's easy for the tone to be lost with the
written word, especially in shorter messages. An attempt at humor, for instance,
maybe read as something offensive or inappropriate. If you're not sure how
something you wrote will be interpreted, err on the side of caution and leave it
out.
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6. Weighing others down - Limit the distribution of massive files to people who
need them.

7. Sending to the wrong box - Before you send a message, always double-check
the list of recipients. Many Email programs automatically fill in the information
you've previously typed, such as the Email addresses of frequent contacts. If
you have multiple people in your Contacts folder with similar names, you could
mistakenly choose the wrong person and send him or her a message intended for
someone else.

8. Mixing business and pleasure - When the information is confidential or
sensitive, this move could limit your career. Any time you use your work Email
account, the message should be business-related. Have your friends send non-
work-related Email to your account so you can check it at home or on the
internet.

9. Over Emailing - Do you find yourself typing a long message in order to avoid

confusion on the recipient's part? Do you hesitate to click Send because you think

your contact might forward your message to someone who shouldn't see it? Email
is best suited for quick communication, and, in situations like these, it's wise to call
your colleague or speak to him or her in person instead.

2.29 Emoticons
Electronic
Abbreviations

These should only be used if you have a personal relationship with the recipient.
You can’t assume that the recipient will understand these symbols.

:-) = Happy :-/ = Skeptical or Confused}
:-(=Sad BTW = By The Way

:-D = Laughing or very happy FYI = For Your Information

;-) = Winking FAQ = Frequently Asked Questions
“:-| = Undecided IOW = In Other Words

:-0 = Shocked IMHO - In My Humble Opinion

x-( = Really upset LOL - Laughing Out Loud

2.30 Email
Addiction
Desktop

When constantly reading Email, it disrupts thought process and the ability to be
able to focus on projects. It is suggested you allocate specific times to read Email
and process as many as possible. Critically evaluate your Email reading times.
Smart Phones - This adds a new element to our ability to constantly read Email. It
is suggested to use Smart Phones in order to check for critical Email when you
are on the go, and allocate other specific times to process incoming Email.

S
Q

) 4

{2

P\
K\\(b
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Section 2: Options Ribbon Tab

Outlook 365 Options Ribbon Tab
File Message Insert Options FormatText Review Help @ Tell me what you want to do

ECoIorsv @ @ % [] Request a Delivery Receipt E\bl GIQ ;2—_)

Themes Fontsv Page Bcc Permission | Use Voting [] Request a Read Receipt Save Sent Delay Direct
- @ Effects = Color - - Buttons - q P ltem To = Delivery Replies To
Themes Show Fields| Permission Tracking I More Options T

Outlook 2016 Options Ribbon Tab
Options

Review Adobe PDF Q Tell me what you want to do

Message
Calors~ 0.0 _ _ 7 ] Y
F " ) i ) ] [ Request a Delivery Receipt ’3‘ G)E_'J .%
onts~

Thetmes Page Bece Permission | Use Voting ] Request a Read Receipt Save Sent Delay  Direct
- @ Bffects~ qlor - Buttons - Item To = Delivery Replies To

Format Text

Themes Show Fields | Permission Tracking P More Options P
. Al S
Advanced Options: Properties x

Settings Security

ENew EmailéOptions Ribbon Tab9 ’ Importance |EQ Change security settings for this message.
Sensitivity | Normal B Security Settings...
Tracking Group DPress the 2! in the lower-1 Lt i Lo

Voting and Tracking options

E‘:/ [Juse voting buttons | |

[JRequest a delivery receipt for this message

corner.

r D D Request a read receipt for this message
Request a Delivery Receipt S
D q ry p @ [JHave replies sent to | ‘ ‘ Select Names...
Use Voting ; [ not deliver before [Mone [12:00 am
Buttons = D REqUESt a Read RECEIDT [expires after |Nnna |1z:DuAM
[ save copy of sent message
Tracking Contats-. | | |
Concept lanation / tﬁg in italic.
2.31 Messa e default Import g is Normal. High More Options =
. S >
ISettlngts mportan ecipient’s Inbox with Importance | Normal 9
rtance 1 Hi
a red excl ark | : High 'r”p':'rta”ce|.

e Mpears with a blue, down-pointing arrow [¥ Low Importance |,
ilable at: ™ INew Email >Message Ribbon Tab2>Tags Group
High Importance |0r [¥ Low Importance |

rself and set the Importance level to High.
ome Ribbon Tab 2>New Group > ™1 New Email >To: Yourself>
bject: Important.

2. Message Ribbon Tab>Tags Group > [1_High Importance Button 92%;'Send.
3. The recipient will see the following in their Inbox.

! jefthutch@elearnlogic.com High Importance
<http:/fwww.avg.com/email-signature ?utm_medium=email &utrm_source=link&utm_c

Practice Exercise 22

Sensitivity

4. When the Email is opened, the following High Importance
will be displayed in the Banner. o jeffhutch@elearnlogiccom
To jeffhutch@eleamnlogic.com
(i) This message was sent with High importance.
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2.32 Message
Settings
Sensitivity

The default Sensitivity setting is Normal. If you select a

More Options s

setting of Personal, Private, or Confidential, the

sensitivity | Mormal ~

message will be delivered with a message in the InfoBar

(bar on top of the message) asking the recipient to treat the message as personal,

private, or confidential.

Practice Exercise 23
Sensitivity
Private

Set the Sensitivity level to Private and Email yourself.
1. Home Ribbon Tab->New Group > 7 New Email >
To: Yourself>
Subject: Sensitivity: Private
2. Options Ribbon Tab>Tracking Group >

More options = 9| Sensitivity | Private
3. The Sent Email will display the following

Settings

Importance | Normal ~

Sensitivity Private v

Email. Sensitivity: Private

® Please treat this as Private.

jefthutch@elearnlogic.com
To jeffhutch@elearnlogic.com

2.33 Voting

Voting allows you to send

Recipient to answer a questi
Recipient will see an ad@iig
the top of the Email to re
Options Ribbon Ta k
q O
[

megfage Teguing the
alled @Vote). The

Ot Button locat

Practice Exercise 24
Voting

K Subject Do you like Qutlook?
oL,
ecill receive the following jeffhutch@eleamiogic.com
esSage and the Voting button will be To jeffuich@eleamiogiccom
1 in the Message Ribbon Tab. D vote by ccing Vot n e Respond grous sbove

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of seme pictures in this message.

Properties

Settings

[[] Do not AutoArchive this item
Vating and Tracking options

_ [ use vating buttons

=[] Request a delivery receipt for this message

Security —

[JRequest a read receipt for this message

Delivery options

[[] Do not deliver before | None
[ Expires after None

GJ [ Have replies sent to

Save copy of sent massage

[ contacts.. | |

Categories | [ None

@ You added voting buttons to this message.

Qé Use Voting Button 9

DPress B’Send.

From ~ Jeffhutch@elearnlogic.com

=

File Message

leffhutch@elearnlogic.com;

Delete Archivy

c %Juhk'

Delete

Developg

Help Q@ Tellm

\5

Reply Forward
Al

Respond

Practice Exercise
Custom Voti

Q

ome Ribbon Tab2>New Group > ™ New Email >
: Your Neighbor >
Subject: Where do you want to eat for lunch?

2. Options Ribbon Tab >Tracking Group - Options ArrowlE > Type the
following in the Voting Box: Deli; Pizza; Ribs; T-Bone; Vegetarian; Chinese

Voting and Tracking options

E‘:/ [use voting buttons | Deli;Pizza;RibsT-Bone;Vegetarian;Chinese

he > Close

3. Press %Send.
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4. The result will look like the following: Me Message Developer g & o1 g
The recipient will receive the followmg\ Sooe [I] =] £ X
message and the Voting button will be S mmreRelete Avchive
located in the Message Ribbon Tab. e

Tip: You might want to add a message in the Where do youlwz 1.

Body of the Email referring to the Voting o effhutch@ea l“:e
button in case the recipient is not familiar i
with the feature.
2.34 Request You will receive a response Email from the recipient Email syS
Delivery Delivered. Tip: Some Email servers will not send a respoaf88
Receipt Options Ribbon Tab - Tracking Group > More Qpti
Reguest a delivery receipt for this message]
2.35 Request Read | A Read Receipt will prompt the receiver whe
Receipt has the option of answering Yes/No to respond.
Options Ribbon Tab > Tracking Group > More Op#fions L >
| Request a delivery receipt for this message
Practice Exercise 26 | 1. Home Ribbon Tab2>New Group N mail.
Read Receipt To: Yourself>
Subject: Are you reading yo

2. Options Ribbon Tab g T up=> More Opiigas I >
Reguest a Read Receip Microsoft Outlook

3. Press E}Send. [\, eceit b cent ahen mestage e you eading

4. When you receiv

Chinese

your Email * is read. Do you want to send a
receipt?

il, open it
ing prompt.

[Joont ask me about sending receipts again

2.36 Delivery - This is han yourself, or multiple
Have Replies urn to multiple people.

Sent To
Practice Exercise 27
Delivery Ogftons

ew Email.

Delivery options

G@ [JHave replies sent to | | ‘ Select Names...

a week. Delaying the Email, it will be located at the top of the
they return. Also, if you know the Recipient won’t be in the office
lunch, you can Delay the message until 1pm so they will receive the
ail when they return to the office.

ome Ribbon Tab 2>New Group > ™ INew Email.
2. Options Ribbon Tab 2 Tracking Group 2> More Options L1 >
[ Do not deliver before | 5/28/2020 v | | 5:00 PM v

o~

Practice 7
De
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Section 3: Advanced Sending Options

Concept Explanation / Command string in italic.
2.38 Inserting A You can Insert a Hyperlink into the body of a message or the message subject.
Hyperlink Into | Hyperlinks are connections to other files or websites.
A Message
Practice Exercise 29 | Create a new message and type the following text in the message box: “Check out
Hyperlink this website: "> Press the |[Enter| key-> Type http://www.elearnlogic.com—> Press

the |Enter| key = hold the |Ctrl| key and then click the URL.

2.39 Stationery

This is used to reformat the look and layout of an Email message.
File Tab >Qptions >Mail tab = Click| 52y and Fonts.. |

AEIE Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonfs...

Signatures and Stationery

Tip: If the recipient Email is set up as E-mail signature | Eer

plaln text format the Stationery Wlll Theme or stationery for new HTML e-mail message
o
convert to an attachment Ho thene crenty sefeces

Font: | Use theme's font

New mail messages

| Eont... H Sample Text

Replying or forwarding messages

| Font... H Sample Text

|:| Mark my comments with: |jeffhutch@myexcel‘com

|:| Pick a new calor when replying or forwarding

Composing and reading plain text messages

Font... Sample Text

2.40 Search
Folders

This is located on the bottom of the folder list New Search Folder @
in the Search folder. You can create a custom
search folder by Right-clicking on it.

Select a Search Folder:

Reading Mail ~
Find the Search Folder located on in left " Unread mai
side of the interface: MallfiSgged for.follow i

S h F |d Mail either unread or flagged for follow up
. 4 S5earch Folders e
Click on Search Folders > i oo Sl
ail from People and Lists
/ Mail from and to specific people

Mail from specific peaple

Then choose:New Search Folder:

Mail sent directly to me
Mail sent to public groups

Unread Mail Search Folder - New messages i
are delivered to the Inbox folder, but also ratannrized ma v
appear in the Unread Mail Favorite T
folder. Favorite folders do not store
messages. Rather, they show views of
messages that meet specified criteria. Search mail in: | jeffhutch@elearnlcgic.com ~

Practice Exercise 30
Unread Mail

1. If you do not have an Unread folder: Right-click on the Search Folders
(located on the bottom of the left-side Navigation Pane) >

[EQ] New Search Folder.. >Choose Unread Mail D>,
2. Send an Email to your neighbor >Check the Unread Mail folder.
3. To show it in favorites: Right-click on the Unread Mail folder >
Add To Favorites.
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Practice Exercise 31
Custom Search
Folder

Create a Custom Search folder called NASA to list all keywords in Emails with
the name.
1. Right-click on the Search Folders >

Custom

|E|\ Mew Search Folder.. |9Select Create a custom Search Folder| 3 ‘
2 renewsd ] 5 >

Search Folder Criteria X

Messages Maore Choices Advanced

search for the word(s): |[NASA -

In: | subject field and message body ~

 Search Folders

NASA

3. Press Lo 1L o |3 o [3Review the results: .
Test It: Send an Email to yourself with the word NASA in the Subject or Body of
the email.

2.41 Flag For
Follow-Up

This is a Sending Option used to notify the receiver of an important | |»
eVent | Tgfnorlcw
1. Home Ribbon Tab>New Group > |New Email. fy R

| Mext Week
2. Message Ribbon Tab2Tags Group >

Today

Practice Exercise 32
Flagged Email

[ Mo Date
: - USTE M.,
This will send an Email to your neighbor in the class and remind o=

them that at 3:00 pm there will be a conference call at 4:00 pm.

Add Reminder..,

1. Home Ribbon Tab>New Group > _"INew Email.
To: Your Neighbor>
Subject: Conference Call Reminder.

2. Message Ribbon Tab>Tags Group 9 dropdown Arrow—>
[ _custom..;

Flag for Recipients

?_Yffu
o

Flag to Follow up o

Reminder

Thursday, May 21, 2020 e 4:00 PM s

2.42 Message
Formats

In Outlook, messages are composed in the Message window providing several
message formats to be used to create and edit Email. They include HTML,
Outlook Rich Text, and Plain Text. Keep in mind, that if the recipient uses plain
text to read Email, then your nicely formatted message will not be formatted the
way you would think. HTML is an Outlook default, but it can be easily changed.
If you have a critical Email, you may want to see what it looks like in Plain Text
format before you send. Therefore, send it to yourself to see what it looks like first.
File Tab 20ptions ?Mail 2Compose Messages.

Compose messages

Change the editing settings for messages.
Cornpose messages in this format: | HTML n

HIML
J|Rich Text
Plain Text

Hypertext Markup Language - (HTML)This is the default message format.
HTML is the format used to create web pages for publication on the World Wide
Web. HTML formatted messages can include text formatting, background colors,

Editor Options...
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graphics, and multimedia objects such as animation, sound, and video clips. Entire
web pages can be Sent as an Email message.

Compose messages

Change the editing settings for messages. Editor Qptions...
LCormpose messages in this format: | HTML hd

Plain Text - This is a format that all Email programs understand. It does not,
however, support many types of text formatting, such as Bold and Italic. In
addition, plain text formatting does not support pictures in the message body.

Compose messages

Change the editing settings for messages. Editor Options...
Cornpose ressages in thisformat: | Plain Text E'

Practice Exercise 33
Editor

File Tab 2O0ptions ?Mail Format Tab >Compose Messages DPlain Text >

>Create a new mail message.

¢

Notice the text (Plain Text) in the Messag&dow title bar.
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Section 4: Exchange Features

Exchange is an Email server used in conjunction with Outlook.

Concept Explanation /| Command string in italic.

2.43 Delivery This is used to delay the sending of a message. On Exchange, the message
Do Not disappears from your Outbox and is queued on the Exchange server.
Deliver Do not deliver before | 10/14/2018 v | [s:00Pm v
Before

2.44 Out of Office | This automatically responds to an incoming Email once if you are out of the
Assistant office. File Tab >Automatic Replies Button (in the middle section) >Send

automatic replies 20nly send during this time range.
Automatic Replies (Out of Office)
.'_'_ Use automatic replies to not f:.' athers that you are out of
AiMcmanG -:‘::::cf‘:;.'.'.’.fallﬂll of not available to respond 1o e-mail
i -.l:cur‘.(,;-ITJI!L replies are being sent.
Tum off

Tip: If you do not specify a time range, you must check “Do not send automatic
replies.”

/| Inside organization - This is an option in “Out of Office Assistant” and when
this is checked, the system will not reply to any Email message coming from
Inside the Organization.

V| Outside organization - This is an option in “Out of Office Assistant” and
when this is checked, the system will not reply to any Email message coming
from Outside the Organization.

Turn off Out Of Office Assistance - Click in the lower-left corner of the screen
to turn off the Qut of Office Assistance or turn it off in the File Tab.

2.45 Outlook Rich | This message format is one that previous versions of Outlook as well as client
Text (RTF) programs using the Microsoft Exchange Server understands. It supports text

formatting, such as bullets, linked objects, and alignments.

2.46 Global The Global Address List is pulled off the entire company Email list from the
Address List

Microsoft Exchange server.

Select Names: Global Address List E‘!

Search: @ Nameonly () Morecolumns  Address Book
Go Global Address List - Advanced Find

| Name Title Business Phone Locatioxi
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In this chapter, we will discuss receiving Email and the overall organization of Email.

File Home Send/Receive Folder View Developer Add-ins Help Grammarly —Q Tell me what you want to do
&~ % IS Ignore m E GIZI (Igl B EMeeting 2020 Archive ~ E¥ Archive2019 - je... EJ/] = 9] HE Search People A)) G
N N WS Delete Archi Reply Reply F %d = To Manager B Team Emai M Rul U d/ Ci ize Foll @AUUTE‘SS Book Read Send/Recei
ew New elete Archive el el orwar ove Rules nread/ Categorize Follow ea end/Receive
: £ Junk - Gl Wy ByMore~ |+ Done € Reply & Delete | = Z 7 Filter Email -
Email ltems - All - - Read - Up~ Aloud All Folders
New Delete Respond Quick Steps [F] Move Tags Find Speech | Send/Receive
<
Favorites ‘ Search Current Mailbox L0 ‘ Current Mailbox ~
Inbox 2 All Unread ByDatev T
Sent ltems [0 |0 [From Subject Mention size Received ¥ [
Drafts 2 ~ Today
Archive Continuing Education REMINDER: UVU - OFFICE 365 MICROSOFT TEAMS 33KB Fri 5/29/2020 1158 AM
Dear Student, We'd like to remind you that the course you have registered for will be coming up shortly.
vieffhutch@elearnlogic.com Notifications@ueccu.com Security Alert Notification: Invalid Password 19KB. Fri 5/29/2020 6:03 AM
S = <https://cdnt PNG>
> Drafts 2 NARY Esterdoy)
. > Lehi City Economic Development Lehi Future Land Use Draft Plan Webinar 50 KB Thu 5/26/2020 5:37 PM
View this email in your browser <http: mp/ases1csha2s, p
> Deleted Items 13
Vincent Acosta Leveling up customer support to retain your customers 18 KB Thu 5/28/2020 11:36 AM
Junk Email Hi Jeff, The world is a confusing place right now, and retaining customers as your team continues to adapt can be challenging. Now more than ever, every customer interaction matters and customers are puiting a lot of
Outhox Utah Community Credit Union All UCCU Branch Lobbies Now Open! 81KB Thu 5/28/2020 10:04 AM
> Search Folders Please review the following measures UCCU is taking to protect the health and safety of our members and employees.

i

\\ -
Chapter Table Of Concepts
Section 1: Home Ribbon Tab w
Section 2: View Ribbon Tab ¢
Section 3: Advanced Receiving Email io
Section 4: Exchange Features
Section 1: Home Ribbon Tab \

Outlook 365 Home Ribbon Tab

File Home Send/Receive Folder View Add-ins Help Grammarly Acrobat @ Tell me what you want to do

[ % TS Ignore m E é-)'v_l ('e)vj IE FMeeting %ZOZOAmhive —> To Manager H Ebl [:% 8 EE I:t[ Search People A{)) N

£ Clean Up - Team Email + Done Address Book ~/
New New Delete Archive Reply Reply Forward 5 More -
Al ] More

4 Read Send/Receive
o Hems S&Junk - I Reply & Delete 7;”Cleate New Y Filter Email lond “All Folders

Move Rules Unread/ Categorize Follow
= < Read ©

New Delete Respond Quick Steps ~ Move Tags Find

Outlook 2013/2016 HonfRijbodTab £ N

File Home Send / Receive Folder View Add-ins Adobe PDF Q Tell me what you want to do

= .% G lgnore x @ @_ 9) 2 Mesting ‘Elzm&mmwe I TTEST Junk Mail - €3 To Manager ¥ = _@ @ Hl]

7% Clean Up - Team Email + Done E2 Reply & Delete

Speech |  Send/Receive

B || Search People =
5 Address Book =1

New  New Delete Archive | Reply Reply Forward G pare - _| Move Rules OneNote Unreads Categorize Fallow | Send/Receive
Email ftems~ | S5 Junk~ Al g # Create New ~ | e —— Read © Up- T FlerEmaillm i Foigers
Hew Delete Respond Quick Steps [ Move Tags Find Send/Receive

Concept / Com d string in italic.

3.1 Megfage
Windew

-click on an Email message, the Message Window opens. After
you can either close the Message Window or open another
ou reply within the Message Window, it remains open. The

will close the message window when you reply to a message. File

Close original message window when replying orfonn.rarding|

Practice Exercis,
Message Iind

ile Tab 20ptions ?Mail Tab2>Uncheck the following:

Replies and forwards |

||:| ‘Close original message window when replying or fonn.rarding|
2. Open an existing Email Message ?Message Ribbon Tab2Respond Group 2>
Reply.
3. Notice the Message window remains open behind the replied message and

you must click in the upper right corner to close it.
4. File Tab2O0ptions ?Mail Tab 2> Check the following:
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|Rep|ies and forwards

| Close original message window when replying or forwarding|

5. Open an existing Email message ?Message Ribbon Tab ?Respond Group >

Reply.

6. Notice the Message window closes when you Reply.

3.2 New Email

This creates a New Blank Email.

\

3.3 New Items

This creates a New Items such as one of the

following Items.

[

=

A=

’\

E-mail Message

E' Appointment

Meeting

Contact

Task

E-mail Message Using *»
More [tems b B? Post in This Folder
RD‘ Contact Group
] fﬁ Task Reguest
L2 2 Internet Fax
Chgose Form...
[& outiook Data File...

3.4 Ignore This can be used if you no longer want to receive conversation messages. By
Conversions checking this option, all past, present, and future messages will be moved to the
Fnﬂ deleted items folder. Select the conversations 2Home Ribbon Tab >Delete Group

= > [§ Ignore. Tip: Use this with caution.

