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Using Outlook for our time and contact management is an excellent way of
staying organized and productive. This session encompasses many shoricuts,
tips and tricks, and tailoring Outlook’s Mail, Calendar, Contacts, and Tasks to
suit your needs. This training helps you in efficiency and providing excellent
service to your contacts,
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Oops! and Legal Stuff

While | have made every effort to ensure the accuracy of this document, including
grammar and instructions, | make mistakes. (Surprise!) If you find an error or want to
provide constructive feedback, please contact me. Thank you! Enjoy!

Greg Creech

Techedutainment Services, Inc.
P. O. Box 1431

Pine Lake, GA 30072
www.gregcreech.com

A few items you should know about me:
v" International Association of Administrative Professionals Business Partner and

Member

American Society of Training and Development Member

Society of Human Resources Management Member

Microsoft Office User Specialist Certification — Master Expert and Instructor
CompTIA Certified Technical Trainer +

A+ Certified Systems Technician through CompTIA

Microsoft Certified Technical Trainer

A N N N N RN

2007 Southern Region University Continuing Education Association Award
Winner for the Top Non-Credit Programs

v 2009 Southern Region Association of Continuing Higher Education’s Faculty
Award winner for my work at Emory University’s Center for Lifelong Learning

v Former National Speakers Association Member

Outlook ® is a most excellent product from Microsoft ® Corporation and is part of the
Office ® Suite (including Office 2007/2010/2013® of products and services, including
Excel, PowerPoint, Word, Access, and other fantastic programs that help me to be
productive and profitable. Copyright © 2015 Greg Creech, Techedutainment Services,
Inc.. All rights reserved. This publication, or any part thereof, may not be reproduced or
transmitted in any form or by any means, electronic or mechanical, including
photocopying, recording, storage in an information retrieval system, or otherwise,
without express written permission of Greg Creech, P. O. Box 1431, Pine Lake, GA
30072-1431, www.gregcreech.com. Special permission given to IAAP and its members.

iaap-hq.org 3


http://www.gregcreech.com/
http://www.gregcreech.com/

% iaapSUMMIT Time and Contact Management

Connect, Lean, Lead, and Excel Using Outlook: Outlook Productivity
Greg Creech

IAAP and Greg Creech

On January 5, 1981, | entered the world of being an administrative professional as the
only male Steno Clerk in Columbia, SC at Southern Bell. As my manager, Becky Davis,
introduced me to all of the women, one funny woman exclaimed: “Well, there goes the
steno pool; they let a rooster in the hen house!” Later in the day, [ used an IBM Selectric
typewriter to type a proposal. As | typed, I noticed the silence in the room and looked up
to see everyone staring at me. The funny woman said: “I’ve never seen a man that could
type like that. Who would’ve thought.” I could type 70 WPM with no mistakes. I worked
in Sales and Marketing at AT&T in many clerical, administrative, and operations
management positions. My longest responsibility for over 10 years was as a
Compensation Manager in Sales and Marketing for various sales organizations , and in
1998, | took an early retirement buy out package as an Operations Manager. AT&T
supported my comedy, musical, and motivational presentations internally and externally,
too, so | had the best of both worlds: administrative position and entertaining presenter. |
continue to enjoy at&t as a customer and supplier as | train on and develop Access
databases for at&t.

Since 1998, I have pursued my passion and love of technology, education,
comedy/humor, music, and administration. In April 2006 for Administrative Professional
Day, | presented my musical, humorous stress management speech at Midlands Technical
College with over 650 admins in my home town of Columbia, SC. Four months later, |
and Mary Stuckey, my neighbor, were at a neighborhood meeting and she informed me
that she was being installed as President — Georgia Division of IAAP. Mary and | have
been neighbors for 9 years at that point and we never knew of our administrative
connections. | told her about my presentations and programs. In November 2006 at an
IAAP Educational Seminar in Macon, GA | presented my humorous, musical
presentation on business communication, stress management, and career development
entitled “SMILE”. I joined IAAP in 2007. The presentation was a hit and IAAP blesses
me frequently allowing me to present at chapter meetings, conferences, and other events.
Being included on this Louisville Summit conference is an absolute dream come true for
me and | owe much thanks to my sisters in the Georgia and South Carolina chapters for
all of the persistent and consistent recommendations, referrals, prayers, and compliments
since the beginning. | hope you enjoy my presentation as much as | enjoy presenting it.

iaap-hq.org 4
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Welcome!

The New Interface

One of the best new features of Office is the new user interface including the Quick
Access Toolbar, Tabs, and Ribbon. Microsoft calls this type of interface a results-
oriented interface and | must agree — you truly will get to your desired results, effects,
and functionality with less time and minimized frustrations — for the most part. The
number of dialogue boxes has decreased and Task Panes are still around to assist you.
The good old toolbars, such as Standard and Formatting, that us old-timers have used
since the early 1990’s are gone, except for one — the new Quick Access toolbar. Without
a doubt using the new Office Suite will increase your productivity and make getting to
functions much easier and with fewer clicks and less frustration. The Home Tab in Word
2010 displays here with the Quick Access Toolbar below the Ribbon and above the Ruler

[w] e _—_—_—_.TDI0 Flow to Win @ 2010 dog — A S
n Greg’s Tad Mome roert Fage Layout Peterence Maihingt Pevie - Deve 0
~ CooperBlack + 22 ~ A" A" c ¥ Sejz-'Ee NS
L) S ool 2 ' ' T8 Command Buttons
e romatranter B £ U~ he x, X' -w-A- EE3INR 5 5 Greg Emp MotTip  Important
1strati
. I Paste Options: var be]
and the Home Tab’s Groups and Command Buttons displayed. 4 layed
A Font
- - - - - - . - ont..
Besides the increase functionality using the tabs and ribbon, there is new 3 .
=N Paragraph L
power in using the shortcut menus with “right clicking” or using the 1= Bullets 9 i
secondary mouse button. When you “right click” or use your secondary = Numbering r
mouse button you still receive the Shortcut menu including some of B sptes o
. . 8. Hyperlink
your favorite commands, such as copy and paste. Also you receive a | Lpeia 'is ney
.. .. . look U
Mini Toolbar containing favorite commands to use such as font, bold, e v jouse |
. L. i Synonyms » L...
the format painter and other often used commands. This is another time 52 Tranglate ks
saving feature for applying formatting to selected areas of your Additional Actions » fe- &l
. . . S eii— . ~ihe for
document, spreadsheet, presentation and other Office files.
TimesNe~= 12« A" A" IEIE
BIUEY-A-J
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There is the new scrolling Zoom, replacing the Zoom box, in the status bar of all
applications that changes your view as you scroll through your percentages A picture of
the new scrolling zoom is at right and allows you to see your — G —

changes in “real time” rather than guessing the percentage you
need. rﬁ'_‘:"’)'% LRGN ):06 AM

Microsoft Office offers a preview of your formatting, too, such as when you select your
text and scroll through the fonts or font size the application will show you the effect
changes before you make your final click or selection. Microsoft calls this feature Live
Preview and saves a lot of time.

We will examine these new user interface features and new ways to getting to old
functionality, such as how the tabs and ribbons work in using popular formatting options
for Outlook. We will look at common features across the, such as the return of File in
Office 2010/2013, Customizing the Ribbon, and the Quick Access toolbar. We will
examine some of the new functionality in Outlook using the new interface.

iaap-hq.org 6
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uick Access T

lbar

in Outl k

1. With Outlook open, Click the Quick Access Toolbar’s
Option arrow and add the buttons from the shortcut menu =

the upper left corner of your screen.

2. Using the Quick Access Toolbar’s options pane add the
commands by clicking the check box and the command

ruamizs fukk Aeraar Taclbar [

as displayed here. The Quick Access Toolbar is usually in -

appears on your toolbar. You'll have to keep opening the | R

menu each time you add a command. After adding the

buttons from the shortcut menu, Click the arrow again and
at the Customize Quick Access Toolbar click the More
Commands... option.

We will add your favorite Outlook buttons using the Popular

Commands item in the Choose commands from: box and then use the
All Commands item in the

Choose commands from box.
Using the Popular and the All
Commands items, add your
favorite button by selecting
the button on the left area of
you screen and click the Add
button to include the button on
your toolbar. You may double
click the button you want to
add, too, and this will add the
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selected button to your Quick
Access Toolbar.

Using the Arrow keys at the right of your Customize Quick Access
Toolbar pane, you may move the selected button to a new location. I
have the move arrows circled above.
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Here are some of my favorite commands to add to and rearrange on my
Outlook Quick Access Toolbar:
v' Outlook Today
Categories
My Computer
My Documents
Open in New Window
Expand/Collapse Groups
Copy
Paste
Next 7 Days (Calendar view)
Monthly View (Calendar view)
v' Speak
Click Ok.
Now, that we have customized our Quick Access Toolbar it is time for
us to customize our Ribbon with our own Tab — A Terrific New Feature
in Office.

AN NN N Y N N NN

» Hot Tip! Outlook has several Quick Access Toolbars you will need to
customize depending on the item, such as Contacts, Mail that you are
using. The Quick Access Toolbar we customized carries across all of the
main Outlook screens for the Outlook objects, but, like the Ribbon,
changes when we create a new email, a new appointment, or a new
contact. So, you will have plenty of practice adding your favorite
button.

Another Hot Tip! You may add buttons to
your Quick Access Toolbar by right

Folder View Developer

. . . B Date .@, Fam ‘v?i To ) Reverse Sort ;‘ E‘ E
ClleIng the button on your I‘Ibbon and Categories A4 Flag: Start Date ¥ Flag: Due Da@*h:»:dd Cj‘im:s Navigation Reading TU-D_U
from the menu choose Add to Quick Arangenert adte Quid pecss oo |

. 3 g, s )= £ e B3 Lﬁ .v'l‘) Cii L; _L_% 'LT\Q = Customize Quick Access Toolbar...
ACCGSS Toolba r. I a m add I ng my Arra nge e Show Quick Access Toolbar Above the Ribbon I
= = 3 Customize the Ribbon.., 1
by menu tO my Qulck Access toolbar by te |Newe5t ontop  ” Minimize the Ribbon

TR D an ram KD aafm T TR nEA

having my Inbox open and from the
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View Tab on the Ribbon right click the More arrow for Arrange by and
from the menu clicking Add to Quick Access Toolbar. »

iaap-hq.org 9
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Productive Ribbon, but
Where are the Bows?

The Home Tab appears below. The Ribbon is composed of Tabs, Command Buttons
(aka Icons), and Groups. As you can see, the Ribbon is packed with Command buttons,

CooperBiack +122 < AT A" | Aav | %) EE-f=-'F ¥ QW
Paste B / U - sex x -W-A- EEINR 5 5

J Format Pamtes

menu items, and are organized in a logical manner. However, getting accustomed to

where your previous icons, menu items, and other shortcuts from previous versions of
Office is a bit challenging. Here’s an example of how my old habits in the applications
are hard to change, and | bet you will experience the same. The Views in Word and
PowerPoint have always been at the lower left corner of your screen — now the Views in
Word and PowerPoint have moved to the left of the screen — a simple rearrangement, but
I can’t count the number of times I still go to the lower right part of my screen to change
a view and then realize OOPS! the views have moved on me.

An Important Note 7 - Your screen resolutions will affect the number of commands
you may see in a group. The lower the resolution your computer is set the fewer
commands you may see — the group will display an arrow for you to expand and view
the commands. The higher the resolution the more commands you may view in a
group without the need to expand the group. For example, with my screen resolution
set at 800 x 600 my Editing Group required me to expand the group in order to view
and use the commands. With my screen resolution set at 1024 X 768 my editing group
displays the Find, Replace, and Select Commands. You may change your resolution
settings using the Display Properties in Windows.

Microsoft’s Office Ribbon is productive, beautiful, and combines our previous toolbars,
menus, and task pane features in a much easier and a more powerful way of working with
the applications. As a 25-year veteran of using these products, | got excited when we

iaap-hq.org 10
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moved from command menus to icons, now we can have the best of all of the worlds with
The Ribbon, especially the ability to customize the Ribbon in Office as we accomplished
earlier. | think you are going to find the Ribbon a bit confusing at first. For me, old
habits die hard and | had to accustom my life and work without the Menu bar and
Standard/Formatting Toolbar. And the Live Preview Feature introduced in Office 2007
that displays your selected text’s new format based on hovering your cursor over a style,
font, or size “freaked” me out at first. However, once I worked with the new Ribbon and
features that pop out of nowhere or are enhanced greatly, such as the new Mini Toolbar
that appears with your Shortcut Menu when you right-click, 1 find it difficult to use
previous versions of Office. The new version of Office is much easier to use and to teach
than any other version, especially for our youth and those new to Microsoft’s Office.
Here’s two neat ways of increasing your productivity using the Ribbon.

Two important and time saving Hot Tips for you in using the Ribbon and Tabs!

» Hot Tip 1: Minimize the Ribbon! Four ways to minimize the Ribbon — First,
the Ribbon takes up a lot of space on your screen. You may minimize the
Ribbon and use it only when you click on a Tab.

1. Office 2010 has the new Minimize Ribbon arrow at the top of
your window next to the Help button. The Minimize the Ribbon
button appears at right. With the Ribbon minimized the button -

becomes the Expand the Ribbon button. .,ﬂm

2. To minimize the ribbon double click the active Tab's

Name. Double clicking a tab expands/minimizes the E—

ribbon, too. ::f.-!:1c'l.|:e.C-J-:l. &l:::e.ss.ruf:.:q:-_. . .
Cusiemize the Boaben

3. Right click on any tab or command button on the Minimize the fikson

Ribbon and from the short cut menu choose Minimize the
Ribbon at the bottom of the menu.