3.5 Clean Up This will remove all duplicate Emails except the last Email " CleanUp-
Conversation | that contains the full Conversation. i ﬁ:ﬁ; o

Cx 1. View Ribbon Tab 2Arrangement Group ﬁDate > Clesn Up Folder & Subfolders
/| Show Conversation > Select the desired conversation, Clean Up Converstion X
2. Home Ribbon Tab 2Delete Group > Clean-Up > S
Clean-Up conversation D‘w” ‘
3. Clean-Up Button > o1,
Conversation Cleans Up Setting: The Setting Button will define exclusion with
duplicate Email. Conversation Clean Up
AISO, messages in the ﬁ<= Cleaned-up items will go to this folder: | |
Sent Items fOIder Wlll o Messages moved by Clean Up will go to their account's Deleted ltems.
not be affected_ [] When cleaning sub-folders, recreate the folder hierarchy in the destination folder
File Tab 90pti0ns 9 [ Don't move unread rmessages
Mail Tab 9 Don't move categorized messages
. Don't move flagged messages
Conversatlan Clean Up: Don't rove digitally-signed messages
When a reply modifies a message, don't mowe the original
3% Junl@Mail IW)r the Email that fits the criteria as ovtons [Eoscp et arciespyene Bkt ip el eyt

)

change the setting:

No Automatic - No Filter

Low-This will catch the most Junk Mail.
High-This will catch some Non-Junk Mail or
the Email you need to read.

and will move it to the Junk Email

e Ribbon Tab >Delete Group 9 Junk
op-down > C&Junk Mail Options 2 Optioys Tab:

Outloak can move messages that appear to be junk email into a

@ spedial Junk Email folder.

Chaose the level of junk email protection you want:

(O Ne Automatic Filtering. Mail from blocked senders is still moved
to the Junk Email folder.

(®) Low: Move the most obvious junk email to the Junk Email folder,

(O High: Mast junk email is caught, but some regular mail may be
caught as well, Check your Junk Email folder often.

() safe Lists Only: Only mail fram peaple or domains on your Safe
Senders List or Safe Recipients List will be delivered ta your
Inbax,

[ Permanently delete suspected junk email instead of moving it to
the Junk Email folder

Disable links and other functionality in phishing messages
(recammended)

[ warn me about suspicious domain names in email addresses.
(recommended)

Safe Senders Only - This will only receive Email from Safe Senders. They
can be defined by adding an Email address in the Contacts folder or adding
them to the Safe Senders Tab.
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3.7 Block Senders If you are receiving unwanted Email, you can Block Senders Email:
Block Senders. Right-click on any Email >
Home Ribbon Tab->Delete Group > uni] Junk 9 Block
Junk dropdown arrow > C&Junk Email Options: Sender.
Options Safe Senders Safe Recipients Blocked Senders |nternational = Ignore
BEP Wil says e treated 3t jnk emai L sendee R io i » & Blocksender
Delete Mever Block Sender
Add... B Archive.. Mewer Block Sender's
% Convertto Adohe PDF Mever Block this Groul
3.8 Add Safe If a valid Email appears in the Junk folder, you :
Sender can add it to the Safe Senders list.

Home Ribbon Tab >Delete Group >
Junk dropdown arrow 08 Junk E

Optlons: Options | Safe Senders | safe Recipients EBlocked Senders | International
@ Email from addresses or domain names on your Safe Senders List will 8@ Junk > 39 Block Sender
@b never be trested as junk email.
X Delete Never Block Sender
finfo®@toxcarrental.net i Add... B Archive.. MNever Block Sender's

% Conyertto Adobe PDF Mever Block this Grou

‘seminars@em.pryor‘mm :
3.9 Delete This will L/l Delete a selected it \

]

3.10 Archive This will move a selecte
'l — will be prompted to cr

don’t have one, you

Set up One-Click Archive

We didn't find an existing archive folder. Create a new folder called "Archive"?

| Create archive folder ‘ | Choose existing folder | | Cancel |
3.11 Reply Thisfro tachments and ies tQ)he sender of an Email. It can L_(_]
b TO ou open the Email, or you can s
a . The subject will display an :1n
9 ISQRi The subj ill display an RE: i
bject line.
Tip:
3.12 Reply A fL—(i
Reply
All

;i £
ipient. It will display FW: in the subject. fonuas
ip: Keyboard Command |Ctrl| keys - Forward an Email.

Continue from the previous practice exercise.

When you receive an Email, test out the Reply, Reply All, and Forward to see
which method keeps the attachment.

Answer: The Forward will keep the Attachment and Reply will drop it.
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3.14 Meeting

This will create a Meeting with the person addressed in an Email and will place the
Body of the Email in the Notes field of the Meeting Request.

Tip: You can also drag n drop an Email to the & . Calendar icon located in the
lower-left corner of the interface.

3.15 Forward As If an Email has an attachment, this will Forward it and reattach the file.
%lchment E More=> |@-£'| Forward as Attachment|
3.16 Quick Steps Quick Steps are a predefined command used to perform an act

U] TTEST Junk Mail &3 To Manager
+ Done E’;‘- Reply 8 Delete

] 2018 Archive
ET Team Ernail
*f Create [ew

Quick Steps -
Practice Exercise 37 | Home Ribbon Tab >Quickstep Group Dropdown arrow
Move To Folder
Create New >
Edit Quick Step ? X
\l/ MName:
| ‘MyEmaiI
p
Add actions below that will be performed when this quick step is clicked on.
Actions
EI;I Move to folder ]E
‘D MyEmail

3.17 Move

Thls Wl 0 S€ Newsletter
. Personal

Calendar

MyContacts

E'L Other Folder...

B Copy to Falder.

D‘L Always Move Messages in This Conversation...

Practicedgxercise
Cr Rule

ck on any Email SE1Rules 2 EiCreate Rule.

Rulel: Righ
Email >

je ntains:
im®Magazine >

¥ a selected sound:
Windows Notify.wav.
ip: The C:\Winsows\Media
older usually contains
additional sounds.

ick on any Create Rule =

When | get email with all of the selected conditions

] From Brett Pojunis

Subject contains |y Player's Netwark Announces Unaudited Recard Anm|

DSentto |me anly |

Do the following

|:| Display in the Mew Item Alert window

|Windows Notinym-| |I| Izl | Browse... |

[ Mave the item to folder: | Newsletter | [ selectFolder.. |

Play a selected sound:

I OK | | Cancel | |Ad\ranced Options...|

Rule 2: Right-click on any Email 9Rules - [ECreate Rule >
From 2 Y| Move the item to folder >Choose folder.
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3.19 Manage Rules
And Alerts

=

This provides a more advanced way to Filter incoming Email.
{-"
Right-click on Email >'BRules 9-Manage Rules and Alerts.

Tip: Home Ribbon Tab SERules dropdown arrow 9-Manage Rules and
Alerts.

Practice Exercise 40

Manage Rules 1. Right-click on Email 9-Rules 9-Manage Rules and Alegts.
An Alerts 2. New Rule 9[21 Applj,r rule on messagesl recelve|9 Mext =
3. SSpecific Words:
PC Weekly, Newsletter, Ti, tps, and Tricks 9m
3.20 Mark As When you receive a message, it is Marked As Un Copy
Unread formatted as bold until you read it. You @ o
s CQuick Print
status of a message by manually Mar
‘@ Unread/ Read‘ Unread. This is useful if you reccigmgs Reply
Reply All

have time to Read 1mmedwely
When you return to Read you

Forward

%
B) -

Practice Exercise 41
Categoriesl

3.21 Categories

]
BE

Clear All Categories
[ Blue Category
[ Green Category
O] Crange Category
[ PBurple Category
O] Red Category
[] Yellow Category

Color Categories oo :
oo All Categories..
To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right. Set QUiC[( Click...
Name Shorteut key | New...
:lD {Personal Category|
¢ [ |G sreen Category kil Tip: You can also
:‘D Orange Category .
:lD Purple Category aSSlgn a
:lD Red Category Color: i
:‘D Yellow Category E Keyboard
Shortat Key: Shortcut Key to a
(None) =
Category.

. Open an existing Email message ?Message Ribbon Tab>Tabs Group >

(]
Categorize dropdown arrow 2>Choose | Purple.
2. Message Ribbon Tab >Tabs Group >

: :
L O Categorize dropdown arrow >Choose 59 All Categories.
3. Rename the Blue Category to Personal Category.
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3.22 Flagging This is a way to identify an important Show Calumns
Email It iS usually located on the far' Maximum number of lines in compact mode: 2 ,
right side of an Email list and initially Select vailable columns from:
looks like a ghost icon I:l After [Frequenty-used fields _[]

. . m Available columns: Show these columns
selecting, it turns red X, [AioForwarded '<i e I portance
Tip: If it is not located on the right e ntacts 7 R reminder
side: View Ribbon Tab = Current View | | Comersaton Attachment

~ . . Do Not AutoArchive Subject
Group 9 View Settings > coumns.. | | | 2o 0hs Received
. Flag Ci leted Dat: Si:
>Select the Flag Status if necessary rolow Up Flag Categaries
IMAP Status .
andpress the Button 9The Message C Flag Status
Flag Status should be to the right side. @

3.23 Flagging With | Home Ribbon Tab >Tags Group > aa
lleminder Follow-up dropdown ¥ Follow Up ~ 9 Flagging creates a to-do item that reminds you to follow up, After
_ Reminder . you follow up, you can mark the to-do item complete,
[o_custom..| 3Fill out the form to v

*

Flag to Follow up |
remind you when to follow-up. Start date  Sunday, October 14, 2018
Due date  Sunday, October 14, 2018

Tip: This creates a Task in orde
Reminder

remind you when it ifjdue. T
o] [ e |

3.24 Search People | This will Search yo r ook -
for existing Email Wse Keyword | ) | N |

Search. o jefthutch@elearnlogic.com E
0 ° Jeff Hutchinson

3.25 Address Book | This vide access to availa , Email, and Contact information.

Search Peaople

Unread

3.26 Filter Eng ill Fi igwdfsed on one of the

Has Attachments
This Week ]

Categorized ]

Elagged

\ ' Important
’ Sent Ta: Me or CC: Me
More Filters...
wiHletficve a New Email from the mail server.

+ o —"FEEH = [
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. . .
Section 2: View Ribbon Tab
File Home  Send/Receive Folder View Developer Add-ins Help  Grammarly Message Q Tell me what you want to do

C% {é}‘ 'O [ Show as Conversations g (% pate ‘Eﬁﬂﬂm T Reverse Sort 1% ﬁ E = Q ﬁ 'f‘(
[

1 Add Columns
Show Focused Mesfage EQID EECatgguries +— Expand/Collapse - Use Tlghtel Folder Reading To-Do People Relpinders Open in New Close
Inbox Preview ~ P P Spacing Pane~ Pane~ Bar~ Pane ~ Window  Window All tems

Change View Reset

= . i 7 -
View - Settings View = Conversation Settings

Current View Messages Focused Inbox Arrangement Layout people Pane Window
Concept Explanation / Command string in italic.
3.28 Change Views . . . (% .
View Ribbon Tab 2Current View Group > Change View"
Compact - This will tighten up your Email to fit more =
on a single screen. Open In New Window. Compact ?ni

Single - This will display your Email message ace between Emg
for reading purposes.

Preview - This will remove the Reading Pane 3

3.29 View Settings | Columns - This will add or Advanced View Settings: Compact
remove Colu.mn'Labels. -
Group By - This will set the )
| Columns... | Importance, Reminder, lcon, Attachment, From,

default display Grouping of

Email. ’ | Group By... | Mone
Sort - This will set defaylt

Sorting when Outloo

opened.. . . | Filter... | Off
Filter - This will eliffiin

specific Ema
Other Settings -

| Sort... From (ascending)

g. | Other Settings... Fonts and other Table View settings

| Conditional Formatting... | User defined fonts on each message

| Format Caolumns... Specify the display formats for each field

L Reset Current View | OK

at the Columns.
ill Reset all changes made in the View Settings to the

anges made in the View Settings to the original default state.

omersdations are several Emails that have been Conversation Settings
rwarded and replied to while discussing an issue. T Conversation Settings -

3 is sometimes referred to as a Thread and ¥ S SR O R
Show as Conversations | | tlook will keep these together. ¥ "J3how Seadets ADDVE EhESUnIcce

1 View Ribbon Tab 9Message Group 9 Always Expand Selected Conversation
Show as Conversations Show as Conversations il

\/

= Conversation Settings ~ . .
Conversation Settings.

Messages
Tip: Outlook 2010: View Ribbon Tab >Arrangement > G| Show Senders Abort the Sujed
. . . v | Always Expand Conversations
Show as Conversations >Conversation Settings. — Eievton
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Conversation

Practice Exercise 43

Send your neighbor an Email 2The neighbor will then Reply to the Email 2>
Show as Conversation.
Tip: As you reply multiple times, all of these Emails will be grouped.

Settings

3.32 Conversation

%Conversation Setting

v Show Messages from Other Folders - This will ¥ showMessages fiom Other Folders
include other folders that are part of this conversation.

¥ Show Senders Above the Subject

Always Expand Selected Conversation

Use Classic Indented View

v Show Senders Above the Subject - Example as
follows:

¥ Show Senders Above the Subject

Show Senders Abaove the Subject

Updates to our terms of use
Microsaft
Hello, You are receiving this email because we ar

Microsoft
Updates to our terms of use
Hello, You are receiving this email bej

resh a folder by ¢
n folder, it will al

v Always Expand Selected Conversation -
on another folder and then returning to the
expand to show the entire Conversation.

v Use Classic Indented View - This wi
including Expanding Selected Co

3.33 Show Focused

This will change the title on top o

| Focused  Other

=

Inbox Focused Index Off (not highlig
E\/\. LAl Unread
3.34 Message This will display 1, 2,
Preview See Chapter 1 Secti

f information in@mail under the title.
re details.

3.35 Arrangement

Practice Exercise 44
Arrangement,

This is i i w it by Tip: Date
specific g n g clae ems to be Arrangement -
the most . Email will be
listed by date.
b > [© Date. > Today

E‘G Date (rf:'- From ==| Categories ? Yesterday

> Flag: Start Date > Flag: Due Date Iﬁ Size Ei Subject = o iy
B > Wednesday

Arrangement
Sment above does not Arrange Email in groups M

View Ribbon Tab 2Arrangement Group DArrange By > Date.

h1S will Reverse the Sort of a column from ascending to descending order using a
able layout Arrangement. You can also click on the Column Label to reverse the
sort of a field.
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3.37 Add Columns | This opens the Show Show Columns %
-I‘_=] COI'u‘InnS lnterface to add Maximum number of lines in compact mode:
£ additional Columns. , ,
Select available columns from:
. |Frequent|y-used fields |
Tlp: You can alSO: Available columns: Show these columns in this order:
Right-click on any Label > | |auoForwarded |~ Add > mportance -
i , .
Cc Reminder
= Field Chooser. Contacts ' o | [icon
Conversation = S | |Attachment
Created
Eo Nr?trAutoArchl've Mew Calumn...
3.38 Expand This will Expand/Collapse an Arrangement based on Collapse This Group
/Collapse following options. Expand This Group
Collapse All Groups
_|__
Expand All Groups
3.39 Use Tighter This will Tighten the distance between Email meSS8
Spacing Not Highlighted/Not Selected Highl
ig LogMeIn ) Emall verification from Logheln tz%manynur email Emsil verification from Logheln
U T'_h Confirm your email Logheln Email verification from LogMeln
se Tighter Canfirm your email
Spacgilng LogMeln Email verification fram LogMeln
Confirm your email v
3.40 Folder Pane This is the Navigation x the left of the@ne layout.
Refer to Chapter 18¢ciibn r more details.
. i i@ g ail in the i .
3.41 Reading Pane 1 in the Email Pane

3.42 To-Do Bar

3.43 People Pane

v Norma
Minimized

Off

ut Group ?Reading Pane drop-down >
Choose Bo or Right.

2People Pane Group > =] People Pane dropdown arrow >

Click a photo to see recent emails and social updates. I'T:—?i

BT J

Bill Towns jeffhutch@elearnlog...
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3.44 Reminders If there are active Reminders defined, then the Reminders pop-up windows will
Window appear when a Reminder is due.

Q . 0 Reminder(s) — X

There are no reminders to show,

Click Snooze to be reminded in:

3.45 Open In New | This will Open any Selected Folder in a New Ul c‘a’n display them
Window side-by-side.
E Select a folder or Email in a folder 2View RibDlg
EOpen In New Window.

3.46 Close All This will Close any Opened Email or a em Opened in O
Items

Windows Group

k.

==
Practice Exercise 46 | Double-click on any EmafPtg O @ View Ribbon Tab > Wi.

Close All Items E Close All Items.
R, anWvhere, but av\ ost [
Follow-up Mow

s Group >

3.47 Create Folders | Folders can be create
ﬁ common location.
Archive 2018July 128
Marketing 660

Folder
Pane -

Practice Exercise 47 | Right-clig x folder (locat. avigation Pane) >
Create Folder ]

3.48 Saving A File hyC @ i nt, you can open it and edit it as needed.
Attachment C hed g ther filename in a different folder for

Save As: NewRe CcX.

When you rec € an Email Wlth Inultlple Awards27.docx o l?aj ContactPic.png -
. 19 KB I 18 KB
attachme ve the option to Save T
the same time. B open
h multiple Attachments > S Quick pint
4 achedﬁle9 (Z savess
/A tta 7Y ts Ribbon Tab 9 r@] Save All Attachments...

Or Press the dropdown arrow above.
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3.50 Desktop Alert

A Desktop Alert is a semi-transparent message box that appears in front of the
current window for a few moments when a new Email message is received, a
Meeting request in the Calendar is due, or a Task request is due. The Desktop
Alert announces who the item is from and the subject. Clicking the Desktop Alert
opens an item. One reason why you would want to turn this option off is if you're
connecting in a remote meeting and don’t want your Personal Messa@e and
Calendar announcements displayed.

File Tab 20ptions ?Mail ?Message Arrival Group > Display a Deskiop Alert |

jeffhutch@elearnlogic.com egﬂ;re 11: o
Desktop Alert Example supported on an
This is the first line of text in the iPad devi
body of the message.

Tip: To change the visible length of time in Outl 0:

File Tab 20ptions ?Mail Tab 2De. Alert Settings Buitg

Practice Exercise 50
Desktop Alert

Send an Email to yourself and watch
Verify the Desktop Alert is turn
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Section 3: Advanced Receiving Email Options

Concept Explanation / Command string in italic.
3.51 Send/Receive | These are Send / Receive options. The following is the Send / Receive Ribbon Tab.
Ribbon Tab
File Home  Send /Receive Folder View Developer Add-ins Help  Grammarly
/N [ZUpdate Folder ) [ ] Mark to Download ~ @
R/ Bsendal ==l KX J Au
Send/Receive i Show Cancel Download nmark to Download i Work
All Folders EE Send/Receive Groups - Progress  All Headers  Process Marked Headers - Offline
Send 8 Receive Download Server Preferences

Send/Receive All Folders - This will SendfReceive ail from all acc
Tip: Keyboard Command key.

Update Folder - This will Send/Recgive Email or items in the sell

Folder. Tip: Keyboard Command keys.

B Send All - This will Send youzgic g Larp
_be received is processin‘and

Send/Receive Gro
each Group can be pr:
choose Define S

¢ only It can be u
nt to send new E

ized by Groups and
ropdown arrow and
utgihatic Send/Receive

options.
Show Prog i to show Send/Receive

Tip: Ke rd Co d keys.
E Un o0 Mewnload - This will Unmark the Download.

@Tip Command keys.

€ arked Headers - This displays Progress of Marked Headers
nloaded.
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3.52 Folder Ribbon | These are Folder related options. Folder Ribbon Tab.
Tab
File Home Send/Receive Folder View Developer Add-ins Help Grammarly @ Tell me what you want to do
D E& 55 Copy Folder @ E—l A l IF"XCIean Up Folder - E—l
3 Move Folder > i Delete All = n

New MNew Search | Rename : . Mark All Run Rules  Show All . AutoArchive  Folder Folder
Folder  Folder Folder EQDe.eTe Eolde asRead MNow FoldersAtoZ ]:T;?eco epleleted li=ms Settings  Permissions Properties

MNew Actions. Clean Up Properties

] New Folder - This will create a New Folder from a selg
Navigation Pane. Tip: you can also Right-click any fg

Pane and choose New Folder. Tip: Keyboar

@ New Search Folder - A Search Folder wi
applied to it such as Unread Email ora Cu

aifl with a Filter
. Tip: You can al

0, you

Navigation Pane.

g Move Folder -
Navigation Pan

Delete Folde

is will Delete All items in a selected folder.

ed Items - This will Recover or move Deleted Items back to an

Favorites - This will place a shortcut of the Folder in the Favorites
located in the top of the Navigation Pane). Tip: It can also be done by

ight-clicking on any Folder. General AutoArchive

AutoArchive Settings - This will

@ Do not archive items in this folder

(O Archive items in this folder using the default settings

open the AutoArchive Dialog Box.

File Tab2O0ptions DAdvancedTab > | AutoArchive Settings.| pyrton,

Folder Permissions - This will allow you to view and edit the sharing
Permissions for a selected Folder. Tip: You must be connected to an Exchange
Server. Tip: You can also Right-click on any Folder below.

Folder Properties - This will open the Properties for a selected Folder.
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o

3.53 Conditional This allows you to change the color and format of | | conditionsi Formating
Formatting incoming Emails. e e

[v] Unread messages ~ Add
View Ribbon Tab >Current View Group > ] e s eaces
R

View Settings >Conditional Formatting. Yowraecrmn _
. . . o . lessages in other folders MoveUp |
Practice Exercise 51 | 1. View Ribbon Tab >Current View Group > 1 st Malloox documert perding uplos m——
Conditional S View Settings PConditional Formatting > Properties of selected rie |
FO?’matl‘ing Add Name: ‘Status ‘
* | Font.. | “H pt. Segoe Ul ‘

3. Font: Color: Red
4. Condition Button > Messages | More Choices | Advanced
Search for the words: Status > Search far the word): [Statug
In: Subject Field Only > 5
ok J5[ ox | Fom. [ —

5. Start a New Email >
To: (send to yourself) >

Subject: Status > O
Message area: This is a status il 2 Send .

3.54 Attachment The Attachment Previewer allows you to view the contents of a File Sent to you
Viewer in your Reading Pane (see below).