4. Keyboard shortcut of CTRL + F1 — when you press your CTRL (Control)
and the F1 keys simultaneously on your keyboard the Office application
minimizes and expands your Ribbon, too. »

iaap-hq.org 11
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Why minimize The Ribbon? The Ribbon takes a lot of space. With the Ribbon minimized you
have more room in which to work on your file. With the Ribbon minimized, to use a tab, you
click the tab and the Ribbon’s tab expands for you to use the Command Buttons. After
clicking the button you want and you click back into the body of your

document, worksheet, or presentation the Ribbon minimizes again. This 2 m - 5 x
4 is similar to using the old Menu bar. The difference is the Menu bar was A e et
Office 2013 | vertical and text oriented and the Ribbon is horizontal and more o
Feature graphically oriented. o o show the commands.

— | Show Tabs and Commands
— — | Show Ribbon tabs and
commands all the time.

Office 2013 — New Feature: Outlook 2013 has the new Ribbon options

button and menu as displayed here. You may use the Auto-hide feature and collapse and
expand your ribbon from this menu. The shortcuts above work to collapse and expand the
ribbon in 2013.

» Hot Tip 2: Second, if you have a scroll wheel/button on your mouse
and the Ribbon is NOT minimized, you may scroll through the different
tabs rather than clicking the tab. Moving your cursor to the Ribbon
and rolling your scrolling button/wheel up or down changes the tabs
for you! You must first click on a tab for this to work; otherwise, the
application will scroll through your file — not the Ribbon. »

® An Important Gotcha! With the Ribbon minimized you cannot scroll
through the Tabs as described above. You’ll have to maximize the ribbon in

order to scroll through your tabs and command items. ®

Try these two shorzcuts, I think you’ll like using these two features in Office.

iaap-hq.org 12
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Customizing the Ribbon — Your Own Tab

and Groups

One of the disadvantages of Office 2007was the inability to customize the ribbon and add
your favorite and popular command buttons to your own tab as you could create toolbars
and add your icons in Office 2003 and its predecessors. With Office 2010/2013 you can
create your own tab and groups then add your favorite command buttons. We’ll build our
own tab with often-used command buttons, now.

OQutlook’s Custom Tab

The process of creating and customizing your tab and groups in Outlook is the same as in

Word and Excel only the type of commands that we
want differ. We will create a tab and a group and add

Add Group to Quick Access Toolbar

some of our favorite Outlook buttons to it.

1. Activate your Customize Ribbon
pane in your Outlook Options by

Customize Quick Access Toolbar..,

Show Quick Access Toolbar Above the Ribbon

@omu:e the Ribbon... D

Minimize the Ribbon

0 — Outiook Today = Microsoft Outlook -
e Home Greg's Outiook Send / Receve Folder < Deyeloner
3 A 1 cony Customize Quack Access Toolbar —— =
e’ X L ] )‘ ,8':, izt
Outiook Bxt Copy a5t My Calendar Contacts
Today fputer
Go View Rtems
right clicking on a Tab on the
Ribbon and Clicking o
EEE Customize the Ribbon.
Customize the Ribbon from Choose commands fam:
Popular Commands v Main Tabs v
the shortcut menu as
’E‘} Account Settings... Main Tabs ~

displayed here with my
Custom Tab named Greg's
Tab.

2. Create a New Tab by Clicking
the New Tab button at the
bottom of the Customize the
Ribbon pane and then rename

iaap-hq.org

1 [¥] Greg's Tab (Custom)
Email Crap (Custom)
MNew & View Group (Custom)
Navigate (Custom)
Print and Favorites (Custom)
Save, Save, Save (Custom)
[[] Outlock Favorites (Custom)

EZ Address Book...
£ Automatic Replies..
g3 Close All ltems
= Manage Rules & Alerts...
(=2 Meeting
New Appointment
9 Mew Contact

I;I MNew Email [C11AAP (Custom)
= Ee:v'rask [+] Home (Mail)
ions

Q PrFi‘nt Home (Calendar Table View)
U Save Al Atts R ? me (Calendar) .
th: Save As me (Contacts)
'-E aenddr’Rece\ Display name: | Greg's Tab me (Tasks)

ndo
P me (Notes)
T Work Offl OK Cancel
g Wor " _ me (Journals)

¥ Send / Receive
Folder

[¥] View
Developep — v
>
Mew Tab New Group Rename...
Customizations: \ES
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the tab — I am naming my tab - Greg’s Tab.

iaap-hq.org 14
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Next create a New Group and
rename the group. I have
created a Favorites, Let's Go, and
View Items groups.

Create and rename other groups
if you wish.

Change your Choose commands
rom box to All Commands.
Outlook alphabetically shows
ALL of the available commands.
I am adding the Categories
button to my Favorites Group on

(
Cie
Cie

i

......

.....

.......

Hem Tan bew Graup

wilamicalion

my Tab by clicking and dragging the button from the left part of
my screen to the right part of the pane illustrating my Tab and
Groups. I am placing the button under Exit and above Copy.

Similar to the Quick Access Toolbar I add my Outlook Today,

Copy, Paste, My Documents, My Computer, and other important
and often used Outlook Commands. You should add the buttons
and groups as you use Outlook and have your favorite commands

in one place.

Also, I like changing my buttons
especially for My Computer and
My Documents. After adding

the button, I select the button
and then click the Rename

button. While I can change the
name of the button through the
Display name box, I can change
the picture or icon for the
command, too. I am using the
first button (the robot) for my

T -
Renese T - £ Paste
X Delete
Symbok: 2] Option
AO0OL! +@Muam -/} & cvarm
B _4 28 R | J BWww e TN.K
o - . s ’ 4 AutoPrevie 1
3 * N » J . Let's Go’ [Customy
VRRD L8480 7] Nawgation Pan
ARLLITr-oNOEE
E0NO0EDDENEE
-
B0&E"MBo@dad v
a0 4 IAPIREFCR AR 2 =
AARAX VDT SN 7= @ My Documerts
o st i 3 3 : & My Department
P L RS ad . 0/4 . My Computer
Dusplay name:  Grog's Computer 3 Calendar
~ i Contads
ox Canced
ew it o
Conversation Settings  »
P ¢~ ExpandCollapse
nts -
Sender Mes Tab New Geoup Renage

button and I'm changing the button name to Greg's Computer.

Click OK.
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8. After customizing your tab, groups, and command Home (Journals)

buttons, Click OK. You have your own, productive Tab in Send / Recerve
Outlook to use in all of the objects and items in Outlook. ;E';ier

You may click the check boxes next to the tab’s name in [] Developer

the Customize Ribbon pane to display or not to display

the tab in the Ribbon.

® An Important Gotcha! In Outlook, your custom tab will not display in
some of the items, such as New Message, New Appointment, etc. and your
Quick Access Toolbar changes, too. ®
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Outlook Today (Yesterday and
Tomorrow)

Main Screen

Outlook features a nice tool entitled Outlook Today. The Outlook Today feature displays the

Outlook Navigation bar, your Calendar entries, Tasks, and number of new messages in your
common mailbox folders (In, Out, and Drafts). With Outlook Today automatically opened at

startup, you may view your week or days ahead on your calendar and tasks to complete so
Outlook Today is also Outlook Tomorrow and the Next Week. Pictured below is my
Outlook Today view with the different areas of my screen. My Navigation Pane and
To-Do Bar are visible below, too. Outlook Today is the top level folder in Outlook’s
Navigation pane.