File Home Send/Receive Folder View Developer Add-ins Help Grammarly Q@ Tell me what you want to do

=i R Sort = > = Reminders Wind:
C% {é} @ [ Show as Conversations EI [l Ig [CFolder Pane L) Reminders Window

&5 Add Columns [T Reading Pane - {7 0pen in New Window

2. Name: Status
Filter

Change View Reset | g . | Message Arrange __ Use Tighter People

View~ Settings View | [Conversationsetings= | g gy~ *Bxpand/Collapse~ | oo g [FTo-Do Bar - Pane~ | [DxClose Allltems
Current View Messages Arrangement Layout People Pane Window ~
- Search Current Mailbox L | current Mailbox ~

S Favorites RE: Ink Problems

Inbox - jeffhutch@myexcel.com 158 All Unread ByDatev T
- sy <shlyinerab [o]o]=][~]
Sent ltems. v Today E shley <ashley@inkgrabber.com>

To jeffhutch@myexcel.com 10:05 AM
Deleted Items. 1

Ashley
Inbox - jeffhutch@elearnlogic.c.. 90 RE: Ink Problemns 10:06 AM @Vuu replied to this message on 5/20/2020 10:29 AM.
Hello Jeff, -
. Hello Jeff,
v jeffhutch@myexcel.com ¥ Monday you know if your printer has done a software update? The
~ Inbox 158 Doree emanufactured cartridges that you received wouldn’t have the newest
2019 Archive 959 Fct sel Attachment software which can cause this registering problem. Please let us know.
1
2020 Archive 70 Sent frop V' Thanks!
MyEmail v Sunday lewer ““ KU RE
FollowUp 1 spenced RABBER
ashiov L
3.55 InfoBar The InfoBar appears at the top of messages that you have acted on. These actions

include messages you have replied to, forwarded, as well as meeting requests.

RE: Ink Problems

< e
Ashley <ashley@inkgrabber.com> © 9>
To jeffhutch@myexcel.com Info Bar 10:05 AM

® You replied to this message on 5/20/2020 10:29 AM.

’TH.I

Practice Exercise 52 | Open several messages in your Inbox and review the Infobar and message
contents.
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3.56 Hiding and
Displaying
Header Fields

By default, the To, Cc (Carbon Copy), and Subject fields appear in the message
header within the Message window. Fields are boxes that contain specific pieces of
information such as a message recipient’s name. You can add the BCC (Blind
Carbon Copy) and From fields to the message header, if desired. When you add
names to the BCC field, all recipients in the field receive a message, but do not see
other names in the BCC field.

Practice Exercise 53
Bcec

Bece

™ :‘ —
Inbox Pane > New Email 2>Options Ribbon Tab: Clic =Q

3.57 Email Icons

Outlook 2010

Outlook 2010 Icons are displayed to the left of the Email in the Icon column. The
following are the most common Icons displayed:

B Unread Email
Q Read Email

Attachment
Forward

Replied

Read Receipt Failed

Read Receipt Complete

Meeting Request accepted

E Digital Signature attached to Email

Ass1gned Task

SN
AN
;&b
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Section 4: Exchange Features

Exchange is an Email server used in conjunction with Qutlook.

Concept Explanation /| Command string in italic.
3.58 How To View | Public folders are centralized in order for everyone to access the Exchange server.
Public Folders
Ulslinlg The Click in the lower-left corner of the screen on the folder list icon >Scroll
Folder List down in the folder list until you see the Public Folder.
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Understanding the interface and some of the advanced features is key to using the program
effectively.

Chapter Table Of Contents
Section 1: Core Concepts
Section 2: Exchange Features

Section 1: Core Concepts

Concept Explanation / Command string in italic.
4.1 Folder Storage | Email folders can grow in Size due to attachme
Size to check the Folder Size by Right-clicking on
Properties.
Practice Exercise 54 | To check the Folder Storage Size:
Folder Size Right-click on the Inbox folder (locat. e left Navigatio, e)
-] Properties 9 2

Inbox Properties

v jeffhutch@elearnjadicsa

i T

~ Inbox General | AutoArchive

Right-click

Archive N Inbox
FO”DW’UP ~  Move Dawn Type: Folder containing Mail and Post ltems
Drafts Process Marked Headers Location: \yeffhutch@elearnlogic.com
i Description:
Sent ltems ‘ E Properties... escription:
Inbox folder

Deleted ltems

Junk Email
Qutbox @ show number of unread items

Folder Size 5 (O show total number of ftems

When posting to this folder, use: |IPM.Post

Local Data

Folder Name:

Size (without subfolders):

~
Total size (including subfolders): 628795 KB Folder Size...

Subfolder Size Total Size
Archive 534664 KB 534664 KB
Follow-Up 29878 KB 29878 KB

4.2 View Mailb This will sh&§k the sizml Folders in the Mailbox. To remove Email from
Sizd unk Email, Right-click on a Folder and choose [ Empty

1 3 Folder Size >
@ y"All Mailbox Folder Sizes.
Local Data
Tools 9 \y Mailbox Folder Name: Jjeffhutch@elearnlogic.com
Size (without subfolders): 0 KB
N . Total size (including subfolders): 133926 KB
.
verify storage sizes choose:
Subfolder Size Total Size
\"j You can use this tool to manage the size of your mailbox. Deleted Items : 15545 KB : 15545 KB :
You can find types of items to delete or move, empty t} Drafts 249 KB 289 KB
items folder, or you can have Outlook transfer j 0 an archive
file. Inbox 64237 KB 64257 KB
5 = INbGETIN Assest 20 KB 20 KB
Meppaller S Junk Email KB KB
. . . 9 9 Qutbox OKB D KB
Tip: Outlook 2010: File Tab 2Info ot s saa3 3 sae53 K8

Cleanup Tools ?Mailbox Cleanup.
Another way to check the Mailbox size: Right-click on the top folder (located

| Data File

v jeffhutch@elearnlogic.com |9

in the left Navigation Pane) such as:
Properties Seters=] 31 ocal Data Tab.
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4.3 Find Emails

This will allow you to Search for a specific sized email or older Emails in
remove them.

order to

Practice Exercise 56
Find Emails

This will Search for files older than one
Year or sizes greater than one MB:

=) O Find items older than E days
@) Find items larger than E kilobytes

1. File Tab >"2Tools >=3Muilbox Cleanup >
® Find items larger than 1000 KB 9 >

4.4 AutoArchive

Practice Exercise 57
AutoArchive

4.5 View Deleted
Items Size

! |.ﬁ‘ [} ‘@ |From |Subject |Racai\'ad "S\ze |Categor\'es |Mentlon |\n Folder i -
@ Emi Diel... FW: PLS Commercial Mon 5/18/... 6 MB Inbox
Hi Trainers, Please update your records so you have the most current PPT and checklists for a fabulous GoToWebinar event.
@ jeffhutch... RE: Project Management Templates Fri 5/1/20.. 2 MB Sent ltems
Here are a few templates | found. <end=>
[l]J jeffhutch... Office 365 2-Hour Class Descriptions Tue 4/28/... 2 MB Sent ltems
@ Emi Diel... Sales tools Wed 4/15/... 6 MB Inbox
Hi Trainers, Well we have been at this for a few weeks now and customers are loving the training vou're providing, Thank vou! hd
2. To Delete: Select Items PRight-click > [i] te.
This will run the AutoArchive feature by [, s Aot il move o ems o | ggprae
[~1 archive file on this computer. You can find these
. . AUTUArCh |‘VE items under Archive Folders in the folder list.
clicking the Button.
The AutoArchive Options can be changed irr.
File Tab 2Options D4dvanfed RauoAchive Setings..
AutoArchive
Fllz Reduce mailbox size by deleting or moving old items to an archive data file. ‘ AutoArchive Se’rtings D
Verify the AuroArch
AutoArchive
[ Run AutoArchive every = days
Emptying the deleted items folder permanently Empty

deletes those items.

View Deleted Items Size...

4.6 Auto Empty
Folder

Practice Exercisé58.
Auto Em
Delete

Folder

Inbox Properties

General AutoArchive

O Do not archive items in this folder

Default Archive Settings. .
@Ar(hiuethis folder using these settings:
Clean out items older than
O Maove old items to default archive folder
(O Move old items to:

| Ch\UsershAdministrator\Docume nts".Outll

@ Permanently delete old items

x

OAr(hme items in this folder using the default settings

e

Browse..,

4. anently
Display The

BCC Field

Practice Exercig

BCC
Button

eep the BCC field Permanently available:
ome Ribbon Tab >New Email > Options Ribbon Tab

>Show Fields Group 2>Check the BCC Button.

|
=]
—1
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4.8 Always Spell This will go through a Spell Check each time you send an Email.

Check
Practice Exercise 60 | This will do a Spell Check on each Email before Sending:

Always Spell File Tab 2O0ptions ?Mail Label > Compose Messages >

Check Always check spelling before sending.

Compose messages
abc Always check spelling before sending | Spelling and Autocorrect...
Ignore original message text in reply or forward
4.9 Close Window | When you open a message and decide to Reply, the origina
When Replying | open and you will need to manually close the original mg

Practice Exercise 61
Reply/Forward

Make sure the option is turned off:
1. File Tab >Options ?Mail Tab >Replies an
L] Close original message window when repli

Replies and forwards

F&l= [ Open replies and forwards in a new window

=

[ Close original message window when replying or forwarding

2. Notice that the originakmes ge

Open an existing messagagk

3. Turn on the option: X
Replies and forwari abel>
Close original flessfge wimdow when replyt

Replies and forwards

e
Options 2>Mail T

’

arding.

= ‘Open replies and forwards in a new window

» Close original message window when replying or forwarding

4.10 Auto-Reply To
Read Recej

Practice Exerc
ReaddBeceipt

Far any message received that includes a read receipt request:
() Always send a read receipt
() Mever send a read receipt

@ Ask each time whether to send a read receipt

Tracking

For any message received that includes a read receipt request:
O Always send a read receipt

() Mever send a read receipt

(® Ask each time whether to send a read receipt

O
4
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4.11 Categories

Categories can be created and assigned to Email or tasks in
order to define their importance. You might define using
Urgent, Information, or by company name to locate the item

Blue Category
Orange Category

Green Category

Practice Exercise 63
Categorize Email

1. To Categorize and Email: Select the Email to Purple Category

Categorize ?Home Ribbon Tab >Tags Group >
“fCategorize = (Choose Category).
2. To Sort by Category: Home Ribbon Tab >Find Group=> |™

]
[ |
when needed. ]
[ |
]

Red Category
Yellow Category

All Categories..,
Set Quick Click..

.F ilter Email> 13 O Categorized 2(Choose Category).

4.12 Resending A
Message

If someone did not Receive your Message, check the Se
it. Another technlque may be to open a sent Emai s

Practice Exercise 64
Resend Email

4.13 Recalling A
Message

Thls feature will allow you to remove
If a person has opened the message, it
message indicating if Recall wagf§

Practice Exercise 65

Recalled the message and ®RmoWe

Sometimes columns disappear such as in the Subject field. When this happens,

Recall This Email 2. Message Ribbon Tg
@ Recall this
3. Close the me
4.14 Adding
Columns

these columns/fields can be added using View Settings. Another option to use is
the Field Chooser which can be opened by Right-clicking on any Label/Field
Name within the top of the Inbox page.

Practice Exercise 66

1. View Ribbon Tab ?Current View Group > {C:)} View Settings 2 Columns >

Adding Columns
Available Columns: Select “To” field > Button.
2. Move the position: Select the Button > Button >l oK ]
3. To remove: Right-click on the “To” field 2Remove This Column.
Al Unread
: !:ED [@ |FROM | susseCT |RECEWVED ¥ | size | caTEGORIES
4 Date: Today
4.15 Group By This will define the default Grouping of o e R I —

Email when you open Outlook. Group items by

Practice Exercise 67
Group By

lz‘ @) Ascending
() Descending

From

Show field in view
Then by
Subject
Show field in view

1. Define the default Grouping of Email:
View Ribbon Tab > Current View

Group 9 View Settings 2Group By
AUnselect || Automatically group

El @) Ascending
() Descending

according to arrangement >
Group items by: From DThen by: Subject>__0K |- oK |
2. Turn back to Auto: View Ribbon Tab>Current View Group >

View Settings 2>Group By >
\VIAutomatically Group according to arrangement 0K 1 0K ]
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4.16 Sort This will define the default Sorting of Sort
Email when you open up Outlook. S—
Practice Exercise 68 oo B Oecercin
Sort Defaults View Ribbon Tab 2Current View Group > ® bescen dl_ig
View Settings = Sort > Then by
Sort items by: Sent > [Received [~] Oascending
Then by: Received> 0K |3 0K | @ Descending
4.17 Filter This will define the default Filtering in the Inbox:

Practice Exercise 69
Filter

View Ribbon Tab 2Current View Group >

View Settings - Filter >Search for the

words(s): Status 2In: subject field only >
[ ok 1= oK |

Search for the word(s): |Status

In: |subject field only

Reset: View Ribbon Tab P Reset
View.

4.18 Other Settings | This will define the default size of text in the Inbox:
Practice Exercise 70 | View Ribbon Tab >Current View Group=> | Column Headings and Rows
Other Settings View Settings 2Other Settings >Row Column Font... | |8 pt. Segoe Ul
Font: 12 pt. Segoe UIL_0K | 0K |
Tip: The default size is usually 8 pt. 12 Pt egoe Ul
4.19 Format This will Format the Columns of Email: Fonnat Celurmns *
Columns et Fomat  [Fomeriy ]
Practice Exercise 71 | View Ribbon Tab >Current View Group st oer om !
Format X . Eézi:f:d width: @ speaficwidtn: [1367 | haracters
TS > View Settings 2> Format Column Cagor Opestr
2Available fields: Received > Flag status aigrment: ® e Qcenter O sight
@ Centered>L oK |>[ oK | =
4.20 Reset Current | This will Reset the setting back to factory defaults.
View lé)
Practice Exercise 72 \4) Reset
Reset View Reset View: View Ribbon Tab >Current View Group > Reset View. 12V

4.21 Rule Storage

The storage limit for Outlook2010/Exchange

is 32KB which is approximately 60

Limit rules. If you reach this limit, you can delete unused rules and combine them to fit.
4.22 Group By Box | This will create groups similar to the View Ribbon Tab >Arrangements Group.
= (The Arrangement feature can be found in Chapter 3 Section 1).

(o

Right-click on any field EGroup By 2Then drag the field just above the

Labels/Field Names.
Al

Unread

!|ﬁ‘ 0 |@ |Size

Mention

Subject
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Practice Exercise 73
Group By Box

1. Right-click on the “CC” field X=|Group By 7>

Right-click

Al Unread
Drag:cnlumn header here to group by that colurmn. /\
IEEE | vention e < [subject
2. Then drag the CC field into the option below:
Al Unread
!|Q|D |@ |Size |Mention |Subject

Al Unread

!‘ﬁll} ‘@ ‘S\'ze Mention
> (none): 317 item(), 50 unread

~ AC Trainers: 1 item(s)

32 KB
Done! Thank you i)t

3. The end result will organize or Group the email based on the CC field:

4.23 Group By This

This allows you to create custom Groups and Subgroups.

DAutumat\'(aHy group accerding to arrangement
Group items by

‘From | ©ASCEHC”HQ

ODescending

Show field in view

Field
Pnécti ce %C eiﬁz’;e 74| View Ribbon Tab=>Current View Group 2 =1 View Settings >Group >
r](;t.tl; y VLS Group By Tip: To turn this feature off,
e check the default option of

Automatically group
according to the

— Arrangement.
‘_,Subject | ~ || @Ascand\'ng
[~ show field in view (O pescending
The end result will look similar to the following
All - Unread
'|£ﬁ| ] |LEI |From - |Subject -
“  Aaron Camacho: 2 itemn(s)
~ Internal Webinar Training Confirmation: 1 itern(s)
Aaron Camacho Internal Webi
. Dear Jeff, Thankyou for registering for "Internal Webinar Trg
“ Reminder: Internal Webinar Training starts in 1 Hour: 1 item(s)
Aaron Camacho Reminder: Int
. Dear Jeff,

Tip: Another way to accomplish this is to:

From

Subject Lt

Right-click on a Label/Field Name 9EGroup By This field.

If you drag a second Label, you will create a subgroup.
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Practice Exercise 75 | Create a Display the From and Subject side by side.
Group By Box All Unread

Drag a column header here to group by that column.

! |'ﬁ"D ‘L@ |Fr0m ‘Subject

1. Right-click on the “From” field 2> = Group By This Field.
All - Unread

From a

!‘ﬁ'||3 ‘I.EI |Subject

2. Right-click on the “Subject” field > = Group By Box.
All - Unread

:
Subject &

'|Q.| 0 |@ |Size |Categories
4.24 Collapse/ This relates to the previous concept:
Expand Right-click on the group title in the Email area 2>Collapse all Groups.
Groups
4.25 Advanced i il -
Fin‘(’i Multiple 1. Home Ribbon Tab >Find Group 2> 3 Filter Email >IE] More Fitters.
Criteria

2. On the Search contextual Ribbon Tab >Options Group 9 Search Tools >

Advanced Find or the [Shifq [Corl] [F] #eys.
==

Advanced Find — O *
Look |Me5;age5 v| In: |Inbox | | Browse... |
Messages | Maore Choices | Advanced
Search for the word(s): |tesﬂ | : Stop
In: |subjectfield only | | Mew Search |
[ Fom. ]| |
| SentTo... | | |
DWhereI am: |the only person on the Ta line v | Q
Time: |none HAnytime i |

4.26 Refine Filter A Filter is different from a sort because it will reduce the amount of information
displayed. You can choose multiple criteria to filter the Email.

Fraeian e 16 . —
r?fe};ee PS¢0 1. Home Ribbon Tab=>Find Group SO\ Fitter Email - ) o itters.

2. On the Search Contextual Ribbon DRefine Group 2>More Button >Body.
<N ] | = This Week ~ |* Flagged
] =5 0 0

] ) ‘EI Sent To - ! Important
Frorm Subject Has Categorized _ )
Attachments - &1 Unread + More~
Refine
Tip: In Outlook 2013: The Refine Group name has now become the Respond
Group in 2013.
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4.27 Indexing
Options

Indexing will speed up your search. However, make sure your options are set to
the following: File Tab 2Options 2Search Tab 2Results label.

Results

Include results only from:

(' Current folder

(® Current folder. Current mailbox when searching from the inbox
) Current mailbox

O All mailboxes

[ Include messages from the Deleted items folder in each data file when searching in All Hems
When possible, display results as the query is typed

Improve search speed by limiting the number of results shown

Highlight search terms in the results

Highlight color:

Motify me when results might be limited because search indexing is not complete

4.28 Creating An
Quick Part
Entry

Quick Parts are blocks of text that you may wish to frequently use in messages.
These blocks can include not just text, but also graphics and logos. Quick Part
entries are excellent ways to store items such as addresses, letter salutations, logos,
or copyright notices. They can save time, ensure fewer errors, and maintain
consistency when creating messages. Quick Parts are available to any future
message that you create.

Practice Exercise 77

1. Create a new message >Type Mike’s Sporting Goods,

Quick Parts Corporate Headquarters DSelect text.
2. Insert Ribbon Tab ->Click |;| >
Save Selection to Create New Building Block->Name: Test > _0K_|,
3. Go back to Quick Parts to use the new text.
4.29 Dial Contact If you are connected to a modem or automated dialing system, you can have

Outlook call the contact.

4.30 Create Letter

This is no longer supported in Outlook 2007, 2010, or 2013. However, it did work
in Outlook 2003.

4.31 Default
Program

When you are on the internet and a web page needs to open the Default Program
on the computer, this feature will open Outlook.
File Tab 20ptions ?General Tab>

Start up options

Default Programs...

Make Outlook the default program for Email, Contacts, and Calendar

N
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Section 2: Exchange Features

Exchange is an Email server used in conjunction with Outlook.

Concept Explanation / Command string in italic.
4.32 Recover Exchange servers keep Deleted Items for a specified period of time (usually one
Deleted Items | month). Delete Email: Right-click on the Deleted folder (located in the left
Navigation Pane) ?Empty Folder. Recover Deleted Email: Right-click on the
Delete Items folder 2 Recover deleted items.

4.33 Web App Exchange provides a Web-Based interface to your Email. To determine the web
link: File Tab 2Info DAccount Settings >The path will be displayed if you have
web access.

4.34 Alerts This is an Exchange feature to set Alert conditions: File Tab >Manage Rules and
Alerts 2?Manage Alert Tab.
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The People Pane is used to store the Contact information in a folder for future recall. The primary
component is the Email address, but other personal information can also be saved. The People Pane in
Outlook integrates with other Outlook components used to communicate with other People. In previous
versions of Outlook, this feature was called the Contacts Pane and is still known by that narf§e today.
Chapter Table Of Contents
Section 1: Creating Contacts
Section 2: Contact Manipulation

Section 1: Contact Manipulation

You can use the General page to enter a contact’s name, job title, comf dggss, $hone number,
Email, and web page. The Display As box allows you to enter the con as you want it to
appear in the To box in any Emails you create using the Contacts. A

| Full Narme... | |JEff Hutchinson | Jeff Hutchinson

; elearnlogic
Company |e|earn\cg|c | Trainer/Consultant
Job title |Trainer/ConsuItaﬂt |
(801) 376-6657 Work
File as |Hu‘tch|’nson, Jeff v| Jjeffhutch@elearnlogic.com

1625 Ixias Ct
San Jose, CA 95124
www.elearnlogic.com

internet
| @ Email... | - | |'efthrtch@e\earnIog\'c.com

Display as |jeffhutch@e\earnlog\'c.cum

Web page address |Www.e|earn|ag|'c.ccm |
| 6/1/2020 Notes can be added with a Date to keep track of different conversations.

IM address |

Phone numbers

| Business... w | |(801) 376-6687

4

| Business Fax. | ¥

[vome- 7] |

| Mobile... v

laddresses

Business... | w | |1625 Ixias Ct
. San Jose, CA 95124
This is the
mailing address

Concept VExplana
5.1 Nﬁtact This will Ce

Op ¥ Home Ribbon Tab-2>New Group > ;3\: New Contact.
ip: Keyboard Command |Ctrl| | Shift | keys - Create a Contact.
eyboard Command |Ctrl| IE keys - Create a New Contact (in the People Pane).

Map It

/ Comﬂnd string in italic.

new Contact screen (see above).

gople Pane DDouble click in the blank contact area 2fill out the
tion.

Q
Click thel®"| Contacts Button (located in the lower left corner of the interface) >

Home Ribbon Tab->New Group > New Contact >

Enter the information) DPress S IClose & Save when finished
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Practice Exercise 79 Q
Contacts Click the

People Button (located in the lower left corner of the interface

2Home Ribbon Tab-?New Group 2> New Contact >
Create the following Contacts:

Ted Johnson Janet Grant
832-223-3322 743-334-5467
Studentabl @gmail.com  Studentab2@gmail.com
5.2 Full Name When you enter the Full Name of a Contact, you need to de

displayed in the People Pane. Als, click on the Full Na
word is placed in the proper field.

Full Name - When you enter the Full Name, th
different fields.

Display As - By default, it displays the name i

First”, First Last, etc.

il bre@k the name into

Practice Exercise 80 | The default can be changed at: Names and filing
Full Name File Tab20ptions ?People Tab Q= Defaut Full Name orr®

Default “File As" order: @
| Full Mame... i iJ'E'l-I OIS i Check Full Name 4

Caompany |e|earn|og|'c | Rlameldeiaily -

- Tide | ]

Job title |Tra|neeronsuItant | —

First |

File as Hutchinsan, Jef'ﬂ v| Middle |

|

|
Last | |
Suffix |

]

Hutchinsan, Jeff (elearnlogic)

elearnlogic (Hutchinson, Jeff) [#] show this again when name is incomplete or unclear

5.3 Internet i ﬁ S cEn be entered fq . Some choose to place the
atcdmails in the Notes field?

Internet

@ Email... - | |[eﬁhutch@elearnloqic.com

Display as £ma hutch@elearnlogic.com

b et Hu‘tchinsop, Jeff
- Jeff Hutchinson
clearnlogic

Display as

web page add .elearnlogic.com

It address

5.4 Phone Numbers

i

bers can be entered for each Contact.

Phaone numbers

Business.. | < | [so11 3765686 | Tip: When you place two

v Business Phone Numbers in one box,
h such as Business and Business

Business 2 . . .
2, only one will be visible.

Business Fax
Mobile... -

Callback
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5.5 Addresses

Multiple Addresses can be entered for each Contact.
Addresses

. ] T .
Business... | hd ] Cﬂ
Business

Ch 95724
This is the
mailing addresq Home

Other

5.6 Generate

Once an Address is entered and a Contact saved, a Map

Map can be generated.
@ Open Contact with an address >Click on the
Map It icon (button next to the address).
5.7 Adding A Insert A Picture of a contact into the General F
Contact's Window. Outlook accepts a large number of picture formats,
Picture including BMP, JPG, GIF, TIF, WME

Click on the Picture to add an image:
Tip: In Outlook 2010 Right-clic,

Practice Exercise 81
Contact Picture

Practice Exercise 82
Contact Picture
Outlook 2010

5.8 Contact Ribbon
Tab

File Contact  Insert

A [ B as
& = A5
Save & Delete Save & Forward
Close New ~ <

Actions

Format Text  Review Developer Help Q Tell me what you want to do

e pemee LA B O B A B NO

General Email Meeting More Address Check Business Picture | Categorize Follow Private Zoom

EA" bields = Boock MNames Card = = Up -~

Show Communicate Names Options Tags Zoom

(]

S
Q

se - This Saves the opened Contact and Closes it.

Delete A Contact by using the Delete Button.
p Section 2

orward - This Forwards a Contact to another person via Email.
Bee Chapter 5 Section 2

[=] Details - This will let you edit Details or Secondary Information.

General - This pane/layout can be used to Edit Primary Information.

Certificates - This Displays the Certificate page of contact used to store the
Digital ID which will send encrypted email to this Contact.

E All Fields - This Displays All available Fields.
] Email - This will send an Email to a Contact. See Chapter 5 Section 2.
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Meeting - This will send an Email to a Contact. See Chapter 5 Section 2.

More - This Provides sending the Contact by Calling, Open Web Page,
Assign a Task, or Map it. See Chapter 5 Section 2.

Address Book - This will provide access to available Names, E
Contact information. See Chapter 5 Section 2.

Check Names - This will Check Email names to make sur

E}? Business Card - This will display the Contact in a @lisin
See Chapter 5 Section 2 for layout.

Picture - This will add a Picture to a Con

Categorize - This will Categorize and color ontact.

See Chapter 5 Section 2.

@ Follow Up - This will set a Flag t
See Chapter 5 Section 2.
L 3

ind®ou of an e

Private - On the Ex

5.9 Insert Ribbon
Tab

ThlS Rlbbon wi @ eCts 1
Click ¢ Peopl@icon (located in ghe&lo

t of the interface).

File

Attach Qutlook
File~ ltem

Insert

Contact

[73 Business Card -
@Slgnature

Include

(]

Format Text

Tables

Review Developer Help @ Tell me what you want to do
@ o Fe3 Pictures 3 Icons dh @ Link ~ [ElTextBox- ASDropCap- TT Equation ~
|:‘+ F& Online Pictures €2 3D Models 1 © l:] Bookmark Quick Parts ~ @ Date & Time Q Symbol -
Table Document N A= 5 -
Item réShapesv B 4 WordArt - ﬁ:l Object %= Horizontal Line

lllustrations Links Text

Tap

Symbols

ile to a Contact.

aches an Outlook Item to a Contact.
will display a Contact in a Business Card layout.
Section 2 for layout.

ent Item - This will insert a Document from a file location.
PiCtures - This inserts locally stored Pictures.

EébOnline Pictures - This gets Pictures off the Internet.

Ie Shapes - This inserts Shape objects.

Icons - This inserts Icons.

ﬁ 3D Models - This inserts a 3D Model.

SmartArt- This inserts SmartArt.

Charts - This inserts a Chart.
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Screenshot - This will take a Screenshot of the opened window.
FeJ Link - This will insert a Hyperlink to a Web Site, Document, or place in
Outlook.
D Bookmark - This will insert a Bookmark in the opened Contact Notes ficld.
You can then create a Link to the Bookmark within the Contact Notes.

Text Box - This will insert a Text Box used to highlight s, etc.

QuickParts - This will open the QuickParts library used to
text.

K WordArt - This will add WordArt that provig

E Date & Time - This will insert the Date and$lime.

Object - This will insert an Embedded Object from another Offi
Application.

Equation - This will insert an
Symbol - This will indert a{§ 9] that is not on the keybo

Horizontal Line - MM a Horizontal L@QSS the entire page.

uation which is a qua a.

Practice Exercise 83
Link To Item

The Actions Group allows you to link other Qutlook resources to a specific
contact such as Email, Notes, or Calendars.

Open a Contact RInsert Ribbon Tab DInclude Group 9@2' Outlook
Item >Choose Email or Contact Folder L 0K,

Insert ltem b4

Look in:

v ['_:ﬂ jeffhutch@myexcel.com ~ | oK |
> [ Inbox (153)
D Sent ltems
Insert as
> [l Deleted ttems (8)
[<] calendar O Text anly
> R= Contacts @ attachment
E.E Journal w O shorteut
Items:
!‘D |LE| |Fro..‘|Subject |Recei\.r‘..|Categories Mentian | o

v Yesterday

MC.... Malware and Virus Risk Aler... Fri 5/2...

\
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5.10 Format Text This Ribbon provides Format capabilities.
Ribbon Tab ) RQ ) . .
Click the People icon (located in the lower left of the interface).
File Contact Insert FormatText Review Developer Help @ Tell me what you want to do
|j1] [Tg calibri 6|11 - A A" [Aa- [ A I=-i= % == 8L T | sasboend Asbced AaBbCe AsBbcer AAB AA (:O(::;a;
Pa-ste P B I Usbzxx £-A- S=E== 1= & TNormal T MNoSpac.. Heading1 Heading 2 Title - (5::;2?? Iy Select
Ir paragraph I Styles I Editing

Clipboard L

Font

EI Paste - This will Paste a Copied item.
. Cut - This will Cut an item.
- Copy This will Copy an item.

*| Format Painter - This will Copy Format
Font Group - This is used to Format Charac
Paragraph Group - This is used to Format Parag
Styles - This will Format text as a Styl
Editing Group - This will include Find}

5.11 Review
Ribbon Tab

This Ribbon provides text checking andjgerifytng.
: o8 . . :
Click the People icoMlocllled in e lower left of the inter,

File Contact Insert Format Text Review Developer Help
abc = 1) wdH N
> B &= A 5% AT
Spelling & Thesaurus Word Read Smart Translate Language Start
Grammar Count Aloud Lookup = = Inking
Proofing Speech Insights Language Ink
. v v
rammar -This er a Spell and Grammar check.

age - This will change the Language for proofing tools.
Inking - This will draw using a frechand Ink pen.
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Section 2: Home Ribbon Tab

Outlook 365

File Home Send/Receive Folder View Add-ins Help Grammarly () Tell me what you want to do

= Q[ 1 =) ® 7 lz = E\ . I:D EI Sear(hPerle

R— K = m ﬁ DD ad g % D R% p\% [B] Address Book

New New Contact New Delete | Email Meeting More Pecple Business C... Card Phone. List = Move  Mail Forward Share Open Shared Categmlze Follow Private

Contact  Group  ltems~ - L 1 ~  Merge | Contact~ Contacts Contacts - Up~

New Delate Communicate Current View Actions Share Tags Find

Outlook 2016

Home Send / Recerve Folder View Add-ins Adobe PDF Q Tell me what you want to do

& EXEER s 9 Ll EHuSE EEE E h e

3

IM address

New MNewContact New | Delete | Email Meeting More People  BusinessC..  Card Phone st [Z|| Move Mail OneNote | Forward Share OpenShared | Categorize Follow Private
Contact  Group  Items~ - * Merge Contact = Contacts  Contacts - Up~
Nﬂ\r Delete Communicate Current View Aﬂﬂs Share Ta-gs Find
Concept Explanation / Command string in italic.
5.12 New Contact You can use the General page to enter a Fat vame. \ \
Q= contact’s name, job title, company, - } }
New address, phone numbers, Email, and web e \ 3
Internet
Contact page. EEREN |
Practice Exercise 84 ) RQ Doplay o2 ‘ ‘
New Contact Click the Contacts Button (I, e pegesddres } }

Phone numbers

in the lower left corner ofdle

interface) > }E H } }
Home... -
Home Ribbon Tab->Ne e 2] | |
= ‘ Mobile... | v‘ ‘ ‘
Addresses

2 ton) . \E““Lu @?

[] This is the mailing
en finished

Map It

5.13 New Contact

of names and eS@at are usually related in some
end an Email e upPand expand it to see all
s. Then, remove if ssary.

s in Outl sed to be called Distribution Lists in

—>Name: (Group name).
ntact Group Dialog: Contact Group Ribbon Tab>

D;'l From Qutlook Contacts

Add Members dropdown arrow > DR From Address 300k
A &

m one of the following:

§ho
0.

P+ Mew E-mail Contact

result will look similar to the following:
File Contact Group  Insert  Format Text  Review

TR - [Tals Rt A =N =Y gl

Save & Delete Forward | Members Notes Add Remove Update Email Meeting EI ) Zoom
Close Group Group = Members ~ Member MNow Private
Actions Show Members Communicate Tags Zoom ~
MName |Expo Comrunications
D|Name - | Email
A= Hotmail (jeffhutch407@hotmail.com) Jjeffhutch407@hotmail.com
As jeffhutch@MyExcel.com Jjeffhutch@MyExcel.com
5.14 Expand This will allow you to Expand the list to remove a specific Email.
Groups
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Practice Exercise 86
Group

1. Open the Contacts folder DSelect the Expo Communications Contact from
the previous practice exercises.

2. Home Ribbon Tab2>Communicate Group 2> gEmail >

B From v jeffhutch@elearnlogic.com

Send To

Expo Communications

Cc

3. Click on the + Plus sign to expand the list ?Delete a sMcessaiy.

E jeffhutch@elearnlogic.com

Send To

From v

Hotmail (jeffhutch407 @hotmail.com}; jeffhutch@MyExcel.com

Cc

5.15 New Items These are Items in OQutlook such as & E-mail Message
ﬁ Email Messages, Appointments, E )
= Meetings, Contacts, Tasks, Co Appointment
New Groups, etc. L 2 22 Meeting
ltems ~ \ = Contact
Task
QQ Contact Group
R= (Contact from the Same Company
More Items »
5.16 Delete Contact by usiq thcWelete Button.
Practice Exercig87
n a Contact> Delete.

Delete

5.17 Email
™

Email

Pr

;ii 2 cise 88

Email message DRight-click on the Email address 2>

Ashley <ashley@inkgrabber.com>£ % Right-click

To jeffhutch@myexcel.com \

Choose
Create A Contact Drag & Drop - Select Email (don’t open it) ?Drag n drop

AT Add to Outlook Contacts

Email to the 'O‘q People folder.

Tip: Once created, you may need to minimize the main

Email screen to see a new contact in the background. Another advantage of this
feature is that it inserts an Email in the notes field.
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5.18 Meeting
=
LR

Meeting

Sometimes it is easier to find the Contact first then set up a Meeting.

Practice Exercise 89
Meeting

People Pane 2Contact Ribbon Tab 2 Communicate Group >

5.19 More
G

More

This will send information in the Contact by:

- This will make a call if you have a Phone confficc

mobile device.

[©] web Page |—ThiswillOpenaWeb Pagdd

|[£§ Assign Task | - This will Assign a Task.

tem

the Contact.

5.20 Current View

O Mepi - This will Map the G¥n address.
This will change layout and how Con wil®be displaye

S B B[

People Business C... Card Phone

Current View

|;|Pe le

This wil
picturesg

Tip: If pictures are
available, they
would be displayed
to the left.

Hutchinson, Jeff

test

Jeff Hutchinson
elearnlogic
Trainer/Consultant

(801} 376-6686Work
(801) 407-6388 Mobile
Jjeffhutch@elearnlogic.com
1625 Ixias Ct

San Jose, CA 95124
www.elearnlogic.com

e display will sh
formationgin a Busi

test
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3:: Card View
This will stack
Cards on top of
each other.

\

123

Hutchinson, Jeff
l Full NMame:
b Job Title:

Company:
¢ Business:
d

Business:
€ Mobile:
f Ernail:

Business Hore Page:
g 6/1 /2020 Motes can be
h added with a Date to
. keep track of different
! conversations, <end>
i

test
k Full Name:

Test gdgdgfs <end>

Full Mame File As «

Company Country/Region

Click here to add a ne...

Phone View = Jeff Hutchinson elearnlogic Hutchinsan, Jeff United States of A...
This will display = test test
like a database \
report. P ‘ \
: D|L@ |FuH Name |Job Title |Company - File Az » ‘Countr’y/Regl'on Depart
= I;iQt View Click here to add a ne...
ThlS Wlll % [none): 1 item(s)
. RS test test
display a o
. v elearnlogic: 1 item(s)
ContaCts ma R= Jeff Hutchinson Trainer/Co.. elearnlogic Hutchinson, Jeff United States of A..
List layout.
5.21 Move This wi ed Contact to i er in the Navigation Pane.
E\L:l Use the keys to t mOlgip /S mails and drag n drop them to
Move

irectly to a single

19will merge Co wit
age is each Emaj

letter to email multiple people. The
¢ Mail Merge, will send the message from you
il.

Refer to App@adix D - Mail Merge for more details.
This allo u m'al‘l Contactto a LR?':. As a Business Card
cogyor recipient.

—>  As an Outlook Contact
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Practice Exercise 90
Forward Contact

Home Ribbon Tab2>Share
Group DForward Contact>

Tip: Right-click on the Contact >

Jeffhutchi@myexcel.com

Studentab 16 @gmail. com;

lack Jacksan

8: lack lacksonwef
= 1KE

Forward Contact >
As a Business Card. Attached
Or
E As an Outlook Contact.
Tip: Also available in: People Pane RE  acklade

con araaRy e DEEEE SRR '[E Co|
SActions Group DForward Contact. |#=  soneo .

A= Jackie Les

A= Jackson H

A= Jacob Am

5.24 Share Contact

This will allow you to Share Contacts with other

Tip: You must be connected to an Ex@rver.
4

|EB Quick Print ‘
A5 Forward Contact * |[&5 As a Business Card

Create

Manager, Sales

» = As an Qutlook Contact

o,

5.25 Open Shared | This will allow you to Ope son’s Shared act.
Contacts Tip: You must be conne to xchange S&
a \
5.26 Categorize The new Color Category feature provides a quick and visual Clear All Categaries
acl way to identify and locate information. Create Color [ 5iue Category
DD [l Green Category
Categorize ] Orange Category
- D Purple Category
[} Red Category
Yellow Category
EE All Categories..
Set Quick Click...
v

<<O

0
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Practice Exercise 91
Categorize
Contact

Click on a contact 2Home Ribbon Tab >Tabs Group > D%
Categorize dropdown arrow:

Tip: Outlook 2010 it is called Color Categories:
Categories to Color Code your contacts.

Color Categories X

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

Shartcut key MEW..
Rename
:||:| Qrange Category
:":‘ purple Category Delete
|| Red category Color:
:I Yellow Categary
Shortcut Key:
(None) ~
Cancel

Practice Exercise 92
Categorize Blue

B
Click on a contact 2Home Ribbon Tab>Tags Group 2 > 1] Categorize

[=]=]
dropdown arrow >Click All Categories Button S]] Blue category| py,,,,
Category.

5.27 Follow Up

fa

Follow
Up -~

When you flag a coy U can also Custom x
Select frOIll TOd @ U W, This Flagging creates a to-do item that reminds you to follow up, After
you follow up, you can mark the to-do item complete.
Week, Next Wee Pate, and s
. ag to w
Custom'@, cstablish @%lue date. A ¢
Start date  Sunday, October 14, 2018 “
Due date  Sunday, October 14, 2018 ~
Reminder
Sunday, October 14, 20138 400 PM £ bz
Clear Flag Cancel

Practice Exgffise % An a contact@C

Flag For
Follow-up

on Tab->Tags Group >
row >

2. @Follow

b,

en you set a Follow-up Flag, it creates a Task.

is helpful
act
om bon Tab>Tags Group > |E| Flag For Follow-Up 9|E| Today.

he Exchange Server, this will mark an item as Private so no one will see the
ontact listed.

Search People

This will Search your Address Book for existing Email based on a Keyword
Search.

5.31 Address Book
Address Book

This will provide access to available Names, Email, and Contact information.
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Section 3: Send/Receive Ribbon Tab

Concept Explanation / Command string in italic.
5.32 Send/Receive | These are Send / Receive options. The following is the Send / Receive Ribbon Tab.
Ribbon Tab

Q
Click the 12 People icon (located in the lower left of the interface

File Home Send /Receive Folder View
N [3 Update Folder N @
=
R/ B sendal R_X b
Send/Receive E_' . Show Cancel Work
All Folders & Send/Receive Groups = | propece Al | Offline
Send & Receive Download Preferences
N
Send/Receive All Folders - This will Sendeail from a

Tip: Keyboard Command key.

Update Folder - This will Send
Folder. Tip: Keyboard Com:

= Send All - This will S&i a ® only and will not receiv thing. It can

be used if a large Em®@j

d you only want to
_send new Email out.
Send/Receive 0 ed by Groups and
each Group ¢ i i the dropdown arrow and

choose Define R i 5 ¢ Automatic Send/Receive

s - This will o dial®® boX to show Send/Receive

All - If the Serfifl/ bve 1s taking too long, it can be Cancelled.

Work Ofﬂin® vent new Emails from being downloaded.
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Section 4: Folder Ribbon Tab

Concept

Explanation / Command string in italic.

5.33 Folder Ribbon

P

Tab

t
en Shared
SB@ntact. Tip:

These are Folder related options. Folder Ribbon Tab.
o

Click the

File Home Send / Receive Folder View

EI I %Cgpy Folder EL m

BMDVE Folder
Share Open Shared Folder Folder
EQ Deletefolder Contacts Contacts Permissions Properties

People icon (located in the lower left of the interface).

New Rename
Folder Folder

New Actions Share Properties

E New Folder - This will create a New CODW from a selectg
in the Navigation Pane. Tip: You can also Right-click on any foldg
Navigation Pane and choose New Fgld
Tip: Keyboard Command ﬂu‘

Rename Folder - This wi gk tl€ name of a selecte ” Also, you
can Right-click on a e ghame it.
Copy Folder - Thi& a selected Fglder 1fiferent location in the

Navigation Pane.

Move Folder - ove a selecte a different location in the

er.

Share Contacts with other people on

ogacts - This will a
. ected to an Exchange Server.

Tip: You mu, C

1 allow you to Open another person's Shared
ected to an Exchange Server.

s will allow you to view and edit the sharing
d Folder. Tip: You must be connected to an Exchange

Folder Permissions -
Permiss foras
Server.

Ego

rties - This will open a Properties for a selected Folder.
0 Right-click on any Folder.

xercise 94
ew Contact
Folder

Q

reate additional Contact Folders to organize your Email contacts:

ip:
ig. on contacts folder 2> =\ New Folder ?Name: MyContacts.
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Section 5: View Ribbon Tab

Q
Click the 12 People icon (located in the lower left of the interface).
File Home Send/Receive Folder View Developer Add-ins Help Grammarly Q Tell me what you want to do
—— oo ) Reverse So T= T F—]
G D | B oo B QE = | E0EDE L OB
Change View Reset Message @ Location - " Use Tighter Folder Reading To-Do People Reminders Openin New Close
View - Settings View Preview - - *+~ Bxpand/Callapse - Spacing Pane~- Pane- Bar- Pane ~ Window  Window All ltems
Current View Arrangement Layout People Pane Window
Concept Explanation / Command string in italic.
5.34 Change Views . . .
View Ribbon Tab >Current View Group > . 3
People - This will display pictures in S = <
ContaCt People Business C... Card Phone: List
Business Cards - This is the display
information in a Business Card layo
Card - This will stack Cards on top
Phone - This will display like a dasa .
List - This will display Co t layout
5.35 View Settings | Each View (above) will gcti ght settings. The fallowing 1s%n overview:

7

orti

[0} (&
Filtd® - ill eliminate |
Ee mails by Filte |

Columns - This will ad Advanced View Settings: Phone
remove Column

Group By - This wj | = |

default displagG

Email. | Group By.. |
Sort - et ti®default

Sort e look is | Sort... |

Description

Icon, Attachment, Flag Status, Full Mame,

MNane

File As {ascending)

Fifter... | off

QOther Settings... | Fonts and other Table View settings

Settings - T |
at the look@lay

| Conditional Formatting... | User defined fonts on each message

font size displayc®in the
Email wiadow. | Format Columns... | Specify the display formats for each field
Conditional Rgrmatting - This

will f@ il under Reset Current View
@pecific jitions.
or C s - This will format your Columns.
t rent View - This will Reset all changes made in View Settings
t iginal default state.

is is the same as View Ribbon Tab 2>Current View Group 9Reset View
1s will Reset all changes made in View Settings to the original default state.

|

This will display 1, 2, 3 lines of information within the incoming email under the
title. See Chapter 1 Section 2 for more details.
Tip: This feature is available in the Phone and List views.
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5.38 Arrangement

This is a quick way to layout or Group Contacts
to view by specific Arrangements. View Ribbon
Tab 2Arrangement Group:

oo
00 Categories Company

@ Location -

Arrangement

5.39 Reverse Sort

This will Reverse the Sort ascending/descending of the Arrangeme
Tip: You can also Sort contacts by a specific field when yo g

<6} View S”m

View Ribbon Tab >Current View Group >
Sort 2Sort items by: (Enter the sort field).