<
+ Favorites calendar tasks

Birthday Greetings 33 today

Inbox 43 Summer Break at the Lake and Outlook Prep - IAAP messages

Inbox
IAAP 7

Speaker Database 13
MOS IAAP Group 6

Pine Lake Prom

PM Access Database Inbox a3 Financial Snapshot Forms >

i 2 August Webi d MOS C. s
Outbox 0 ugust Webinars an, SN

Sent Items 0

930 pM ity Coundil Work Session (City Hall)

Sent [tems

Deleted Items HELP! With Louisville nr
Pine Lake 13 4| Later

Drafts [7] Availability for a group tr. |
Junk E-mail [26]

Clients &Opportunities 1
Outbox

Outlook

4 Outlook

IAAP Mtg Msg
ASAP

Drive Safely
Humana/Healthcare.gov
2015 Louisville Summit ‘ June 2015 »
Barklay Card 1

TEC 15 1AAP

Training Pros

Chase

SU MO TU WE TH FR 5A
101 2 3 45 6
7 8 910 1 12 13
14 15 16 17 18 19 20
nzans s
28230 1 2 3 4
5 & 7 8 9 10 1

Carter Center 5
I MOS IAAP Group &
Follow-up

Outlook Webinars Today
07-14 Mail Campaigns 1 Summer Break at t... 6/23/2015-7/6/2015

201042012 Ofire Wehinars
Tomorrow

= = =i Custorize Outiock Today .. Summer Break att.. 6/25/2015-7/6/2015
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Click on the Customize Outlook Today button on the Outlook Today screen to
activate the pane pictured below; this pane allows you to tailor your Outlook
Today screen.

Customize Outlook Today Save Changes
Startup When starting, go directly to Outlook Today
Messages Show me these folders:
Calendar Show this number of days in my calendar | 7
Tasks In my task list, show me: @ Al tasks
) Today's tasks

Include tasks with no due date

Sort my task list by: | Due Date then by: | {none)

O Ascending Ascending
@& Descending Descending
Styles Show Outlock Today in this style: Summer

This is one of the first areas of Outlook that you should view and set the items. As we
examine each of Qutlook’s features, we will look at the many options associated with each
object. For our Outlook Today customization, the items should be set as you wish.
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Don’t Hesitate, Let’s Navigate!

The Navigation Pane is at the left area of your Outlook screen. Thisisa osmmm =
quick, easy, and powerful way to manage your Outlook objects and items. S"“ ., [PETTETTERES
As the name suggests, you may quickly maneuver within all of the E:;":;::;‘;::Lm prww——
Outlook objects, such as Calendar and Contacts, and to Folders within ;:ﬂ:[]
the objects using the Navigation Pane. You may right click on a folder B—
and receive the shortcut menu pictured below. | am displaying the jﬁjm“wci'
cascading menu after | right click my Inbox Folder. From this menu you Emméﬁ
may quickly perform common tasks and functions such as Copy or S
Rename (/ZNote: You are not permitted to = u"” =
4+ Outlook - | ™ rename the Inbox Folder — thank goodness 2:;
‘L%::n:;}_: 22 | Open in New Window and other important common folders, such ) s N
‘3201 i New Folder.. as Sent items.). An important item that we
S iﬁi + will use in this course for our Outlook objects and folders is the
S jgiej i Properties item at the end of the shortcut menu. The Properties
L3200 [ item will display an important menu for us to view items such
5 Q| Mark Al as Reoo as the size of our folders.
& .M_;_“l" % Delete All i . L
G Remove from Eavorites » A Hot Tip! You may quickly minimize the
] catenss 7 eed Headers Navigation Pane by clicking the minimize
82| con .. arrow (< ) at the right side of your Navigation

Pane Title. After minimizing the Navigation

Pane you may maximize by clicking the maximize arrow

(>) This is displayed above and circled for you. You 4 Outlook
may collapse and expand your folders and groups by @ —— |
using the chevrons- circled at right for you. Try both of

these features. You may still use the minimized
Navigation Pane to maneuver to your Outlook folders
and objects. I also added the Expand and Collapse
button to my Tab in the Ribbon and the Quick Access Toolbar. »

[ 07-14 Mail Campaigns (1)
» [ 2010 Spring Summer Cours

We will examine the Navigation Pane in detail as we learn each of the Outlook objects, such
as Contacts and Calendar. First, we will learn how to customize and use the Navigation
Pane using our Shortcuts Navigation pane.
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Greg's Outlook Home 5end / Receive Folder View Developer
L ™5 Copy Folder ||J x — z "-| il
— 3 B ) XN e s =l \,
Mew Mew Search Mark All Run Rules Clean Up Delete Show in || AutoArchive Falder
Folder Folder - as Read Mow Folder=  All Favorites Settings Properties
Mew Actions Clean Up Favorites Properties

Folders and managing large amounts of data, particularly Email, have been popular in
Outlook with the Folder tab makes managing and creating Folder easier than ever.

New and Actions — The New and Actions Group creates new folders and manages
current folders for you. You should create lots of folders in Outlook to store your
messages, contacts, and even create different calendars. Once you create a new folder,
the Actions group permits you to copy, move, rename, and delete the selected folder.
Note: Since | have my Inbox selected Outlook will not permit me to Move, Delete, or
Rename this important folder; however, | can rename, copy, delete, and perform other
actions on Folders that | create for clients, as a reference, and so on.

Clean Up, Favorites, and Properties — The theses groups allow you to manage
your folders and create action items, such as rules. | like showing my often used Folders
in Favorites which is a section of the Navigation Pane at the top for you to quickly
maneuver to your popular and regularly used folders. You can set your AutoArchive
options here and click the Folder Properties for view the folder size, description, and your
AutoArchive information.

You should select your Inbox and review these settings and place your
Inbox, Drafts, Sent Items in Favorites.

Creating A Folder

Here’s how you create your own folders:
1. Click the New Folder Button on the Folder Tab. Also, I use the

New Folder button I add to my Quick Access Toolbar; this is the
quickest and easiest method for me. Notice from the menu, that
the Keyboard Shortcuts are CTRL+SHIFT+E to create New
Folder.

2. The new Folder dialogue box opens
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3. In the First Box (Name) type an appropriate name for your

4.

5.

folder,

In the Folder contains box use the Drop Down listing to select

the type of folder your wish to create

A very important box is where to place the
folder. After your enter a name and the type of
folder, choose where to store your folder. You
can have folders (directories) with sub-folders
(sub-directories). For example, under Contacts,
I have folders for Personal contacts, Professional
contacts, and other contacts that are specific for
a mailing. I will place my new Mail folder as a
sub Folder for my Inbox. BE CAREFUL! A lot of
people forget where they put their folders and
claim Outlook “ate it”, when the folder is
accidentally buried underneath another folder or
sub-folder. Clicking the arrow expands or
collapses your folder for viewing.