5.40 Add Columns | This opens the Show Columns interface | || show cotumns x
o= to add additional Columns. Maimurn nurmber of ines n compact mode: [
1= Tip: You can also: Sl It e GO 1O
Right-click on any Label/Field T
Name B8 Field Chooser. EsSantBre il ~ | [ pod> | flon 2
Tip: This feature is available in the usiness Home Page [ Fleg Status
. . callback Company
Phone and List views. o
541 This will Expand/Collapsgthe meént based on the Collapse This Group
Expand/Collapse | following options. Expand This Group
S Tip: This feature is avai Collapse All Groups
Expand All Groups
5.42 Use Tighter This will Tighten t
Spacing ted or Selected
=
V=
5.43 %hr Pane he Tri-Pane layout
5.44 Reading Pane the'selected Contact in the People Pane

Reminders defined, then the Reminders pop-up windows will
Reminder is due.

L Open In New Window.

This will Close any Opened Contact or any Item Opened in Outlook.
Double-click on a Contact to Open it=> View Ribbon Tab > Windows Group >

rlj Close All Items.
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Section 6: Print Contacts

Concept

Explanation / Command string in italic.

5.50 Printing
Contacts
Information

You can Print a contact list and individual
contact information in a number of

different ways.

File Tab 2Print>

printer
Name;
Status:
Type
‘Where:
Comment:

F‘g Print Options /

print style

HP Officelet Pro 6370 [DSD842]

[~] [ properties |

HP OfficeJet Pro 6970 PCL-3
http://[fe80:1262:e5ff fed5:d843%10]:3911/

Card style

A | | page Setup...

Small Booklet Style

Cprint to file

Copies
Number of pages:
Number of copies: (1 [=]

Define Styles..

[ collate copies
Medium Booklet Sty

Phone Directory Styl v

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12.

print range

@Al items
Q orly slected items

5.51 Card Style

Card Style

[
oo

File Tab2Print >

Mott, zWendi
1455 Weast 2200 Scuth #103

. Salt Lske City, Lhah 84119
Alex Harris Bus me:':i a5t
1235 Veast fwe Mobile: @01) T17-0214
Zan o, G

Dus: (602] 266-1500

Bus Fa %16 ﬂ

Alex Harris ZAlex Harris

2200 W Cantral Ao St 200
Phoani, AZ25004

Oum: {602) 266-1500

Bus Fac w14

2200 W Camtral Awe St 200
Phoanng AZ B5004

Bux 02 266-1500

Bus Fax x14

Alexa Powers (Houston)

Emait  apowers@escutrain-hou ocom

zAlex Harris

1235 Vet e

San Dega, &3
Bus  (G02) 255-1500

it eld

Alexandra Traficonda

m - w -
] n . .
. ] . .
Alex Harris : Alexandra Traficonda B Hutchinson, zleff : Mott. zWendi :
1235 Vet o . 2929 Treful Sreeer -} 1625 brim €1 . 1455 Wesr 2200 S et #103 .
Son Cioga Ca . y o S Jone CA 5126 . S Lk Gy s 54113 .
B (502 2661500 . B {801) 3832656 -] Bx{a01) 396-6605 - Bux (801) 5518511 -
e 16 . L L Mot B1)407 6388 -] bkl 1117170214
: : fmat plfudiBderigies O '
Alex Harris ' Allison Crafts ' a n !
2200M Certral Ao S.400 : Emsit et nsseancecon H H i
Phoeny AZ %04 -
e e n . - Zhlex Harris g
s her 216 " 220084 Cortet Ave St 400
Mott, Wendi Fhomns, AZ 15004 -]
Alexa Powers Hutchinson, Jetf 1455 West 200 St 4103 Bz (GO 2061500 B
St L Gy, nch Bl 13 Busfac al6 -1
(Houston) e e 0 S 251 a2
Emsl pewrsteesusi- S Joum, CAI524 Mol (017170214 .
— b (801) 3766605 Alex Harris a
Metsle @01 2076308 1235 Yem1ve -]
Emst jeffunch felesmisgiccn Son D, Ca ]
- Bz (G 2061500 =
sFac 16 -]
1 2 3 1
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5.53 Medium EE(88 -
. . [=l=l (1=} Medium Booklet Style
Booklet Style | File Tab 2Print D1S81=a
EE[EE
-

[=1=]|I= = 1
. | [+ ]
g a
Alex Harris ‘ Allison Crafts =
1235 Yeast dwe . Emall  acafts@insdesourcecom n
San Dinge, Ca i [ ¢ ]
Bus: (602) 266-1500 a a
us Faw %16 n [ = |

! i

Alex Harris ! Hutchinson, Jeff .

2200 N Cantral Awe Ste 200 I 1625 s Ot I

Phaani, AZA5004 - San Josn, CA 95124 -

Buss {6121 266-1500 " Duss {001) 3FE-GE0E "

b Fai- w16 @ Mokl (001)407-6308 a

] Imalt  jefihutch Belnarnilegiccom ]

Alexa Powers (Houston) _“ :

Emat  apowersileeacutain-ho_mom . Hutchinson, zleff .

1 1625 ias Ot T

Alexandra Traficonda v San Jose, CA 95124 u

N - Bus: {01 3756605 v

2929 Trifful Stmet - Mckile  (801]407-6388 -

St Gaonge, UT = Emait  jeffhutch Belearmbogic com =

Bus:  {801]383-2456 ¥ ¥

Emait  almEeseotonwestoom E T

1 2
5.54 Memo Style A 3
Memo Style
File Tab 2Print > P

jeffhutch@elearnlogic com

Full Hames: zleff Hutchinsen
Last Mame: Hutchinzen

First Mame: Zleff

Job Title: TrainerConsultant
Company: elesrnlogic
Business Address: 1625 lxizs Ot

Szn Jose, CA 95124

Business: {801) 376-6686
Mobile: {B01) 407-5388

Emailz Jeffhutchi@elezrilegiccom
Email Display As: Jeffhutch@elezrnlogiccom
Web Page: www _eleamlegicoom

&1

/2020 Motes can be added with a Dete to keep track of different comversations.

<«© &
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5‘55 Phone . . Phone Directory Style
Directory File Tab 2Print >
Style H
L — Bus $a021 206-1500
Bus Faw ald
L — Bus $a021 206-1500
Bus Faw ald
Al Powers (Houston] e (Mone)

Almandra Trafconda o Bus (201) 3032654

Alson Crafts {Mong)

Mabile A1) 2076388

Mot Wendi Bus a1y 551-8511
Mabile A T170214

L T — Bus a1y 551-8511
A T170214

Hutchinsen, Jef Bus A1) 3765585
Mokl A01) H07-6358
Hutchimson, 2leff Bus A1) 3765585
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Chapter 6 - Calendar Pane

Calendars are used for organizational purposes to remember Appointments and events. We will cover
how to integrate Calendars with Email, Tasks, and Contacts. This chapter will cover creating how to
create Appointments, Meetings, and multiple Calendars.
Chapter Table Of Contents
Section 1: Navigation / Interface
Section 2: New Appointment / Meeting
Section 3: Multiple Calendars

Section 4: Exchange Features

Folder  View  Addins  AdobePDF  Q Tell me what you want todo
2
:ﬁi

TR EEERBE W
New Skype

Today Next7 | Day Wark | Week | Month Schedule

..... R =

New New  New Open  Calendar

Appaintment Meefing Items= | Meeting Week View | Calendar~ Groups~ | Calendar Calendar Online~ Permissions
New Skype Meeting GoTa Arrange | Manage Calendars Share Find
<

1 Octoher 2018 » _ &3 Today Tomomow 33 Wednesday

4 Oclober 14 - 20,2018 washington, 0. - G ., A foronew 3t Hemnesr  [sen
SU MO TU WE TH FR SA d TI"F{52°F B4°F/5A°F e A ETE
J0 Qi g2y gdysye SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY
7T 8 9 10 11 12 13

v 14 15 16 7 18

[+ I

2122 23 24 25 26 27 ST MST
28 29 30 3 oM

November 2018 g8 | g
SU MO TU WE TH FR SA

123 9 |10
4 5 6 7 8B 9 10
11213 M 15 16 17
18 19 20 21 22 23 24
25 26 27 2829 30 1
2 3 4 5 6 7 8

0 |n

LA i

Section 1: Navigation / Interface

Concept
Practice Exercise 95
New Calendar

6.1 Calendar Pane | 9
] Pays, Weeks, Months, or Schedule View by

6.2 Date Nav ndar in the left top portion ‘ June 2020 v
ey of the Calefjdar Pane 1splays Calendar months in SU MO TU WE TH FR SA
traditional Calgmdar format. It may display one, two, or ZI 4506

nasnsuz more sm ef@lar months by dragging the bar below /(? oo
REEER] thegCaldpd n. When you click on a specific Datey e

i & ents on that Date. A blue highlight will oo

§ ) Zilgzlltg?l?;ilight Drag bar up or down. 5678 9WM

2. Select/Drag from Monday to Friday of this week.

17 18 19 20 [ Drag to select multiple dates. ]

3. Click the first Wednesday of the current month >Hold the key and click
The second Wednesday of the current month.
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4 May 2020 »

4. Click today’s date >Click [*] next to the month name >
Click and hold the name of a month in the Date Navigator 2 o o .
and drag to select the previous month. 30405 6 7 8 o

5. Click Month in the Home Ribbon Tab=> oo o
Drag the vertical border between the Navigation Pane and
the scheduling area to display several columns of months
in the Date Navigator.
6. Return the width of the Navigation to display only one
column of months in the Date Navigator >
Click the Day Button to return the Calendar to the d.
format.

MO TU WE TH
29 30

19 20

21

18

TU WE TH
1 2 3 4 5 6

14 15 16 17 18 19 20

25

6.3 Today Button This takes you to the Current Date.
& Home Ribbon Tab>Go To Group Today.

Today

6.4 Calendar Views | The Day/Week/Month View is the d
display Calendar items in severg
on the Change View submgnu. |
only the Calendar itemgthat@ue
Appointments only.
Tip: Useful Keyboar

display
Recurring

eridar views apply a f1
ew criteria, suchas active ®

181

ay in the Calepdar?

days in the Calendar.
day in the Calendar.

xercise 97

Filter
ibbon Tab >Current View Group 9 View Settings DFilter.

ou can also sort the items: View Ribbon Tab->Current View Group >

Change View drop-down arrow 94| List>Click on any Label/Field Name

to Sort.
6.5 Zo ider The Zoom Slider is located in the lower right corner and changes the layout from
Normal to other Zoom layouts. This works with Day, Work Week, and Week

Arrangements.

Il EE - | + 100%
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6.6 Folder Pane This is located on the left side of the interface and ‘ June 2020 ’
ﬁ contains Mini-Calendar, Calendar [v¥] check boxes, and i Eﬂl o
Calendar Groups. 7 8 9 10 1 12 13
Folder View Ribbon Tab 2Layout Group > ¥ Norma LR i
L] 7
26 020 30 1 2 3 4
Folder Pane dropdown arrow Minimized s 607 8 s ow o
Off
@] My Calendars
Calendar - jeffhutch@elearnlogic....

6.7 Reading Pane This will open a view that is tied to the selected event (located to @ right

I the right or bottom of the selected Calendar Event). [H sotom
_ To add or remove it: off
Reading View Ribbon Tab >Layout Group 2,

Options...

e )]
Reading Pane dropdown arrow.
6.8 To-Do Bar This is located on the right side of the Tri-Pane layout and opens a v Calendar
Mini-Calendar, Contacts, and Task Pane. v People
View Ribbon Tab 2Layout Group 2> v Tasks
To-D — 1o
E - _D T 0-Do Bar dropdown arrow. il
6.9 People Pane This will display the People Pane in the Reading window view. You |¥ Normz
F must have the Reading Pane window active (either the right or Minimized
== bottom position) in order for it to be active. off
People -
Pane ~ 1. View Ribbon Tab>Layout Group DReading Pane drop-down >

Choose Bottom or Right.

2. View Ribbon Tab -?>People Pane Group 2> = People Pane dropdown arrow >

3. The Calendar details will be displayed.

L

Page 79



Chapter 6 - Calendar Pane

Section 2: New Appointment/Meeting

Concept Explanation / Command string in italic.

6.10 New . Click on the ENew Appointment Button for activities that do not involve
Appointment notifying other people or scheduling resources. This Window allows you to enter
== a subject, location, and start and end times for an Appointment. If the New

Appointment conflicts with another Appointment, a message will a@pear above

New the subject, indicating a conflict.

Appointment Title
Start time ‘ Sat 5/23/2020 5 H 11:30 PM v OAlday [ & Time zones
End time Sun 572472020 ﬁ 12:.00 AM - ¥ Make Recurring

Location

Tip: Keyboard Command |Ctrl|

Keyboard Command

6.11 New
Appointment
From Email

If you receive an importaigy E
you can schedule an Appoi

the lower left corner
ail at a later time.

Practice Exercise 98
Appointment
From Email

6.12 New Meetl

_Q;Q
New
Meeting

@ the email in the [E .Calendar Pane
er of the interface).

>
the Appointment 9 Save and Close.

Send Title
Required Powers, Alexa (Houston); Jeff Hutchinson <jeffhutch@myexcel.coms>;
Q Optional

ew Appointment Button that allows you to invite
ing. You can choose New Appointment and then invite attendees.
$“T'o” button, you can add attendees from your global address

s folder. If you have Email addresses, you can type them in on
eparated by semicolons.

P From v jeffhutch@elearnlogic.com

Team Analysis Meeting

Start time ‘ Mon 6/1/2020

= ‘ ‘ 3:00 AM

= ‘ ‘ 400 AM

'H Mountain Time (US & ( V‘ 1Al day @ Time zones

End time ‘ Mon 6/1/2020 'H Mountain Time (US & ( " > Make Recurring

Conference Room 1

Location

Tip: Keyboard Command |Ctrl|| Shift | @ keys- Create a Meeting Request.
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6.13 New Meeting
From Email

This will create a New Meeting from an existing Email by selecting it and
choosing the Meeting button. The Email Subject will define the Title, the sender
will go in the Required field, and the Body of the Email will go in the Meeting
Notes. At this point, you will need to set a Date/Time and Send the Email
invitation to all required attendees.

Practice Exercise 99

To create a Meeting from an Email:

Meeting From 1. Click on the =21 Email Pane (located in the lower-left corner of R interface).
Email 2. Highlight the Email >Home Ribbon Tab-2>Respond gro M &ting
button.
3. A meeting request is created.
4. Set a Date/Time for the meeting ?Send the
6.14 Reminders You can also attach Reminders to Appointmg
before the Appointment that the Reminder
can also choose a Reminder alarm when the
Q Reminder: | 15 minutes -
Tip: There are more Alarm Sounds
6.15 Categorize Meeting and Appointments can be
EO used to quickly identify them a
OE Work, Tradeshow event@®etc.

This can be accomplis
Tip: Categories can be'c

Practice Exercise 100
New Appointment

o~
Qe] er: 10 Min
i

New Appointment:

me Zone: E Tim

tegorize: Ofan

Invite High Importance

Attendees

Teams
Meeting

gnce

File Appointment  Scheduling Assistant  Insert ~ Format Text ~ Review Help Q) Tell me what you want to do
. . N -
0 & s | @ 9 Goemn T (BN [0
Categorize

Dictate

Options.

Delete Copy to My - Forward ~
Calendar

Low Importance

Teams Meeting| Attendees Tags Vice

I Orange Category

Title  Test Appointment

Save &

| —
Close Start time: Eastern Time (US & Canac ¥ | day @ Time zones

Wed 12/16/2020 E H 12:00 AM

Eastern Time (US & Canac ¥ > Make Recurring

End time ‘ Wed 12/16/2020 E H 12:30 AM -

Location
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6.16 Autodate This feature allows you to enter a description of a Date or Time in words, rather
than in Date Format. Outlook automatically converts the description to a Date
Format for you. This feature is called “Smartdate.”

Practice Exercise 101 | Type in all or some of the following in the Date field (not the Time field):

Autodate Start time < Yesterday{ Tart fime ‘w <1 ‘l
End time Sun 5/24/2020 f<] [l endtime | sats5/2372020 =] ‘l
1. One week from today 9. 60 days after
2. July twenty-third 10. 3 wks ago

3. March 28" 11. Next wee
4. Yesterday '
5. Tomorrow

6. first of September
7. This Fri

8. 2 days from now

Practice Exercise 102 | Type the following in the Time field (ot
Autotime

Start time

C

Start time

End time 12:00 PM -

1. Noon \\ 5.
2. Midnight 6. Ye

3. Nine o’clock a
4. Five- twenty

End time

6.17 Create Event
By Selection

d by selecting a time range on
our mouse to create a Time

Practice Exercise 103 . J May 2020 D
buSIness day g AM “‘_LV\, TU WE TH FR SA
Mouse Drag % 27 2 2 20 1 2
9 3 4 5 3 7 8 9
10 11 12 13 14 15 16
10 17 18 19 20 21 22 )
24 25 26 27 28 29 30
. Press the
4. =5 Calemglgr Pane Bl | il
K Home Ri Tab >New Group > L
4@ ointment: e
198 rch Outlook Starttime | Fri 5/29/2020 = ~|| Mountain Time (Us & ¢
ca n: Library Endtime | Fri5/29/2020 = | 1130 AM !-v Mountain Time (US & ( ¥
Show as IEI STentative (ocation  Liora
lick Reminder |E| >Click 30 Min.
EE
5. Categorize the Button in the Options group O8->N Purple Category.
6. Save and Close.
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Practice Exercise 104
Change View
To Filter

This will set the default Filter in the List View to help you understand the View
Settings Filter feature. Then, Reset the view to the system default settings.

1. e Calendar Pane~> tite  Doctor's Appointment
] Save &
IIIOIIne Rlbbon Tab 9New Group 9 gl“[’ie Start time ZWeeks‘ E H 2:00 PM V|
New Appointment: Endtme | Mon525/2020 [ H 220 PM v|

Title: Doctor’s Appointment
Start date: 2 weeks from today
Start time: at 2:00pm

2. Save and Close.

3. View Ribbon Tab >Current View Group 9 jew DList.
4. View Ribbon Tab 2Current View Group Bettings DFilter
Search for the word(s): Doctor 2In: Subjectiglddnly >

Filter x

Appointments and Meetings | More Choices Advanced SQL

Search for the word(s): |D05t°" |
In: |subject field anly | 9,T|
5. Test It: View Ribbo W View Group %E hange View >List.
Notice the only th ears is the Dotyg D ents.
6. View Ribbongla nt View Group ge View 2>Calendar.

Notice the Ca

6.18 Scheduling All
Day Event

one day or more. Examples of these
hows, vacations, and multi-day seminars.
top of the date or dates of the event. When
xchange, events appear as Busy time.
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Practice Exercise 105 | | & Calendar Pane= Home Ribbon Tab>New Group >
All-Day Event +—t

New Appointment:
2. Enter the following All Day Event:
Title: Sales Seminar
Location: Training Center
Start time: Next Tues
End Time: Next Fri
Reminder: 2 days
Show as: Out of Office
All Day Event

File Event Scheduling Assistant Insert FormatText Review Help Q@ Tell me what you want to do

o n —
iz ﬁl Show As: [ 0ut of Of... - HE & @__J
Delete Copy to My - Teams Invite, - . ce | Categorize * Dictate
Calendar Meeting Attendee: Q Reminder: |2 days © o
Actions Teams Meeting| Attendees Options Tags Voice

@ Conflicts with another appointment.

@ Sales SeminaD

Save &
Close

Start time ) 12:00 AM v Mountain Time (US &( ¥ All day @ Time zones

) 12.00 AM - Mountain Time (US & ( « ¥ Make Recurring

End time

lay views.
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Practice Exercise 106
All-Day Event

1. . Calendar Pane > Home Ribbon Tab2>New Group 2>

New Appointment:

2. Enter the following All Day Event:

Title: Executive Retreat

Location: Pine Valley Resort
Start time: Last Friday of Following Month
Category: Business (See Category concept to rename t

Reminder: None
Show as: Out of Office

141l Day Event
File Event Scheduling Assistant Insert ~ FormatText Review Help Q@ Tell me what you want to do
-
@ \J/ * Q{_ Q& show As: EOUT of Of.. = EB El @J
= [ = — 1 )
Delete Copy to My . Teams Invitg QReminder' None Lresagence | Categorize Dictate
Calendar Meeting Aﬁen : - -
ctions Teams Meeting| Attendees Options Tags \oice
(I []Business ’
Tie  Executive Retreat
Save &
Close Start time Mon 5/25/2020 =1 12:00 AM ¥ | Mountain Time (US & ( ¥ m @ Time zones
. June 2020 P -
End tim| 12:00 AM - Mountain Time (US & ( ¥ ¥ Make Recurring
SU MO TU WE TH FR SA

311 2 3 4 5 6

Location

10 11 12 13

5 16 17 18
21 22 23 2425 25 27 >
28 29 30 1

‘ Pine Valley Resort )

6.19 Recurrence

would inc
holiday, or an
exampl

ersary. An
r meeting
ly staff

wluld
, rly review, or a
lyflanning meeting.

> and day views.