When complete, click OK and your folder appears
in your folder list - ready to store your Outlook
items.

» A Hot Tip! When you right click a folder the menu at
right displays. This is another handy shortcut menu for
you to quickly Copy your folder, Open your folder, or
create a New folder. The Properties item at the bottom
is important to know the size of your folder and other
attributes of the folder. »

iaap-hq.org

Create New Folder . [

Name:
Cutiook Class

Folder contains:

[Mai and Post Items

Calendar Items
Contact Items
InfoPath Form Items
Journal Items

Note Items
Task Items

& Deleted ems
/| Drafts [10]

5 Ld Emory
1 IAAP (1)

7 L] Inbox (22)
3 Jokes & Fun

P

4 tlook
4 )| Inbox (19) =
[ 07-14 Mail Car =

»[_1 2010 Spring Sy [
3 2010/2013 Offi
» [ 2011 Classes e _.‘
> 2012 Classes (I —
[d 2013 and365¢ "4
[ 2015 Louisville| ||
[ Access Data Co
[ Access for Adn —
3 Brcnce Winbin]
[~ Mail
ﬁ Calendar =

8=| contacts &
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4 Yesterday
[Z] | & Facebook

Open in Mew Window

Mew Folder...

LCopy Folder

Mark All as Read

Clean Up Folder

# Delete All

it Remaove from Favorites

Process Marked Headers

Properties...
.
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Copying and Moving Outlook
Items

There are several different steps that you may use to copy or move your Outlook items,
such as contacts, emails, appointments, tasks, and other items. We will look at various

means of copy/moving your Outlook items. We will use contacts for our exercises here
but these same procedures work with other Outlook objects and items.

Here are the steps to copy a contact.

1. Click the Contact Button on the Navigation Pane to activate your
contacts.

2. Locate the contact you wish to copy and Click it to select it.

3. Press the CTRL key on your keyboard and keep the key pressed
as you Click and Drag your contact to the folder in the Navigation
Pane you wish. When the folder is highlighted, release your
mouse button and then release the CTRL key. Always release
your mouse button first and then the CTRL key; otherwise,
Outlook will MOVE not COPY your contact. You can move a
contact or other Outlook item simply by clicking the item and
dragging it to the folder you wish at the top of your Navigation
Pane.

4. Your contact copies for you.

» A Hot Tip! You may select multiple items that are continuous by
clicking the first contact you want, pressing the shift key on your
keyboard and then clicking the last contact you want to copy — All
contacts between these are selected for you. Now, you my press your
CTRL key and drag the selected contacts to another contacts folder.
You may select various contacts that are NOT continuous by clicking
the first contact you want, pressing the CTRL key and clicking the
contacts you want to select (keeping the CTRL key pressed). As you
click, the contacts highlight or select for you. Once selected you may
copy or move them to another folder as previously described. You may
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press the CTRL + A keys together to select ALL of your items and then
move or copying all of the items at once. »

We have used the click and drag method of copying. There are other methods of
copying/cutting and pasting your Outlook folders and items. After you select your items
and have them highlighted, you may also use these methods of Copy or Move:

v' Keyboard shortcuts of CTRL + C for Copy or CTRL + X for Cut and CTRL

+ V for Paste,
v
wish to paste and choose paste from the shortcut menu,

v Use the Move Group and the Move menu on the Home Tab for email

Right Click for short cut menu to copy or cut and then right click where you

messages and the Actions Group on the Home Tab for contacts. Using the

Other Folder item, activates the full menu of folders to move/copy your

Outlook selections.

Using vour folders

Making your folder convenient (and to remember that you created it) is essential to using

it. From your main email window, You can move or copy email messages to your

folder, here’s how:

iaap-hq.org

» To move the message(s) Click and Drag the item (e-mail

Ea Copy

5:54 AM

Sun 7:31 PM

Pine Lake
Chase
Contacts
Calendar
Inbax
Gwinnett County
Old Contacts
Deleted Items
Emary
Leapfrog
(2 Other Folder...
[y Copyto Folder.

3 Always Move Messages in

Know Before You G

=9
¥

e

This Conversation... |

message or several messages at once) to your folder of b s
choice. To copy the message by click and dragging press B o
your CTRL (Control) key while you click and drag your B o
message to the correct folder. ; s

» Select your items to move to a folder and use the Move to i e
Folder button on your Home tab, ] o

> Right click on your message(s) to move and choose the i;
Move option — the Shortcut menu appears at right. After 8 sastomenctes
you hover over the Move item, the Move menu appears for
you to select the folder to move your item.

» With your Message open you may use the Move to Folder in the Action

Group on the Message Tab.

4% [ Rules ~

Move

}E CneMote
- 1] Acdions T

hove
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Right clicking a folder will produce the menu displayed on the next page for
you to manage your folder and accessibility. This menu allows you to access
most, if not all, of the features you will need to copy, move, or delete the
folder. The shortcut menu allows you rename your folder and to click the
Properties item to received detailed descriptions of your folder. .7 Certain
folders such as the Inbox, Outbox, Sent Items, will not allow you to Delete
them, Rename them or other attributes that folders you create will allow you
to accomplish. .Z Below, my Properties box for my Inbox appears. | use
this to know my folder size.

Here’s how to know your folder size.

iaap-hq.org

1.
2.
3.

Right click on your folder in Folder View.
Trace to and Click Properties.
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L] Inbox =
[ Client
[ smne L4
[ Gwini 4
[d Comm 7
1 IAAP
= Sent 1
(5 Delety

I Qutlook | %5

4[] Inbox n
[ 071 05,
3 200 *=
3 2014
L3211 ¥
[ 201]
(201
3 200t 1

From the Properties dialog box ensure that you are in the
General Tab, Click the Folder Size button (My Properties box is

pictured below).

The Folder Size dialogue box opens displaying the size of this

Folder and the associated Subfolders.

The Properties box has other tabs to assist in your Folder

properties, such as using AutoArchive.

Inbox Properties =
General | Home Page | AutoArchive b#4
Inbox gtion <noreply=iaap-hq.org@mail159.atl121.mcsv.net> on kb
Type: Folder containing Mail and Post Ttems Folder Size =)
Location: \\Outiook
Local Data
Description:
Inbox folder Folder Name: Inbox
Size (without subfolders): 33709 KE
Total size (induding subfolders): 2355110 KB
@ Show number of unread items subfolder size Total Size ~
O Show total number of items 07-14 Mail Campaians S05KB 505 KB
- - 2010 Spring Summer Courses 566 KB 16965 KB
When posting to this folder, use: | IPM.Post 2010 Spring Summer Course. .. s523KB 523 KB
2010 Spring Summer Course... B82KB B82KB
2010 Spring Summer Course. . 10694 KB 10694 KB
[T | 20102013 Office Webinars 102 KB 102 KB
2011 Classes etc. 0KB 6348 KB
2011 Classes etc.\2011 Clas... 975KE 975kB T
oK Cancel
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The Return of File!

There were many improvements in Microsoft’s Office 2010/2013with the release of
Office 2007; however, using the Microsoft Office Button, pictured at right, instead of
good, ol’ File was not one of the improvements and therefore disappears (YEAH!) with
Office 2010. A File Tab returns bigger and better than ever.

Qutlook’s File Tab

With some many different types of objects and items in Outlook, the File Tab in Outlook
is different and will change
based on the type of object

Calendar - Penene Fokden + Merocft Oueoak

and item in which you are ‘ Account Information

working in Outlook. My L Rmaee . Ficun i ——
Info Pane appears here; this “N —— - — s
pane contains the Add Gl o

Account and Account ey G

Information item for you to u , Mo Comep

view your Account Settings
and edit/change them from
the subsequent menus. N Bt ot g e
Outlook’s File Tab doesn’t

contain the Recent pane nor

the Save, Save As, and other commands found in Word, Excel, PowerPoint, Publisher,
and Access.

» Hot Tip! If you use an Exchange server for your Outlook or other
servers your File Tab displays different settings for you, such as using
the Out of Office Assistant and Delegation. I am using Outlook in a
stand-alone mode without an Exchange server. »
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Outlook Options |

General Pane

Outlook Options were disorganized since Outlook Version 1.0 and the previous menus
and organization were cumbersome. Outlook 2010 improves the organization and the
interface for accessing many important and fundamental options that affect Outlook
overall.

With Outlook 2010/2013 open, click the File Tab and then click the
Options item at the bottom of the left pane above Exit.

Your Outlook
OptionS pane 3 | Home oreg s Qutiook Send / Receive Foider View Developer
opens at the Owtiook Options M L . —
General pane' | |_Genens \l General options for working with Outiook
This is similar to o
Calendar User Interface options
Other Offlce Comtacts ¥ Show Mini Toolbar on selection
applications With . :/ Enabie Live Preview o
LColor scheme Blue L=
your User name, O anG Joume Screenip style: | Show feature descriptions in ScreenTips ::j
ShOW M |n| ’. ;r "' Personalize your copy of Microsoft Office
Toolbar on Lenguage At s {0 Crech
Initigis GOC
selection, and sioss
Customize Ribb i o o
COIOr SCheme. Quack Access Toolda v Make Qutiook the default program for E-mail, Contacts, and Calendar Default Programs..,
You should set I
your preferences Trust Center
here for Outlook. Lok J [ Coneet

| also make sure |
make Outlook my default program for my E-mail, Contacts, and Calendar.

The Outlook Options pane has several items that we have studied thus far, such as
Customize Ribbon and Quick Access Toolbar. I will overview some of the important
items starting with Advanced and Mail Options.
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Advanced Options

The Advanced options are not advanced at all and contain some of the most important
settings that guide your use of Outlook. You will want to review these options and set
them as you convert to Microsoft’s Outlook 2010/2013.

1. With your [omscpm
Outlook Options = RGNS fr waring v Sutiack -
open, Click the Mjkr L —
Advanced item. . e

2. You should - T e _
review the s otk it e, EFoumot oo powse.. "
Outlook panes S Lngm P ———
and set those o [ — e erer——
options. We will Raningn
review these in o S — —
detail in a later e o
cection O ek oottt s s —
particularly the mj e 5 e et s e
To-Do Bar. There i T m————
are other ways of T 1 e g o v e g s ——
quickly accessing R
your Navigation, —
Reading, and To-

Do bar options which we will learn Reading Pane [t
later. Pictured here are the Reading Tz
Pane Options which I make sure I [#] Mark items as read when viewed in the Reading Pane
change the option of moving from one Wait |5 | seconds before marking item 2sread

[T Mark item as read when selection changes
message to another — I accidentally [¥] Single key reading using space bar
change messages from Read to o] G
Unread by moving my cursor. I like I —

using the first option of marking my
messages as read after a minimum of 5 seconds — that gives me
time to preview the message and decide if I need to open it.

3. Set your options here if you like
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Mail Options

Your Mail Options are packed with all
sorts of items for review for formatting
and managing your email messages and
folders. Some of the items that you want
to know are:

1. Editor and Spelling and
AutoCorrect Options —
setting your important

proofing and spelling
suggestions. I have all of
my spelling help activated
and I have the Show
Readability Statistics

checked. We will work with

AutoCorrect later.

Cartact

Addin

Ot Onors R i

| Ohange the settngs 10f Me5aes yOU Create and recow

Compre menaes

4 Change the sa0ag #1INg1 Far mesiager £ Optoni

Compane mesiages m (M format  HOML -

¢ Hwup thect ipeling befors 1ending 20Theg ard Adoined

¢ Jaroce angirel marage taet in sy of forwmnd ‘

-
J1  Creste or medty iigeatures far meniages gzateres. '

'\‘" Lipe SIM 0Oy 10 Change delaslt 100ks and dyler, (okes, 408 RSk grounds Latkacery and fonti.

Datiosk paney

=1 Curtoowse Do Rems a1e Parted as reed when Uiing e Resding Pane
Aradeng Parw...

Mrnage arval
rI When N Pesiager aThve
| ¥ Poyesoens
¢ Driefiy change the mewns poirter
4 Showy an smvebape lcom b the tarttar
7 Dealy » Destop chet Duatsap Akt Settngi.
Enaaie ieview 106 B0t Protected nesiages luy iepact per Lvance

Conwertion Oesn Up

Oreaned-op Lera Wil o 1o Db Tobder Bamse

Meisagns maved iy Oein Us wit 93 10 1her seourt's Cenfed News

recrente the forder lyevarthy i Ihe Seslinmmon fobder

» Hot Tip! When you compose a message and activate your spell

checker through the F7 Key on
your keyboard or the Button on
your Ribbon, Outlook will display
a screen letting you know what
grade level you are writing and
the percentage of passive voice
sentences and other information.
This is not on by default and you
must go through the spell check
to receive the Readability
Statistics pane. »
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-
Editor Options

- LR

Advanced

Praofing

7 :
"} Specify how Outlook corrects and formats the contents of your e-mails.
S

AutoCorrect options

Specify how Outlook corrects and formats text asyoutype. | AutoCorect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignare words that contain numbers

Ignore Internet and file addresses
Flag repeated words

7] Suggest from main dictionary only

French modes: | Traditional and new spellings [ = |
Spanish modes: | Tuteaverb forms only [ = |
When correcting speliing in Outiook

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type

Check grammar with spelling

Show readability statistics

Writing Style:
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Signatures — providing information at the bottom of all your
email messages. You should include your contact information
and may have different signatures for new messages and

replies/forwards as well
as select different
signatures based on the
accounts you are using.
Message arrival — setting
how you want to know
about incoming
messages — I have all of
my options chosen and I
modified my Desktop
Alert through the
Desktop Alert Settings
so my desktop alert
remains in view for a
longer period.