Appointment Recurrence
Appointment time
Start: ‘11:00 AM |Muuntam Time (US & Canada) ‘
End: ‘11:30 AM . |Mountam Time (US & Canada) ‘
Duration:
Recurrence pattern
ODai\y Recur every El week(s) on:
@ weekly [ sunday [V Monday [Tuesday [Iwednesday
OMO”WV DThursday DFr\'day Dsaturday
O\‘early

Range of recurrence

Start: | Mon 5/25/2020 Oend by:
Cend atter: occurrences

@ No end date

Cancel Remove Recurrence

Sun 6/28/2020
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Practice Exercise 107
Recurring

1. Calendar Pane > Home | #Promtment Recurrence

Ribbon Tab DNew Group > | #eeortment time

Start: ‘11:00 AWM ‘Muuntain Time (US & Canada} |

End: ‘11:20 AM ‘Mnuntain Time (US & Canada}) |

New Appointment: S
. . Duration: ~
Title: Meeting ELTN
2. Appointments Ribbon Tab=> | """ &
. Becur every week{s) an:
Options Group > )
I:‘Sunday
Recurrence. @ity L hursdey

3. Schedule a meeting: O vearty

Every other week
Wednesday

Range of recurrence

DMonday DTuesday (A wednesday

D Friday Dsaturday

@ NO end date. (End after: occurrences

© Mo end date

| oK | ‘ Cancel ‘ ‘ Remove Recurrence ‘

6.20 Deleting
Calendar
Items

occurrences or just the one occug
Delete meetings, you are §from
cancellation notice.

Practice Exercise 108
Delete

1. Select Appointm

X

Confirm Delete

Do you want to delete all occurrences
! of the recurring appointment "', or just
this one?

© Delete this occurrence.

O Delete the series.

Cancel

6.21 Moving
Calendar
Items

Practice Exercise 109
Move date

Appointment
ging the lowe; dow

6.22 Accepting/
Declining
Meeting
Requests

As other users schedule meetings, you may receive
Meeting Requests in your Inbox. After you open the
Email, you have the option of Accepting, Declining,
or submitting a Tentative response.

Accept Tentative Decline Propose New H
= = = Time =

Edit the Response before Sending

Send the Response Now

! Do Not Send a Response

6.23 Scheduling
Assistant

The Schedule Assistant is used File Meeting  Scheduling Assistant  Insert  Format Text ~ Review  Help

to easily Schedule £ % S {Q}'
Appointments with multiple |t e e o
participants. When a participant scheduing tendses Options
(the person you are inviting) = Sottme | Wedszrom ]| 200

has already scheduled times
marked as Free or Busy, the
Scheduling Assistant will be
able to display when they are

Send

‘ ‘AII Attendees

available for a meeting. This oy —

will allow you to find the best @ it tutchinzon <ieffhurch@mexc
time for your meeting based on @ student Uy Gmail Accourts (stud

their availability. _ddansme e

End time ‘ Wed 5/27/2020 E H 3.00 PM

‘11 AM 12 PM 1PM 2 PM 3PM
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6.24 Refresh This will Refresh the Attendees Availability if the Attendee has N
Availability changed their Calendar while you are in the Scheduling Assistant. K/
6.25 AutoPick This will search for the next There are meetings scheduled from 11:30-12

jol

available date slot if a scheduling
conflict occurs. The AutoPick
tool can automatically locate free

and 1-2 below. The AutoPick will jump over
all meetings to find the next available
2-hour slot.

time slots for specified invitees.
(If you have many Attendees the
next available slot for all
Attendees to attend could be
weeks out).

11 A

\

12 P 1PM

AT

NN
SN

Tip: The Autopick feature was

not available in Outlook 2010.

Next available 2-hour slot.

6.26 Add Attendees

<

This will allow you to Add additional Attendees

to a meeting.

Required - These are Attendees that are invited
and are Required to attend

Jeff Hutchinson

Optional

Resources

Optional - These are people that are informed
concerning a meeting but are Not Required to attend. An example of this can be
your boss who needs to know of the meeting but doesn’t need to attend.

Resources - These are conference rooms that do not require a response to the
meeting invite.

6.27 Add Rooms This will provide a list of Conference Rooms to add to your meeting.
] Tip: If you are on an Exchange Server, the Conference Rooms will be available
+ if the IT department has set it up.
6.28 Options There are two options available.

S

Click on Schedule Assistant Ribbon Tab > {C:)} Options >
¥ Show Only My Waorking Hours
2. [YIShow Calendar Details:

|
This will show the meeting name details.

Show Calendar Details

1. (4Show Only my working Hours:
This will block the meeting name details.

Meed

6.29 Don’t Send
Email

If you Don’t want to Send a meeting request to | | Attendees

a particular attendee, click the [ Checkbox . © ieffhuich@elearnlogic.com
next to their name.

dent UVIJ Gmail Accounts fStud?

Practice Exercise 110
Group Meeting

1. B Calendar Pane 2 Home Ribbon Tab ?New Group > ﬁ*New Meeting:
Title: Group Meeting

2. Click on Assistant Ribbon Tab2Attendees Group > Add Attendees.
3. Turn off the [ Checkboxes.

4. B Send.
5. Uncheck Attendees (so they will not receive an Email notice).
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6.30 Teams
Meeting

L )
T

Microsoft Teams is Microsoft’s solution to replace Skype Video Meeting.

When you create a new meeting, The :|Teams Icon will create a link to have
your Attendees attend in a Remote Video Meeting session. See the Teams
Courseware for more details at: www.amazon.com/dp/1691229652

6.31 Outlook 2010

The features for Scheduling Assistant for Qutlook 2010 is located on the bottom

Schedule View | portion of the screen but provides the same functionality.
Calendar Tab2Home Ribbon Tab 2Schedule View.
a 3:00 4:00 5:00 6:00 T:00 200 G:00 10:00 11:00 :
B3| | All Attendees ]
& jeffiutchi@myexcel.com
Add a name here -
[ I
Outlook 2010 View : — |-
] . . . | o
|| Active Meeting Time. :‘7|7| E )
\ |
[ | [ I [ [ | 1
: o] — ]
Start time |5un10f14;2013 | |11:00PM v|
<< ‘ | AutoPick Next »> Endlime  [5un 10142018 | [soem |
B Busy [ Tentative ] Out of Office [ Working Elsewhere [& Mo Information [ Outside of working hours
Add Others - This will add additional Attendees.
AutoPick - This will find a time slot available for all Attendees.
Options - This will reveal a meeting name or keep it hidden.
6.32 View Tracking | Responses to meeting requests are delivered to your Inbox and can be Tracked in
Status the Meeting Window. You can access the meeting planner directly:
Open meeting >Tracking Ribbon Tab > (Review the Tracking Status below).
File Meeting Scheduling Assistant Tracking Insert Format Text
Name Attendance Response
jeffhutch@elearnlogic.com Meeting Organizer MNone
Jeff Hutchinson <jeffhutch@mye Required Attendee Accepted
Practice Exercise 111 "

Tracking

1. &2 Calendar Pane > Home Ribbon Tab ?New Group 2 22 New Meeting:
To: Add several names
Title: Inventory Meeting
Location: My Office
Date: Next Thursday
Time: 8 am

2. ESend

. Recipient: Open Meeting Request DAccept> E Send Request Now.
4. View Tracking Status: Open Meeting >Meeting Ribbon Tab >Tracking >
View Tracking Status.

98]

Attendance Response
Meeting Organizer Mone
Required Attendee Mone
Required Attendee Mone
Optional Attendee Accepted
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6.33 Updating a When you Update a Meeting, you can change the attendees, time, location, or
Meeting resources for any meeting for which you are the organizer, as well as the status of

the meeting. You cannot change information for meetings that you did not

organize. Open a Meeting ?Meeting Ribbon Tab>Change the date and time >

Send Update

6.34 Canceling A You can also Cancel a scheduled meeting. When you Cancel a meeting that you

Meeting have already created, and to which you have sent invitations, you should always
send Cancellation notices to meeting attendees. This will also remove the event
L from their Calendar.

Calendar Pane 2>Open Meeting D>Meeting Ribbon Tab >Actions Group 2>

@Cancel meeting Button. Tip: Outlook 2010 icon
Student Project Bl Create a new Calendar and enter the followin@meeting,
Recurring Subject Time | Start Da
Appointments Return Outlook Review | 10-11 | Next Monday
Lunch Time Reminder 12-1 C

INCX

Group Meeting 1-3
Dept. Meeting
Weekly Planning
Project Meeting
Process Improvement

Last Friday of Every
Month
4™ Wednesday
15" of Every Month
Student Project B2 g are i el 3 be more difficult to schedule. In
Extra Credit # SCeLhC edule in®he standard Calendar tools.
Notes
2" Friday in December

Regular Status
Meeting

Next Tuesday Tuesday & Thursday End of
Every Month

Next Thursday Quarterly Meeting occurring
the 5® Thursday of Every
Month

9-10 | Next Friday 2" & 4" Friday Every Month

MFG Mee

0
Q
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Section 3: Multiple Calendars

Multiple Calendars can be used for different events such as personal, work, tradeshow, group

scheduling, department vacations, etc. These Calendars can be placed side-by-side or placed on top of
each other (overlay) to see how they relate to each other. You can also share Calendars with others and
put personal events on a different Calendar.

\

Concept Explanation / Command string in italic.
6.35 Create A Secondary Calendar can be used for different events Create New Folder
Secondary such as personal, work, tradeshow, department vacations, Name:
etc |Persuna\\

Calendar

Practice Exercise 112

Folder Ribbon Tab 2>New Group ﬁNew (%

New Calendar Name: Personal.
6.36 Viewing This will allow you to display multi aleMglars side-by
Side-by-Side check mark on the left pane. Y lay up to 30 Cale
Calendars L 3

Folder contains:

|Ca\endar Iterns

Select where to place the folder:

v @ jeffhutch@myexcel.com
> &7 Inbex (152)
> r—% Drafts

D Sent Items
> |]]] Deleted ltems (8)
ﬁ Calendar

Practice Exercise 113
View Calendar
Side-By-Side

Display both Main Calgn
Calendars Side-By-Si
Check the followin

nal (from the geevious praCtice exercise)
t ame screen.
] th calendars:

Washington, DC. * -

<« » May 25 - 29,2020

Today
79°F /65°F

v[v] My Calendars
Calendar
Personal

Calendar X «
MON TUE WED THU FRI WED

26 27 28 29 25 26 27

& P | searcncal O

THU FRI
28 29

6.37 Change
Calendar
Order

Practice Exer;
Change
Order

———————
~ Move Up
~  Move Down

and drop to the new location.

v[v] My Calendars v[v] My Calendars v[v]
Calendar > L+ Babenda
Personal: '

My Calendars

Calendar
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6.38 Overlay Several Calendars can be placed on top of each other to see how the events

Calendars interrelate. For example, you might have a Work Calendar that is shared with
other co-workers and a Personal Calendar you don’t want others to see. You
want to Overlay the Calendars to see if any event conflicts.

Practice Exercise 115 | Display both Calendars side-by-side DRight-click on the Personal Tab (located

Overlay on the top of the Personal Calendar) 2Choose EOverlay.
4 » May 25 - 29[ 2020 Washington, D.C. ~ 2 ;;E:{'fss"F
B Calendar X ® Personal X
TUESDAY WEDNESDAY THURSDAY
25 26 27 28
Memorial Day; United Stat.
9| |
6.39 Calendar Each New Calendar is assigned a def: lor. When you Automatic
Color create an event, this will be the defa olor? -

The color can be changed by:
Right-clicking on the CaP¥ndaRs

N\

olor

Practice Exercise 116 | | |55 Cylondaiggn ight-click Calen A8 e Right-click
New Calendar 7] Cale
Che 0. w Calendar. 7| Person +\j Open in New Window
2. Name: C rOjeCt 9 Create New Folder New Calendar...
3 ult Color: e N Hide This Calendar
: ° Special Prujey =
on SpeCial P S Folder contains: Qverlay
ge it to Li ht P' k. [ calendar tems
Vel‘lay sever sE\e%he:hm( ;:;ce the fr‘:\der vl My Calendars
IO Tp——
ht-click onghe > [ nbo 152 Calendar
’ %E;ﬁm Personal
Tab> > Over lay° i r@}gﬁkm © Special Projects;
5. To chan alendar order: Right-click on the Calendar +[® My Calendars

Chec at@@hin the Left Screen=> 21 Move Up: gL e

’ / /' Calendar
. Special Projects Calendar. Personal

ick the Special Projects Calendar > (3 Delete Calendar 9.
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6.40 Emailing
Your Calendar
As A Snapshot

Outlook allows you to send a Calendar or Calendars to other people in an
Email message. The Calendar appears within the body of the message as a
Calendar Snapshot. You can specify which Calendar to send and the level of
detail that you wish to display to the Email recipient.

Practice Exercise 117
Email Calendar

Calendar Pane 2Home Ribbon Tab2Share Group él\;/lEmail Calendar

Send a Calendar via Email >

Specify the calendar information you want to include.

Calendar: |Ca|endar v|

Date Range: [rogay g
Sun 10/14/2018

Dretail:

Availability only
Time will be shown as "Free,” "Busy,” "Tentative,”
“Working Elsewhere,” ar "COut of Office” e

|:| Show time within my working hours only

Set working haurs

I Ok || Cancel |

‘ L

To: (Email to yours 3 W
(Double-click the E contgining the Caknda@ot)

6.41 Printing
Calendar
Information

You can Print Calendar Print X
information and
individual Calendar

Printer

. i ) MName: HP Officelet Pro 6970 [D5DS42] ‘ | Properties |
items in daily, wee.:kly, status.
monthly layout, trifold, or Type: HP Officelet Pro 6970 PCL-3

g Where: http://[fes0:1262:e5ff:feds:d843%10]:3911/ D Print to file
Calendar details style. e

File Tab 2Print>

Print this calendar: Copies

[E'p Print Gptiuns Calendar v| Number of pages:
Print style Number of copies: E

D Collate copies

it B R

Page Setup...
Define Styles..

Weekly Agendla Style &
Weekly Calendar Sty

Monthly Style v

Page range
@l

Type page numbers andfor page ranges separated by
commas counting from the start of the item. For
example, type 1, 3 or 5-12.

Print range

Start |Mon 5/25/2020
End: | Fri 5/29/2020

[ride details of private appointments

Practice Exercise 118
Print

Calendar Pane >File Tab >Print >Scroll the Print style list box as
necessary and click Monthly Style > [_0K_|,

N\
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6.42 Weather Bar This appears on top of the Calendar grid below the ribbon.
EEEBEE B = OE R &
Day ‘Work Week Month Schedule Open  Calendar | E-mail  Share Publish  Calendar
Week View Calendar = Groups~ | Calendar Calendar Online ~ Permissions
7 Arrange | Manage Calendars Share Find
Toda ~ Tomorrow s Saturda
e 2014 NewYork NY - & 7000 oue 7 goorrorr - 7orreor Lo
Weather Bar TUESDAY WEDMESDAY [HURSDAY FRIDAY
3 4 c I
Tip: This feature is not available in Outlook 2016 but is available in
Outlook 365.
6.43 iCalendar iCalendar is a standardized Calendar format used to send to recipients.
Open Calendar item DAppointment D>Forward >Forward as iCalendar.
6.44 Additional File Tab 2O0ptions >Calendar > Time zones
Time Zone Time Zones =2 | Show a second m@ T |
5 |:_I Label:
WG 007 . . = Time zone:
The Second Time Zone will be .
displayed in the Calendar day Show a second time zone
view as follows: Label: |Pacific |
Pacific MTH Time zone: |[UTC-08:00] Pacific Time [US & Canada)
Jan] gam
6.45 Add File Tab 20ptions ?Calendar >Calendar Options >
Holidays Add Holidays...| p./son.
6.46 Calendar This will all'ow you to Group multiple [ My Calenﬁﬁ Right-click
Groups Calendars into a single category. For —__

Calend °
Persor Remoye All Calendars

could Group those Calendars. AT
Right-click on MyCakw e
New Calendar Group.

example, if you were managing several
Calendars for a specific purpose, you
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Section 4: Exchange Features

Exchange is an Email server used in conjunction with Outlook.

Concept Explanation /| Command string in italic.
6.47 Room Outlook does the work for you by looking through the availability of all
Finder recipients listed, and automatically suggests the best times everyone can meet.
6.48 Autopick If a scheduling conflict occurs, the AutoPick tool can automatically locate free
time slots for specified invitees. You can use AutoPick for all required invitees
Outlook 2013/2016 and one resource.
Tip: The Autopick feature is not available in Qutlook 2010.
6.49 Free And A planner displays Free And Busy Times for every attendee invited to a meeting.
Busy times If a time slot is blank, the attendee is free. If a time slot is colored, the attendee is
either busy or tentatively busy. You can right-click on any attendee’s busy time
slot in the planner for more information concerning that attendee’s schedule.
6.50 Delegation/ You can set Permissions of who can view your Calendars in an Exchange
Folder Environment. File Tab ?Account Settings ?Delegates Access > [add |
Permissions
6.51 Shared If you are working in a network January 26,2018
Calendars environment, you can access other users’ -

Calendars and allow them to access
yours. The events will appear as Busy,
Tentative, Out of Office, No
Information, and Outside of working
hours.

1. &2 Calendar Pane DRight-click on  —
Calendar DShare > 7 o

3 Share Calendar >

To: (User name) >

Details: Availability

Limited Details
Full Details

> E};’Send > .

HFSE Training 11 - Calendar
Micre:

soft Exchange Calendar

2. Go to the new user account > \
Open Email sent>
The info bar will provide a message >
Open this Calendar Button.

\'U'
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6.52 Calendar
Properties

Calendar Properties X

Right-click on the Calendar (located under the
mini-calendar) > Properties > Permissions >

HFSE Training 08
HESE Training 09
Anonymous

Here you can fine-tune the Permissions.

[ odi | [ oo ] [eropmiee. |

Tip: The default Permissions will give large permisons ‘ |
. Permission Level: | Free/Busy time M

groups access. File Tab-2O0ther user’s fead e

O None Ocreate items
folder DName: (Enter Name) DFolder Type: ® meapuny e Do s
Calendar >_0K_| oprm e o

Full Details

Delete itzms Other

®) None [JEolder owner

Q) Own [JFolder contact

Qal [JFolder visible

[ o ][ Cancel || appy |

6.53 Resources or

If an Exchange server is set up properly, Conference Rooms can be added as a

Conference Resource. When you invite a Resource to a meeting, it is automatically
Room scheduled. If the Resource is free, it will accept the meeting. However, if the
Resource is not free, it will automatically reject the invitation. A Resource can be
a room, Projector, or Equipment.
6.54 Free and Busy | A planner displays the Free And Busy Times of every attendee invited to a
Times meeting. If a time slot is blank, the attendee is free. If a time slot is colored, then

the attendee is either Busy or tentatively Busy. You can right-click on any
attendee’s busy time slot in the planner for more information concerning that
attendee’s schedule.

6.55 Set Free/Busy
Time Options

File Tab2>O0ptions > Calendar >Calendar
Options DFree/Busy Options Button.

6.35 Set Free/Busy
Time Options

6.56 Calendar This allows you to combine multiple people’s Calendars into a single
Groups consolidated Calendar. You must have the rights to access other’s Calendars on
Exchange. Calendar >Calendar Groups 2Create New Calendar Group DAdd
other users from Exchange.
6.57 Creating Group Calendars can be created for a particular Group or team of people and/or
Group resources. When you want to plan a meeting, you can open the Group Calendar,
Calendars view the availability of everyone in the group at a single glance, and then schedule

a meeting.

Practice Exercise 119

Group Calendars

Calendar Pane DRight-click on My Calendar 2New Calendar Group.

6.58 Calendar This will allow others on Exchange to view your Calendar.
Permissions Calendar DRight-click on the desired Calendar DPermissions Tab >
Permissions/Level: Reviewer.
6.59 Open Other File Tab 20pen >0pen Outlook Data File ?Name: (User Name) DFolder
Users Folder

T ?e: Calendar
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This will keep track of important action items or things to do. This can be done using paper lists or a
spreadsheet, but Outlook will provide Reminders and Tracking. There are two major classic
features such as Tasks and recently added To-Do Lists.

4
File Task Insert Format Text Review Help @ Tell me what you want to do
> = | Private
S8 MR vERE < BEY
E] - 4 | High Importance
Save & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow * Zoom Start
Close Complete Task Report = Up~ \L Low Importance Inking
Actions Show Manage Task Recurrence Tags Zoom Ink
Subject |
Start date |None E| Status |Notstarted v‘
Due date |N0ne E| Priority % Complete a
[] Reminder | None EI Nane v Owner jeffhutch@myexcel.com
L

Concept Explanation / Command stvig#®Sg,i

sks and To-Do Lists. v My Tasks

7.1 Tasks Open the Task pane to viéw de
' To-Do List

Click the 2] Tasks ico
interface) ?Click Task

Practice Exercise 120

New Task SNew Group

Subject

start date [one Bo]] status  [Not Started -
o ]
Due date [one E5] eriority  [mormal v| % complere [ox &
[ Reminder MNone E' Naone hd Owner jeffhutch@myexcel.com

7.2 Subject en enteging Tasks 2o ke®p track of day-to-day activities, it might be helpful to
name the i 5 Name (subject) based on group or prioritization. Then, you can

sort to keggp,cveything organized.

K Subject |
%
in ask name with the number 1 could indicate Follow-up Tasks.

le: 1-Follow-up with Janet.
tarting a Task name with the number 2 could indicate personal actions.
xample: 2-Call son’s 4"-grade teacher.
tarting a Task name with the number 3 could indicate work action items.
Example: 3-Complete software project.
Also, instead of using numbers, you can use words such as Follow-up, Personal,
Work, etc.

Practice Exécise 121 | Come up with a system that makes sense to you to keep your Tasks organized.

Group Group 1

Group 2

Group 3
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7.3 Start Date

establish when the Task will begin.

When you create a Task, you have the opportunity to

Start date Maone

|

/

4 May 2020 3
SU MO TU WE TH FR SA
26 27 28 29 30 1 2

4 5 & 7 8 9
o 11 12 13 14 15 18
17 18 18 20 21 22 23
24 25 el 27 28 29 30
31 1 2 3 4 5 &

7. ent
Complete

m—
Reminder Sound X
-When a reminder comes due

a Task >Cliffeon the Lo

inder checkbox 2Click the e Sound icon.

7.4 Due Date This will indicate when a Task should be completed. DE7AD
SU MO TU WE TH FR SA
26 27 28 29 30
3 4 5 6 7 8 9
11 12 13 14 15 18
Due date ‘None 18 19 20 21 22 23
25 el 27 28 29 30
1 2 3 4 5 6
7.5 Status The following Status’ are available: Not Started
Status Mot Started | w In Progress
4Completed
Waiting on someone else
® Deferred
7.6 Priority This sets the Priority of Lo and High. Low
Mormal
Priority | Naormal High
7.7 Reminder Each Task can set etion date or any
Reminder date!
Reminder | Tue 5/26/2020 5] |s00am -
7.8 Sound Sound Augi can be added j to play when due.
Reminder Tip; ition@) sounds can be fi i

Reminder | Tue 5/26/2020 5] 800 am - | | e
~
Choose Browse
Playth\'s sound to locate
|reminder‘wav ‘ | Eruwse..\\ addltlonal
Audio Sounds.
y,

my value desired.

; F
% Complete |0% =

gntage of increments are 25%, 50%, 75%, and 100%, but you can also

An Owner is the person who created a Task.

Cwner

Jeffhutch@myexcel.com
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7.11 Categories

You can use the Categories feature to prioritize your Field Chooser a
Tasks. You can also assign a color to a Task and sort by BilTaskfieds E
color Category. Once you assign a Color Category to a Cteaeres "
Task, the Task Category can be sorted by clicking on the Contac:

Categories Label/Field Name.

To add the Category to the interface:

Right-click on any Label/Field Name 2> BE Field Choos
Fields DCategories.

Practice Exercise 122
Calendar
Category

1. To assign a Task to a Category in the main scree
In Tasks Pane 3Select the desired Task 2. 4

B0
Tags Group = [CiCategory Button (C.
2. To assign a Category to an opened Tas

Open a Task 2> Tasks Ribbon Tab >Tags &

(Choose Category)
e:
4. To Group by Catego

3. To sort Categories in the main i
(]|
View Ribbon Tab -3feraWagment Group 2 gfftegdies.

I|Categories hd

7.12 Text Area

Click on the Categories Labe
You can enter Not 1ib€ a Task L Reminder  None (] [hne
more clearly.

This is the notes area

7.13 Copy Task

You @an

y and Paste a

‘Temp\ate - Software Development Check list

create agme ar Task. This Stat date stz ot
cre tS@aplate of action ite pisgee A |Non
[ Reminder Mone [:I Nane
refiler
1.
2.
3.
4
7.14 AssigndX Ta u can assig ifferent person. Click on the Assign Task button

and entering an Email ag@ress.

Once yoWjassign a , the following can be accomplished:

Reply To ask Request - When you receive a Task request from another
oumust accept or reject the Task request.

Update - You can press the Update Button to a previously

i
a atically be sent.
ing Assigned Tasks - When a Task is complete, the recipient marks it as

complete and an Email will be automatically be sent to you indicating it is
complete. A status will then be updated in your Task as complete.
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Practice Exercise 123
Assign Task

Open a Task DTask Ribbon Tab2>Manage Task Group > Assign Task.

7.15 To-Do Bar

You can display a Daily Task List in your Outlook Calendar or
Email interface. This useful integration lets you view your Tasks in
conjunction with Appointments in your Calendar. The Daily Task
List displays Tasks requiring follow-up action for the current date.
Tasks that are not marked as complete will be carried forweud. i) N
check all three checkboxes, it will display a Calendar on top ¥@sho =

your Appointments, People (Contacts) will provide qui ccS@to
resources, and the bottom lists your Tasks.

<
Today
& 79°F /64°F Search Personal ,O

To-Do
Bar~

l-
[==]
People
| Pane~

Calendar
People
Tasks

4 May 2020 »

« » May25-29

Arrange by: Flag: Due Date  |Today =~

SU MO TU WE TH FR SA |Typeanewtask

26 27 28 29 30 1 2 MON TUE WED THU FRI \J F:I No Date

30405 65 7 8 9 2 2 27 28 - King, Micheael

0 1M 12 13 14 15 16 T e 0]
17 18 19 20 21 22 23 I v [ Today

] o; ELPTIETIEY g [2] | JenTanner

31

June 2020

7.16 To-Do List
Tasks

You can view all your To-Do Lists on the Tasks Pane by
opening it and choosing the To-Do List. These are created
automatically when you mark an Email or Contact with a
Follow-up Tag.

Practice Exercise 124
Display
To-Do List

View and use the I)

Practice Exercise 125
Create To-Do
Item

1. Click the ] Email icon (located in the lower-left corner of the interface).
2. Select an Email 2Home Ribbon Tab >Tags Group > @ Follow Up dropdown

arrow > @ Next Week.
3. Open the Tasks Pane to see the To-Do List entry

D|Task Subject ‘Star‘t Date ¥ |Reminder Time |Due Date |In Falder ‘Categories

Click here to add a new Task

~ F] Next Week

The Cheapest (and Best) Full ... Mon 6/1/2020 Mane Fri 6/5/2020 Inbox

ask
Email

Lif you need to follow-up on an Email. A copy of the Email

This ¢ u
illgbe placed in the Task Notes field.

Practice Exercis Go to the Email Pane 2 Identify Email.
Drag n Drop rag n Drop Email message to the Task Pane. Drag apd Drop
Emai Email here.
p— q e \\
B R sas
7.18 Ad sk To This can be useful if you need to follow-up on an Email. A copy of an Email
Calen message will be placed in the Task Notes field.
7.19 Attach File To | This can be useful if you have documentation related to a Task.
Task
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7.20 Share Task

This will allow you to Share a Task by providing a Link.
Tip: You can only send the Link to a Microsoft Account such as
Outlook.com, Hotmail.com, or Live.com.

Practice Exercise 127
Share Task

1. Open the Task Pane and select the To-Do pane.

2. Right-click on the Task you want to Share ?Share Task List.

3. Choose Create Invitation Link DCreate sharing invitation >Copy link.

4. Open the Email Pane DPaste the link in the body of the message.

To stop Sharing: Right-click ?Sharing options ?More options DStop Sharing.

7.21 Save And
Close

You must Save and Close a Task in order to finalize it.

\M
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This is a way to keep a list or take Notes in a Meeting. It is a quick, easy tool to use.

Send [/ Beceive Falder View Add-ins Adabe PDE Q Tell me what you want to dc

[=" %N - ' iy | ' ’_\;I Ny [ [0} Search People
o | £\ ;; S L[]

EE Address Book
Mew  Mew | Delete lcon Motes List  Last 7 Days |:| Forward Move | Categorize
Mote lterns - -
Mew Delete Current View Actions Tags Find
hd N
Concept Explanation / Command string in italic. g
8.1 Notes Click the Notes button in the lower-left cornefg® gation Pane ‘
8.2 Note Name The first word in the Note will become the namé
Practice Exercise 128
New Notel Home Ribbon Tab->New Group 2> Note.
or
Double click on the body yhite e
Tip: Keyboard Command m.w N| keys - Create a Note.

Keyboard Commang

Practice Exercise 129 | Create the foll@ying
New Note?2
Home onyl ab

Search Motes

Shopping List Meeting

Motes
8.3 Close, Note Click the &the uppelr left corner of a Note to close it.
@I [X

e N @ t-click on the 0 Note icon (located on in the lower left corner)
lete.
l:' [® copy
Pe{sonal Shcppmg List M;:I'Ezlf- Quick Print
Forward
EE Categorize *
IE Delete |
Option 2 - Home Ribbon Tab 2Delete Group 2> mlDelete.
Option 3 - Select the Note DPress the |Delete| key.
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8.5 Color A Note You can Color-Code your Notes. Right-click ?Categorize dropdown arrow >
(choose a Color).
P|:|| I:‘ _ M[' :_EB Copy
ersona Shopping List ;;I % Quick Print
—> Forward
EE Categorize » l Clear All Categories
‘ ] Delete ‘ [ Business
7] Orange Category
I Green Category
[ Purple Category
7] Red Category
8.6 Modify A Modifying or Updating a Note is casy: Dou&-click 0lthe Note.
Not 0 O o
Personal Shopping List Meeting
Notes
2]
LPersonaI
5/26/2020 3.07 PM
8.7 Search Note 1 yword to Search for a

‘ Search Notes

bl &

Personal Shopping List

Practice Exerci
Search N

13

ord “Mike” under the word Personal 2>

[0 t’e Personal 9@
the Note bygpre. in the upper right corner ?Type the word
ike in the Search™freld.
| Mike X ‘AH Cutlook Items =
Results
] |Subjact Created ¥ |Catagories
‘ D Personal Tue 5/26/2020 3:06 PM

\
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Rules Wizard

Rules will allow you to find incoming or outgoing Emails, manipulate them or move them to a

specified folder.

Chapter Table Of Contents
Section 1 - Core Concepts

Section 2 - Exchange Features

Section 1 - Core Concepts

Concept Explanation / Command string in italic.
A.1 Start From A You can start a New Rule and apply it to eithe re Sending or
Blank Rule Receiving. The Rule will be applied to all accqlints receifing Email
A.2 Condition You need to select only one option

because when you add multiple
criteria, you must meet all

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

Conditions in order for the action

[]ifrom peaple or public group

to occur. If a Rule has several
criteria in one Condition, ggen i
generates an OR Condition

any criteria can be true. \
following are the mos

used:

1. From people u oup.
2. With specific

[] with specific waords in the subject
[] through the specified account

[] sent anly 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 bax

[ where my name is in the To ar Cc box
[] where my name is not in the To box
[] sent to people ar public group

[] with specific words in the body

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

[] assigned to cateqory category
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A.3 Action

This is what you are going to

do with the message once you

have selected a Condition.

The following are the most

commonly used options:

1. Move it to a Specified
Folder.

2. Assign it to the category.

3. Delete it.

4. Forward it to people or
public group.

5. Mark as important.

6. Play a sound.

A.4 Exception

4

Exceptions are usually not
set, but are available.

We rarely have Exc .
However, if the wro
is processed, thergyQu t

look at vhat @gtion
available.

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

imove it to the spedfied folder

[] assign it to the cateqory category

[] delete it

[] permanently delete it

[] move a copy to the specified folder
[] forward it to people or public group
[] forward it to people or public group as an attachment
[] reply using a specific template

[] flag message for follow up at this time
[] dear the Message Flag

[] dear message's categories

[] mark it as impartance

[] printit

[] play a sound

[] start application

[] mark it as read

[] run a script

[] stop processing more rules

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

[|iexceptif from people orpublicgroup ]
[] 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

[] except ifitis 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 notin the To box

[] exceptif sent to people or public group

[[] exceptif the body contains specdific words

[] except if the subject or body contains specific waords
[] except if the message header contains specific words
[] except with specific words in the recpient's address
[] except with specific words in the sender's address
[[] except if assigned to category category
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A.5 Order of Outlook Processes Rules from top to bottom. If two Rules conflict using the
Processing same attribute such as color, the first Rule will win. It will process two Rules as
long as it is not using the same attribute.
The following example below shows two rules using the same attribute of Play a
Sound. The first rule will run, but the second rule won’t.
- Mew Rule.. Change Rule~ EE Copy.. )(Qelete W+ Run Rules Now... Options
Rule (applied in the order shown) Actions
E Flay a Soundl r{]:):)
/| Play a Sound2 <)
In the two examples below, it doesn’t matter whi chey 2 in because ong
the condition is identified, it will process both Rules.
= New Rule.. Change Rule~ EE Copy.. xgelete -~ Run Rules Mow... Options
Rule (applied in the order shown) Actions
Play a Sound1 )
Mave ta File EJ:I
—
i-7Mew Rule.. Change Rule~ EE Copy.. xgelete -~ Run Rules Now... Optians
Rule (applied in the order shown) Actions
Move to File E
Play a Sound1 <)
A.6 Stop The Stop Processin 110 intop Process les.
Processing stop processing maore rules
. . 3
Practice Exercise 131 | gule 2 (below) fgg a I gfop Processing ch¥neans the third Rule will
top Processing not ru
|:|:|ﬂew Rule.. Change Rule = EE Copy.. xgelete & Run Rules Mow... Options
Rule (applied in the order shown) Actions
Play a Sound 4’)
Set Importance Flag | ‘ﬁﬂ
Maove to File DJ'
A.7 New Rule This will begin creating a New Rule S B o fam

= Mew Rule...

Step 1: Select a template

based on one of the defined criteria.
Usually, we will use the:
B Apply rule on messages I receive.

Stay Organized
m IMove messages from somecne to a folder
mi' Move messages with specific words in the subject to a folder
El' Move messages sent to a public group to a folder
Fn Flag messages from sameaone for follow-up
mi' Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
@ Display mail from someone in the New Item Alert Window
4’)) Play a sound when | get messages from someane
D Send an alert to my mobile device when | get messages from someone
Start from a blank rule
& Apply rule on messages | receive
E Apply rule on messages | send

File Tab ?Manage Rules and Alerts
> ElNew Rule >

N
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Practice Exercise 132 | As you sign-up to various monthly newsletters (such as Newsweek, PCWeekly,
Specified Folder New York Times), these monthly newsletters, over time, become a weekly Email

message once they have your Email address. To reduce the volume of Email, you

can move these to a Folder that can be read at your leisure.

Move the Email as it is received from a sender to a specific folder:

1. Create a folder under the Inbox called Newsletter.

2. File Tab ?Manage Rules and Alerts > =INew Rule >

IEI Apply rule on messages | recei\fe|9 Mext =
3. v with specific words in the subject 9Cllck @ sec

9
Specify words or phrases to search for in the subject:
PC Weekly
Search list:
"NewsWeek" or
_"PcWeekI)"' ar |
SEFEERS : Remove Add NE){T }
Tip: Notice PCWeekly is spelled 2 dids rent ways to catch all occ
4. move it to the specified folder| 3 yjaf in the lowe o

Specify words or phrases to search for in the subject:

¥ INDOX

Newsletted

|News|etter

5. No Exceptions 9@

Step 1: Specify a name for this rule

Mewsletter

Practice Exercise 133
Play Audio

‘ |jeffhutch@elearnlogic.com

S oK [ Next> |
Click in the lower section >

3,

Step 1: Specify a name for this rule

|F'Iaj,r Sound 9,W|

est It: Send Email from jeffhutch@elearnlogic.com ?Subject:
Play Sound2>Send (you should hear the sound, Tada).

Tip: An alternate location for sound files C:\Windows\Media\.
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Practice Exercise 134
Category

Assign a Category to an Email from a specific sender. For example, if you use
the Category feature to segregate Emails, then this is a way to Categorize your
Email automatically.

1. File Tab >Manage Rules and Alerts >=INew Rule >
EI Apply rule on messages | receive|9 Mext > |
2 |w from people or public group | 3 cyjek [2eople or public group) ;

‘ From ‘ |jeffhutch@elearnlogic.com

section >
3. [ assign it to the category category| 3cyick gory
(Choose Category) > QK | Next > |
4. No Exceptions > [Next » ],

Step 1: Speafy a name for this rule

5 ‘Assign Category 9,W|
Test It: Send Email from jeffhutch@
Assign Category >Home Ribbo
(Choose Category).

Practice Exercise 135
Forward

A ) A
a f 0 .
Step 1: Specify a name for this rule
3 |Forward to studentab em
Test It: Emailﬂjeﬂhutch@elearnlogic.com >

Forward any message figm a

sectis =
3 forward it to

ard to Studentabl DSend.
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Practice Exercise 136
Reply with
Template

If reading Email is your primary responsibility, then this feature could be used to
quickly communicate with your customers. Here, you can Automatically reply to
a sender using a keyword in the subject. This can be used to provide information
to customers quickly such as a help desk stating the support response
commitments or to provide documentation based on keywords.

Define an Automatic Reply Template:

1. Home Ribbon Tab >New Email.

2. Format Text Ribbon Tab > Format Group—> >

3. Type in the body the information that is to be displayed in your reply message

Subject

Type in the body the information that is to be displayed in your reply message.

4. File Tab2Save As >
File name; ‘ MyTemp.oft

Save as type: | Qutlook Template (.0t N Save .

Tip: Save it in the folder:
C:\Users\(username)\AppData\Roaming\Microsofi\Templates)
The following will define a Rule for Automatic Reply to the incoming Email:
5. File Tab ?Manage Rules and Alerts 2 =|New Rule >
1 apply rule on messages | recei\fe|9m|_

6. v with specific words in the subject| =3 Click in the lower section >

Specify words or phrases to search for in the subject:

ZAGGE Add
i >l add | 3 or ][ Next > |
7. reply using a specific template >Click [ a specific ternplate in the lower section >
Select a Reply Template X
Laok In: |§User Templates in File System |T|| | Browse... ‘ ‘EEE_
| ChUsersyeffh\AppData\Roaming\Microsoft\Templatesi*.oft |
|’\“1"T‘*'””p l Select MyTemp ]
[
Display name: | MyTemp
File name: MyTemp.oft Cancel
Description: A
Contact: Version:

Message class: IPM.Note

3| open | 3[Neds] Test It: Send Email from Email
. account A to Email account B>
; [ Next > |
8. No Exceptions 2 27>, Subject: ZAGGERI DSend
Step 1: Specify a name for this rule (vou should see the template in
g |ZAGGERT 9|W| account A).
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Practice Exercise 137 | Flag a Message from a specific sender for follow-up or action:

Flag
Message

1. File Tab >Manage Rules and Alerts >=1New Rule >
E Apply rule on messages | receive|9 Mext > |

2. from people or public qrcuup|9 Click [people or public qrc:up|,-n the lower
section DFrom: jeffhutch@elearnlogic.com >__0K | Next> |
3 flag message for follow up at this time | > Click follow up at this time

section > For: Today > 0K || Next> |
4. No Exceptions > Next > |

Step 1: Specify a name for this rule

5 Flag > Finish Q
Test It: Send Email from jeffhutch@elearnlo

Subject: Flag message 2Send.

in

Practice Exercise 138 | Mark a Message from a specific sender

Important
Message

s Important.
ew Rule>

1. File Tab >Manage Rules and Ale

lower

Step 1: Specify a name for this rule

Automatic Importance

Practice Exercise 139

Delete It

o)

E Apply rule on messages | receive MNext =
o [ with specific words in the message header | _yy;.x [spedfic words| ;1 1o Tower

Step 1: Specify a name for this rule

Delete Junkvendor > Finish

st It: You can only test this by changing the name “junk vendor” to an
Email you have previously received.

This will stop all Rules if an Email was sent directly to you:
1. File Tab >Manage Rules and Alerts > =INew Rule >

IEI Apply rule on messages | recei\fe|9 Next > | Step 1: Specify a name for this rule
2 |w sent only to me | [ Next > | Sent Qnly to Me

5.
3. | stop processing more rules | 3[Next > | [ Fimeh |
4. No Exceptions S Next> ]
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A.8 Change Rule

Change Rule =

This will add or Change an existing Edit Rule Settings...
Rule to include one of the following
. Eename Rule
options.
File Tab ?Manage Rules and Display in the MNew Item Alert window
Alerts DSelect desired Rule >Change € Play 2 Sound..
Rule dropdown arrow >Choose an N
. Move to Folder...
option.

(F Copy to Folder..,

m Mark as High Priority
4 Mark as Low Priority
X Delete Message

A.9 Copy If you want to make changes to a Rule but also want to keep the origonal just in
B Copy.. case the change doesn’t work, you can make a Copy prior to making a change.
Email Rules | Manage Alerts
= New Rule.. Change @ 7K Delete | « ~+ Run Rules Now.. Options
|Ru|e (applied in the order shown) Actions
A.10 Delete This will Remove the selected Rule.

Email Rules | Manage Alerts

= New Rule.. Change Rule~ EE _(épy... xgelae 4 = Run Rules Now.. Options

|Ru|e (applied in the order shown} |Acti0ns

personal [

A.11 Move Rule

[+ ~]

The small arrows will allow you to change the order that Rules will process.
Select the desired Rule DPress the up or down arrows.
Email Rules | Manage Alerts

= New Rule.. Change Rule~ EE Copy... XQ‘:' Run Rules Mow... Options

|Ru|e (applied in the order shown) |Acti0ns
personal |
A.12 Run Rules Often times, a Rule is created after you receive Email to be filtered. In this case,
Now however, you can Run Rules in your current mailbox to test the Rule.
q e
Bun Rules Now.. Home Ribbon Tab >Move Group > =Rules >
Email Rules | manage Alerts
{=gNew Rule.. Change Rule = EE Copy... xge\ete “~ thl'ons
|Rule (applied in the order shown) |Acti0ns
personal |
Select the desired Rule>Choose Run Rules Now.
A.13 If you are upgrading your system or Options %
Import/Export moving to a different computer, you can mport znd export
RllleS EXpOl‘t the deﬁned RllleS and ImpOI’t Impert or export your rules to and from previous versions of Outlook
them to a different computer. [Beortrues. | [moorrues |
A.14 Move Action Once a Move Rule moves a message to a folder, no other Rules will be processed

on that message because it is physically unavailable in the Inbox. However, a
copy Rule will continue processing other Rules because it is still physically in the
Inbox.
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A.15 Client-Side

Client Rules will only run when Outlook is open. If you create a Client-Side

Rules Rule to notify recipients you are out of the office, Outlook must be open in order
for it to run.

A.16 Junk Email Junk Email vendors are constantly changing a sender’s Email address which will
bypass the block sender’s list. As Junk Mail vendors get more sophisticated, we
too must increase our knowledge of techniques to filter Email. The Rules feature
is one technique you might want to consider.

A.17 Junk Mail Junk Mail Rules run before custom Rules. Refer to Appendix E concerning

Rules how Junk Mail Rules are processed.

Section 2: Exchange Features

A.18 Server Side
Rule

Server-side rules are stored on an Exchange Server so the client application (local
installed Outlook) does not need to be open in order to process a Rule.

Server-Side Rules take priority over all Client-Side Local Rules regardless of the
order of the Rules listed. One example of a Server-Side Rule is the Out of Office
Assistant.
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This will allow you to connect Outlook to your Internet or Exchange accounts. All Email accounts
can be available in Qutlook to view, sort, and read. However, when new Email arrives on your
internet or Exchange accounts, it will be downloaded automatically if you are using a POP protocol.
In this chapter, we will show you how to set up POP and IMAP connections to your Intefet and

Exchange accounts.