Send messages - This
section provides ways of

Ouseoi Optont

setting your Importance and Security Levels on ALL of your
messages, using commas instead of semi-colons to separate your
email addresses, and I have unchecked the Delete meeting
requests and notifications from inbox after responding because I
like to keep this message for future reference and assistance. I
certainly like using my keyboard short cut of CTRL + Enter to
send a message and I have Outlook suggest names in my to, cc
and bcc address lines. I haven’t needed nor wanted to Delete my

Auto Complete List History.

Tracking — This allows you set your Delivery and Read Receipts
for ALL of your messages; there are options that allow you to
only set Delivery and Read receipts for specific messages which
is what I use. This section provides ways for you to determine
how you respond to read receipts, too.
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You should review the other Outlook Objects’ options, too, to set your Calendar,
Contacts, Tasks, and other items in Outlook.

Messaage Options

When you are creating a message, the Options in your File Tab is different than in the
overall Mail Options that we reviewed allowing you more preferences.

Let’s look at some of the Options you have when creating emails.

1. Create a new Email. Click the File Tab and the Options item.
2. At the Mail pane, click the Spelling and AutoCorrect button and

" P
Editor Options _@ L=
C p
Display wl . .
| Specify how Outlook corrects and formats the contents of your e-mails. |
Proofing :
Advanced AutoCormrect options

Customize Ribbon Specify how Outlook corrects and formats text as you type. AutoCorrect Options... F

ick A Toolb =
Quick Access Toolbar ‘When correcting spelling in Microsoft Office programs
Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

Grammar Settings l P

[] Enforce accented uppercase in French Writing style:
7] suggest from main dictionary anly Grammar & Style IZ|
Lustom Dictionaries... Grammar and style options:

French modes: | Traditional and new spellings IZI Require -

Spanish modes: | Tuteo verb forms only El Comma required before last list item: always -
Punctuation required with quotes: inside v |=

I CEDETIERILD ST T nAILTTS Spaces required between sentences: 1 -

Check spelling as you type Grammar: .
7 N

Use contextual spelling Capitalization

7 Fragments and Run-ons

Mark grammar errors as you type ] Misused words

Check grammar with spelling Negah’on

Show readability statistics MNoun phrases

- N Possessives and plurals
Writing Style: | Grammar & Style Settings... .
El 00 Punctuation
Recheck E-mail Questions -

o) [ane
L

the Editor Options pane appears. Click the Proofing item and
then the Settings. . . button at the bottom of the pane. Your
Grammar Settings pane displays for you to set your Grammar and
Style for your email messages. I have my comma required before
last list item at always, punctuation is inside of my quotes, and I
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have one space between sentences. I have set my Grammar to
ignore contractions and use of first person. You should set these
according to your style and preferences. Click OK after making
your selections.

The Display tab in the Editor Options allows you to show your
punctuation marks in your email.

r
Editor Options l 2
Display 23 Customize how Cutlook displays your e-mails and what buttons, tips, and other editing elements
=h display.
Praofing play
Advanced Always show these formatting marks on the screen
Customize Ribbon |:| Tab characters —+
5
Quick Access Toolbar D 2paces
[ Paragraph marks 1
[T] Hidden text
D Optional hyphens -

] object anchors
[T] show all formatting marks

Here's my email message with the Show all formatting marks item
checked. After reviewing my email, I return to the Editor Options and
uncheck the box.

Hi, 1
1
1
Lhank-yuu-fur-cuntad:ing-me. -l-appreciate-you-thinking-of-me-for-your-presentation-needs-and-will-be-in-touch-soon. - You-may-visit-my-websites-at-www. gregcreech. com-or-
www.gregcreech. biz-for-additional-information. -Here-are-some-of-the-services-that-l-offer:
1
v+ Technology- Training-and-Educationy
v+ eadership/Management-and-Communication-Trainingy
¥+ Humor-and-Comedy-performancesy
v+ Piano-Performancey
v All-of-the-abovef
1
Thank-you, -again, -and-I-look-forward-to-working-with-you.{
1

Gregt

Greg-Creech?

» Hot Tip! When making these changes in Editor Options in one email,
these options stay on for ALL of your email messages, so you need only
go through your Spelling and Grammar selections once. »
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Outlook’s Format Text Tab

The Outlook’s Format Text Tab allows you to change your font, paragraphs, styles, and other
attributes of your text and words in your Notes area and body of your Email, Contacts,
Appointments, and Tasks. Remember you may use your Mini Toolbar for formatting as well,
especially when you are working in another tab — the Mini Toolbar is particularly helpful.
The Message Tab in Email messages contain formatting for your in the Basic Text group.
Here’s an overview of the Format Text Tab and the Groups.

oo b o Aa e ; EciE- ®® MY 0o asabo AaBbC, ."\JH A0BbCcy  Aa A2bCctx  ApRSCEDY
L, Bl Gk Y-A- EmEm 5 " the o ’ R

Clipboard - This Group contains the important cut, copy, paste, and Format Painter.
Theses buttons allow you to move and duplicate your text, items, or objects and to copy
your formatting of your text. The Dialogue box launcher will activate the Clipboard Task
Pane for you to add items as you cut/copy from the web or other applications.

Format - This Group only appears on the Email object and is not included in the
Format Text Tab for Appointments, Tasks, and Contacts. This Email Group allows you
to change to overall format of your Email message — the Default is HTML, but based on
your email server and that of the person you are communicating you may change this to
Plain Text or Rich Text.

Font - This Group allows you to format your selected text with a different font, font
size, bold, italics, underline, and case. There are many other options for you by clicking
the Font Dialogue box, which provides a dialogue box for other formatting attributes.

Paragraph — Affects your paragraphs for bullets, numbering, outlines, indents,
spacing, and alignment of your text. Like the Font Group, the Paragraph Dialogue box

launcher activates Dialogue boxes for you to use to format your paragraphs further.

Styles — Styles are predefined formats and create a structure and attractive appearance
of your text using the Headings. You may change your Styles, Colors, Fonts and other
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attributes using the Change Styles command button and menu. The Dialogue box
launcher here activates your Styles task pane to use instead of the style gallery.

Editing — This Group allows you to find and to replace certain text within the Notes
area or body of your email, appointments, and tasks. The select object allows you to
select or highlight objects that are behind your text or to select text with similar
formatting.

1. Create a new message. After entering text, select the text and
practice using the items in the Font and Paragraph group for
formatting your text, including creating a bullet list.

2. You will find the Format Text Tab very similar to Word’s Home
Tab.

3. Once you complete your message, press the F7 key or the 'Iff’
Spell Check button. Outlook activates your spell checker to
review your message for spelling and other items that you
selected using the Options pane.

4. If you activated Readability Statistics that we learned earlier, the
Readability Statistics pane displayed below appears. The pane
lets me know important information about Passive Voice
sentences and grade level I'm writing.