Chapter Table Of Contents
Section 1 - Setup POP and IMAP Accounts

Section 2 - Exchange Features

Section 1: Setup POP and IMAP Accounts

Concept Explanation / Command string in italic.
Practice Exercise 141 | Create a Google account at https://account.google.
Google Accounts you are using this material in conjunctj

m to use with thi
ith our Remote O, ¢

B.1 Outlook Data
Files

automatically create a ng
a new Outlook Data Fil
means you can have

B.2 Outlook Data
File Location

disk. In Windo |
C:\Users\(ugern
\User§\(u a
e
3 Ot

>, technique is to h4
‘oﬁ Wyou would havegig

B.3 IMAP Account

s because the accounts are in sync. If your

all Emails will remain on the internet account. If
0ok on computer and configure IMAP, all Email will be
restored fro ¢ internet account. One common problem is, however, you need to

Outlook 365

N ok DFile Tab Info 9%Account Settings 9%Account Settings
| Tab > <New Button:

Email  Data Files RSS Feeds SharePoint Lists Internet Calendars

g New... 3 Repair.. 2f Change.. @ Set as Default X Remove

Email address J Advanced options &

Let me set up my account manually 9

b Jeffhutch@myexcel.com

3. Choose Email protocol:
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g % K &

Microsoft 365 Outlook.com Exchange Google

= & R

POP IMAP Exchange 2013
or earlier

4. Configure IMAP Settings:

IMAP Account Settings
jeffhutch@rmyexcel.com (Mot you?)

Incoming mail

Server | mail.myserver.com | Port |993 |

Encryption method m

O Require logon using Secure Password Authentication (SPA)

Outgoing mail

Server |5mtp.my5enrer.com | Fort
Encryption method m

O Require logon using Secure Password Authentication (SPA)

5. Set Password: V

Password @

6. Status Prog

Account successfully added

E IMAP

jeffhutch@myexcel.com

will see the following message:

Something went wrong

We couldn't find the incoming (POP) server. Please check the incoming
(POP) server name in account settings and try again.

Troubleshoot problems setting up your account

| — Mot jeffhutch@myexcel.com? |

| —> Change Account Settings |

| —> Troubleshoot |

8. Final Result:

>

G Mew.. F& Repair.. [ Change.. @ SetasDefault 3 Remove 4+ &

Email Data Files RS5 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

| Mame Type
| jeffhutch@myexcel.com IMAP/SMTP
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Practice Exercise 143
IMAP
Outlook 2010

1. Open Outlook DFile Tab DInfo DAccount Settings DAccount
Settings D>Email Tab->New Button > ® Email Account >lhext > |,
2. Your Name: Student] PEmail Address: studentabl @gmail.com >
Password: myoutlook > Next> |

3. (autoconfigure) >
Test It: Test the account settings and delete account:

File Tab ?Info DAccount Settings DAccount Settings
Email Tab 2>(Select Student Account) 2 Remove Button

Practice Exercise 144
IMAP Manual
configuration
Outlook 2010

1. Open Outlook D File Tab 2Info DAccount Settings
Settings = Email Tab=>New Button > ® Emgied

2. ® Manually configure server settings >
® Internet Email >Nedt =],

Username: studentabl DPasswo
4. General Tab - Mail Accoun

5. Outgoing Server T
authentication >®
6. Advanced Tab - Lg

type of encryptedico
Use the folloging

ate Outlook Data File for storage or both accounts
e location. You will need to contact each internet
special instructions needed and specifically identify the

B.4 POP Account e ) ¢
be A c
et account, i 4
accounts, they ca
n use the same .PST sto ion. i
provider tOW@gtermine
internet ports W@&5/110) used, but oftentimes the defaults work just fine.

o\
Q
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Practice Exercise 145
POP Account
Outlook 2020

1. Open Outlook DFile Tab Info 9%Account Settings 9%Account Settings

—=>Email Tab -2 :iNew Button:

Email

Data Files RSS Feeds SharePoint Lists Internet Calendars

g New... 3 Repair.. 2f Change.. @ Set as Default X Remove

;

Ernail address

Advanced options A

7 Jeffhutch@myexcel.com Let me set up my account manually

98]

. Choose Email protocol:
Advanced setup
g % R G
Microsoft 365 Outlook.com Exchange Google

M =& R

POP IMAP

N

Exchange 2013
or earlier

*

4. Configure Email:

POP Account Settings
jeffhutch@myexcel.com

(Mot you?)

Incoming mail

Server |mai\.my5er\rer.com | Port |995 |

This server requires an encrypted connection (SSL/TLS)
O Require logon using Secure Password Authentication (SPA)

Outgoing mail

Server | smtp.myserver.com |

Encryption method m

O Require logon using Secure Password Authentication (SPA)

Port [465 |

Message delivery
[J usean existing data file

Browse..,
. Enter Account Easswo’:

Connect

Adding jeffhutch@myexcel.com

We're getting things ready

7a. If it worked, you will see the following:

Account successfully added

]

POP
jeffhutch@rnyexcel.com

7b. If it failed, you will see the following message:
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Something went wrong

We couldn't find the incoming (POP) server, Please check the incoming
(POP) server name in account settings and try again.

Troubleshoot problems setting up your account

‘ —>» Mot jeffhutch@myexcel.com?

‘ —>» Change Account Settings

‘ —> Troubleshoot ‘
8. The end result will look similar to the follomo

Email Data Files RSS Feeds SharePoint Lists  Internet Calendars  Published Calendars

C New.. % Repair.. I Change.. @ Set as Default X Remove * &

Mame Type
|effhutch@myexcel.com - POP/SMTP S -
Practice Exercise 146 > {8 un-t.Settings SActuft
POP Account
Outlook 2010
server: pop.
Userpameg:
7 J
&¢It account settings and delete account:
nfo DAccount Settings ?Account Settings PEmail Tab >
ele@®Student Account) > Remove Button >Yes.
‘Tip: er possible ports to try 110/465.
B.5 SSL Secure Sockets Layer (SSL) is an Encryption protocol designed to provide
Encryption communication security over the Internet. If the internet provider uses SSL, you
must add it to the configuration of the Email.
B.6 TLS Transport Layer Security (TLS) is an Encryption protocol designed to provide
Encryption communication security over the Internet. If the internet provider uses TLS, you

must add it to the configuration of the Email. See Advanced Tab in POP
Account exercise above.
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B.7 RSS Feeds In
Outlook

This is a built-in feature that pulls information from news and blog sites:
In a Web Browser: Go to the website: www. Freerssfeed.org >

Click on the - Icon = Copy the link: select link=> keys >
In Outlook: Right-click on the RSS folder in Outlook ?Add a new RSS

feed > Paste the RSS Link: Click in the box: keys S 294 | >
Test It: To test the RSS feed: Go to the RSS folder to see the RSS Feed.

B.8 Search
Locations

One aspect of creating multiple accounts is assuming all Email accounts are set up
to be Searched if all locations are chosen. Home Ribbon Tab D Filter Email >
More Filters 20n the Search Contextual Ribbon 2Search Tools >

Locations to Search ?Make sure the accounts are checked.

Section 2: Exchange Features l i 3 A

B.9 Exchange Only one Exchange Server Configuration can be added per Outlook installation.
Server However, multiple POP and IMAP accounts can be added to Qutlook.
Configuration

B.10 Work Offline

There is a feature to Work Offline and when configured, it stores Email on the
local Outlook Data File (.ost).

B.11 Exchange
Setup

This can be customized depending on the implementation and setup of an
Exchange Server.

Page 120



Appendix C - Import /[Export

Over time, Outlook items will begin to accumulate. To keep your Mailbox from becoming too large
and cluttered, you can either delete items or Archive them. Archiving removes items from their
original folders and places them in corresponding folders in a file called ARCHIVE.PST, You may
need to clean out your Email folders and save them to a backup file for future recall. Th
Import/Export feature can use the same file structure (.pst), but the Import/Exfortafgatuig has to be
executed manually.

Chapter Table Of Contents
Section 1 - Core Concepts
Section 2 - Exchange Features

Section 1: Core Concepts

Concept Explanation / Command string in italic.

C.1 Quick Access This is located on the top left of the O
Toolbar interface.
It is used to provide easy access

Options 2 Quick Access &ool

9 Q-8 - -
ly used comman h >
oose Command) > )

Practice Exercise 147 Choose commands from: (&)

Import/Export All Commands

Outlook Options
General Eg‘%.] Customize the Quick Access Toolbar.
Mail .
Choose commands from: @
Calendar
| All Commands v|
People
Tasks 40p Group Settings = h
Groups @
Search
Help @
Language Help ()
Help
Ease of Access " Hide Ribbon
Advanced | High Importance
HTML
Customize Ribbon lgnore Conversation
Quick Access Toolbar D IM (Instant Message) 4 D
~ " = IMAP ()
Add-ins g—H7IPP Folders... o~ N
5 , Add >
s Import & Export D < — —]
Trust Center . I
saetan s << Remove
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C.2 AutoArchive
Setup

AutoArchive is a tool that pulls Email and stores them based on parameters
chosen. Default parameters will pull Email and store it in an Archive file. The
problem is most users don’t know how to restore Email that has disappeared.
Tip: To restore an Archived file: File Tab 2Open & Export>0pen Outlook
Data File

Practice Exercise 148 | Outlook, by default, automatically runs every 14 days and archives jfems older

AutoArchive

than 6 months. To configure AutoArchive: File Tab 2>Options > Adganced

AutoArchive

Tab > AutoArchive Label >Choose | AutoArchive Settings.. \
\

LE‘B Reduce mailbox size by deleting or moving old items to an archive data file. | AutoArchive Settings...

AutoArchive )4

[v]Run AutoArchive every |14 |2 days

Prompt before AutoArchive runs
During AutoArchive:
Delete expired items (email folders only)
Archive or delete old items
Show archive folder in folder list

Default folder settings for archiving
Clean out items older than | & = |Months

@ Move old iterns to:

ChUsersyjeffhDocuments Outlook Fil Browse...

4 O Permanently delete old items

Apply these settings to all folders now

C.3 Export

K
Q

1. File Ta Optionsd;anced Tab 2Export Label ?Export Button >
2. Choose angtion to perform: Export to a file [ Next>] >

3. Creaf€ a ype: Outlook Data File(*.pst) > >
4$gle er to export from: (Choose the top-level folder)
x Select the folder to export from:
RSS Feeds
@ Tasks
W FIE] jeffhutch@elearnlogic.com
1 Inbox (34)
[ Drafts [4]

Sent ltems
| [nclude subfolders | Include Subfolders [ Next>1>

5. Save exported files as: C:\Data\Outlook365-1\Backup2-2-2020->
® Replace duplicates with items exported S[Next> |3

6. 2Password: No (It is not necessary to specify a password).
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C.4 View This will connect to the data file and display it in your folder list:
Exported 1. File Tab>0pen & Export=> _ _
Data @ . > jeffhutch407 @hotmail.com
Open Outlook Data File >
(Choose the Data file) > (oK 1 Button. > jeffhutch@elearnlogic.com
2. (The Opened Data File will be displayed in the
folder list on the left side of the interface). > jeffhutch@myexcel.com
3. Expand the file by clicking \2] >Drag n Drop the S Outlook Data File
desired files to the active folders.
Tip: If you copy the files, they will remain in the Backy@O
Tip: In Outlook 2010 use: File Tab 2Open 9@
C.5 Import There is no need to Import unless you want t
replace Active folders with a backup file. The
because you can selectively choose items desire
1. File Tab2Options ?Advanced 2Expart Label 2Export Button
2. Choose an action to perform:
Import from another program or fit > "
3. Select file type to imp§ Data File(*.pst) >
4. File to Import: (Choo
5. Read the following ¢ efully so you ose valuable items.
Options
ORepIace duplicates with items imported
OAIIow duplicates to be created
@ Do not import duplicates
C.6 Import Open the'@on Cards view, if necessary.
Contact .

[ 4
Diflook365-1>Contacts.pst > Open | [ Mext >

\2-
Nemowe]
. Contacts folder
Select the folder to import from:

v [ outlook Data File
IE Deleted ltems

k= Contacts 9,W|
1 n‘ltlook 2013: File Ribbon Tab 20pen & Export >Import/Export.

A\
Q
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C.7 Alternative
Backup
Technique

Store all previous year’s Email in a separate folder. Then, use the export features
to export each folder to a specific location.
1. Each year create a Folder called Archive2020:

~[>] Inbox 94

rehmve
] Archive 2020 1
] Archive2019

At the beginning of 2020, export Archive 2019 to a file calle c 19.pst:
2. File Tab2>O0ptions ?Advanced Tab 2>Export Label > Eagng ton

5. Select a folder to export from: Archive201,
6. Save exported files as: C:\Data\Outlook36:

@ Replace duplicates with items exported D Netz P>
7. >Password: No (It is not n ry to specify a p rd,

Section 2: Exchange Features

C.8 Outlook Data
File

Often, Exchange puts disk storage limitations on the number of items stored in
Outlook. You can create an Outlook Data File to store them on the local C: drive:
1. Create a blank folder: Right-click on the Inbox (located in the left
Navigation Pane) > 1 New Folder=> Name: Backup.
2. Create Outlook data File: File Tab >Options ?Advanced Tab >
Export Label ?Export Button >Choose an action to perform:
Export to a file >[Next > | 3Create a file of type:
Outlook Data File(*.pst) > Next> |3
3. Select a folder to export from: Choose Backup >
Save exported files to: C:\Data\Outlook365-1\Backup.pst >
4. 2>No (do not specify a password).
. Add Outlook Data File: File Tab 2>Open 2Open Outlook Data File >
C:\Data\Outlook365-1\Backup.pst > Ooen |,
6. Drag n Drop an Email to the new Outlook Data File - Once you create a
Personal Data File (.pst) using Archive or Export, you can attach the file
(.pst) as a separate mailbox.

9]

C.9 AutoArchive
On Exchange

Often, Exchange servers impose storage limitations on the amount of Email
stored. You can create a Data File located on the C: or stored folder to store Email
permanently as well as for long-term storage.

C.10 Size Limits

Often, Exchange administrators will limit the storage size of Outlook information.
If you are always facing limitations, you can use the Archive feature to remove
Outlook Data.
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This is a way to merge a database (Outlook, Excel, or Access) with a document in order to create
multiple Emails with the names in the body of the massage. Here, we will focus on merging an
Email message with a list of Email addresses. This can be used to send Emails directly from you
(with no other Email address) to your customers on a mass scale.

Merge

D.1 Word Mail When you send Emails to multiple people on the CC Ii

perceived as non-important. Also, when you BCC multi

Student Project C1 First, create a Beta contacts folder to test

Create A Beta 1. Click on the 23 Peoples Pane ed in the lower-le
List Right-click on the Contacts féier ([0Rgted in the le
> New Folder Re eta Mail List.
2. Add several Emailggddr hé Beta Mail List:

Create
Message

Studentabl@gmaikco denglb 1(@gmail. comygStudental @gmail.com.
Student Project C2 Open the documen psoft Word to be se @” eate a message
i = ]

similar to the f yhich will be the ed mail:

Mail Merge

Student Project C3

ail Merge
Mail Merge

if the mail list is stored in Excel) 2Choose @ People Pane >
eta Mail List” folder 20K | 0K |3 Next> |

1 Merge Step 5 of 6: >[Next>]

This is used to see if the Email looks the way you want.

Mail Merge Step 6 of 6: Choose the “Electronic Mail” button DSubject
line: (type in the subject) > ¥ Al DL _0K ],
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D.2 Mail Merge

1. @ People pane DSelect several contacts using or keys.

2. Home ribbon tab 2Mail Merge Dcomplete the following screen:

Mail Merge Contacts hd
Contacts Fields to merge

OAI[ contacts in current view @AII contact fields

@ Only selected contacts O Contact fields in current view

To filter contacts or to change the columns in the current view, on the View tab, point to Current
Wiew, and then choose a command.

Document file

@New document

O Existing document: l l Browse...

Contact data file

To save this contact data for future use or reference, specify a file name.

D Permanent file: l l Browse...

hMerge options

Document type: Merge to:

Form Letters | |New Document |

| (o] || Cancel |

at was chosen 0K,
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If you want to broadcast Emails to your customers, there are some rules you must follow to prevent
them from going to the Junk Mail filter. We will also discuss picking the best times to send Emails.
An Email should be carefully constructed and approved by multiple staff.

E.1 Junk Mail
Folder

best to avoid them altogether.

E.2 Junk Content
Filters

Junk mail filters work by looking for key

an Email: advertisement, !, $, free, money ¥ § accepted, removal
instructions, extra income, be amazed, your 1116 y subject to credd
earn xxxx per week, check or mone er, print out and fay
$, Dear friend, for free?, for free!
visit, SPECIAL PROMOTIO

E.3 Adult Content
Filter

adults, adults only,
xxx!, free, or adult.

E.4 Email Tone

seriousness Qr iteg
Rule 1 - Ren¥@in 0Qas

oW paragraphs. State why the information is

le 5 Persu
and conclude

oblem you are addressing, outline ideas clearly,

E.5 For tin
uideli

1€2
R
igifipl message. Example: “Open a can of worms.”

4 Proper use of Font - Special formatting and font adjustments used for
emphasis might not get converted.
The To or From line should not contain: friend@, public@, success@,
sales@, mail@, or hello@. This is sometimes used in conjunction with a large
BCC list. Example: friend@elearnlogic.com.

When you send a broadcast Email, you can request to add the Email to the
Safe Senders list. Also, Email located in a recipient’s contacts folder is
considered a “safe list” Email which will prevent future blocks. Add the
following test: To make sure you continue to receive Email from us -- please
add-Jeffhutch@elearnlogic.com to your contacts, safe list, or contacts folder.
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E.8 Best Time To
Send

Rule 1 - Tuesday and Wednesday between 9 am and 2 pm are the best times to
send Emails. Thursday is the second best.

Rule 2 - Friday and Monday are not preferred. However, some groups such as
sales organizations may prefer your message these days because it may be a
slower time or low workload.

Rule 3 - Design Emails to be viewed in the Preview Pane. Fifty percent of
your Email recipients will only look at what appears in the windd§y screen and
will not scroll further down the page. There are five inc which to
squeeze your best content or offer.

Rule 4 - Eight Second Rule. The average Email recig
than eight seconds reviewing Email. To test this feaf ¢
Email and close it in 8 seconds. Try to remgffiber Rou see.
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The Zero Email system is action-based and is designed to process Email quickly so you won’t have to
continually reread it. If more time is needed for response, move the Email to the “Immediate Action”

folder. Informational Email can be stored in the “Reread” folder for later, and all other mail will go to
the “Archive” or “Delete” folders. People should not read email every 5 minutes, but at sp@ci
intervals during the day. Of course, the goal is to read, respond, and get it out of as\guickly as
possible. Time is limited and the attention to address big issues becomes gradually @ i
are constantly reading and rereading Emails. Although there are many avenues gifagtr
information, including Email, everyone must develop their own system of pr@gessi
order to get important work done. Therefore, in this chapter, we will d ero ¥mail
technique.

F.1 Outlook Only maintain a few folders and as you cof ocess Email, they
Folders fall into the appropriate location.
Inbox
Immediate Action
ReRead
Archive
Other A
F.2 Initial Email Some Emails you Y esponded to b 2 to 4 lines. This
Process could be a meeting 1 tiomprequest for iffor , 8reement response,
someone sendi a dly message, or e requiring quick

action. Other and you may need to drag

F.3 Immediate i ¢ gnse or you need to do some
Actions € ]
Folder ¢ Inbox, you have met your goal and
ediate Action” folder Email.
#you can read when you have time. Nothing
es a response, only an optional response. It
could be an a intef@sts you, a CC’ed Email, or an offer from a vendor
that you may wa sider.
rocess your Email, it will be stored here. You can use search
d the Email if needed at a future date. All your processed or

v and all Email should be moved to the Archive folder once you
ccomplished your objectives.

&ving Email to the Archive folder is very straight forward.

Refer to Appendix A for more information.

You would create a Rule to look for a specific keyword in the Subject. You,
then, add multiple keywords to the Rule to identify more Emails.

You would create a Rule to look for a specific keyword in the Body. You then
add multiple keywords to the Rule to identify more Emails.

You would create a Rule to look for a specific keyword in the Subject or
Subject Body. You, then, add multiple keywords to the Rule to identify more Emails.
Rule
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F.11 Email You would create a Rule to look for a specific Email address. You, then, add
Address multiple Email addresses to the Rule to identify more Email.
Rule
F.12 Delete folder | Use the Delete folder to get rid of Emails you do not want.
F.13 Junk Mail An Email will be redirected to the Junk Mail folder when flagged as Junk
Folder Mail. You will need to look at this from time to time to make suge good
Email has not been flagged as Junk.
F.14 Junk Mail Take advantage of third-party Junk Mail filter services® it works:
Filter All internet Email is redirected to the filter service. Then, is sent
to your internet provider Email account. Talk to youy c
if they support any specific vendor or if they provid
cost. This will drastically reduce your Jun,
F.15 Categories You can create a Rule or manually file Ex
sure you modify your Category names to
F.16 Flagging
F.17 Quicksteps

F.18 Schedule
Time to Read

nd afternoon, or twice a day).

F.19 Other
Internet Accounts

ay choose a different time of

Infor n

F.20 Set mails more often. If this is the case,
Expectations§ di meeting and communicate with the team
bout a new w; e fTcient. You might be an inspiration to others
ho are boggfd do i ail.
F.21 I, Keep in mind mapll is only one vehicle to communicate. Don’t forget
Meags of other qagans of ¢ 1cation such as phone, meetings, personal interaction,

blogs, feeds, Facebook, Twitter, and Instagram.

a system to process your Email, write it down, and stick with

@ bsing technique is becoming more accepted. For more information,
carch the internet for the keyword “Inbox Zero.”

Folders used to store Email in categories can get cluttered. Before you create

F.24 Folder
Organization | folders, make sure the method used is logical so you will be able to process
and retrieve stored messages quickly. Low priority Email should be stored for
later reading and high priority Email must be processed immediately. If you
don’t have time to process high priority Email, you need to identify it in order
to process it at a later time. After the Email is saved, you do not want to waste
time hunting for Email later.
F.25 Folder The traditional layout is to create folders for each major subject and file
Traditional Email accordingly. Keep names somewhat general such as “Newsletters,” and

file all Newsletter related items together.
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F.26 Folder High
Power

Create 3 folders:

1) Action or Urgent - Store in this folder things that need to be read
immediately and require a response.

2) Read - Email that requires no action but information that you want to read.

3) Archive - When you are finished with the Email it is stored here.

This is a technique designed for fast processing of Email. It can be processed

immediately, replies can be sent, and then Emails can be saved in the Archive

folder. Remember to allocate a specific amount of time for Email reading,

with the goal to get through all Emails as quickly as possible.

F.27 Folder
Backup

At the end of the year, you might copy all Emails to a backup folder and

Archive. This will prevent your Inbox from iettini too big.
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