Readability Statistics T || 3
Counts
Words 74
Characters 408
Paragraphs 9
Sentences 4
Awverages
Sentences per Paragraph 4.0
Wards per Sentence 11.0
Characters per Ward 5.0
Readability
Passive Sentences 0%
Flesch Reading Ease 66,8
Flesch-Kincaid Grade Level 6.6

iaap-hq.org 33



iaapSUMMIT Time and Contact Management

Connect, Learn, Lead, and Excel Using Outlook: Outlook Productivity
Greg Creech

Outlook'’s Insert Tab

i 28 m 2 D LRl @ % EHEFA4z0 U o=
P ok Hummess. Cheoiiey Sgwtues | Taiie. | ZACHAN. AW SAPE TR, ChE . Scensiiot ek Roskoust | Tt Rk WA | s e e
Screenshot Editing and Clipping
Wow! What an Improvement — as a writer and specifically a technical writer | use many
screenshots in my documents as you can tell from this manual. The process required
several steps in the past or the use of a S
third party vendor to accomplish | sty o s S8 = u Be & &
robust and quick screen shot editing ot e Neee Gp e et Ot Sonne e S o e S
and use. Office 2010 provides YT I RGY T L
Screenshot editing built into the : ' ? s
applications.
With files and programs open and
active, you may use the Insert tab and
Screenshot. H
I like using Screen Clipping because
whichever file you were previously
working you may click Screen Clipping and the previous file opens and dims for you to
click and drag the area that you wish to insert your Screenshot. If you simply click the
item in the Available
Window menu, the
entire screen inserts
into your file. After
the insertion then you
will need to perform
iaap-hq.org : ' R
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any formatting, such as cropping and resizing.

As an example, 1 open an Excel workbook with a listing of clients; this file appears first
in my list of Available Windows. As displayed above | am choosing Screen Clipping
and since | was in the Excel worksheet last, Office opens my Excel worksheet and dims
for me to click and drag to select the area | want to insert into the document as displayed
here. After I click and drag the area and then release my mouse button, this area
automatically inserts into my Word document!

In Outlook, I want to
insert a portion of a map g i) Y : »
for a client that is bbbt ol b PR

Y N

“directionally rE 3270

challenged” (a man no = S me e 2t G M

doubt). After using a

map program to locate L rre—
the address, | open &l
Outlook and a new mail
message. | click the
Insert Tab and
Screenshot. The first : '“‘
item in the Available i |
Windows is the map. :
When I click screen

clipping Outlook minimizes and the mapping web application activates for me to choose
the area | want including in the email. After clicking, dragging, and releasing my mouse
button, the area inserts into my email message as displayed here. This saves a lot of time,
especially for all of the screenshots you see in my manuals and books.

If you have Windows 7 there is a nice Snipping Tool that you may use as well. The
Snipping Tool allows you to Snip your Desktop and other items that may not include in
the Office screenshot. You may use this feature for error messages
and other alerts from your computer to email to a technical support
person.

& =
e ——

..............

N
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® An Important Gotcha! You may not (actually CAN NOT) have your
files/applications minimized to view in the Screenshot menu. Your files must
be open, active, and not minimized. ®

Let’s Practice using this new feature.

4. Click Screen Clipping,

1. Open Outlook and create a new email message.

2. Next Open Excel and the Track Workbook. Sort the worksheet by
customer name we only want to send ABC information to the
client as a screenshot in the Email message. After sorting your
table alphabetically by client, return to your Email.

3. Click in the body of your Email and your Insert Tab items
activate. Click the Screenshot button and Outlook displays your
Available Windows — notice the Excel Workbook is the first pane
in the window.

Office leaves Outlook and

opens the Excel Workbook 1191712012 ABC Co - 10

134 1/14/2012 ABC Co 50 20 - 10

for you which dims. Click 145 1/20/2012 ABC Co - - 10 5

10

$1,000.00
$4,000.00
$1,000.00
$3,500.00

Yes
Yes
Yes
Yes

149 1/21/2012 ABC Co 30 20 - 20
the cross hair cursor and

drag the information for
ABC Company as displayed above. After you click and drag,
release your mouse button and Office inserts the Screenshot into
your email.

Clicking an item in your Available Windows inserts the entire screen for
you to edit and crop. You should practice Screenshot editing by
inserting a map or either item from the Internet into an Outlook email.
» Hot Tip! Only the previous file in which you were working allows
screen clipping. Otherwise, Outlook inserts the entire screen image or
dialogue box when you click an item in your screen shot gallery of
available screens. »

iaap-hq.org
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Attaching Files, Outlook Items, and
Photos

While Outlook’s Insert Tab contains some of the items similar to Word and Excel, Outlook
has other commands that are very helpful in using Outlook. For example, the New Email
Insert Tab contains Calendar. Let’s use some of the popular Insert Tab commands in
Outlook; pictured below is the Insert Tab for a New Email Message. The Insert Tab like the
Format Tab will gray out commands that are not available, except when in the body of an
email message or the Notes section of a Calendar, Task, or Contact.

tessage Insert Options Format Text Henew Developer

J y o j o] > :!\‘ ‘:li . ':; ;'a' 1 ’ 4 u (s + Q; r‘ ,L - A\ Tc res :—E

51 Date & Time

Attach Outlook Business Calendar Signature Table Picture Clip Shapes SmartArt Chant Scaeenshot  Hyperhink Sookmark Tent Quitk Wordan x Equation Symbol Horizomal
File Mem Card ~ - » Art - . Box~ Parts~ - " Object > . tine

Tables ustrations Inks Tent ymbols

1. Open a new mail message.
Click in the body of the message and type in text for a message.
3. Click the Attach File button and browse to where you store your
files/folders for this manual and insert/attach the Budget Excel
workbook.
4. Next, Click the Attach Item button and navigate to your Contact
folder and select a contact to attach and email someone.
5. Insert your business card in the email, too.
6. Add a picture or Clip Art in the body of your email using the
Picture button in the Illustrations Group.
7. Insert the date and time at the top of your email message.
Insert a horizontal line between your paragraphs of your email.
9. If you want to use a signature for your email you may choose
your signatures from the list provided by the Signature button in
the Include group.
10. Use some of the other buttons to add items to your email — we
will work with tables and charts later.
The Attach File Command is any object or file external to Outlook; the
Outlook Item Attachment Command is ANY item, such as Appointment,

N

%
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Contact, Email, Task, etc. that is internal to Outlook. I use both of
these a lot in Outlook.

® Important Gotcha! Outlook will place your attachments in the body of
your email if your email is formatted as Rich Text and Outlook will place
your attachments at the top of your email in the Attachment box if you use
Plain Text or HTML Text formats. The Options Tab in the New Message
pane contains the Plain Text, Rich Text, and HTML formats in the Format
Group. ®

Insert Files and Outlook Items

Outlook allows you to place any type of file in the notes area. For example, my clients and
friends send me their resumes, letters, and other documents. | attach important documents and

files in this area so I won’t have to go on a “seek and seizure” mission to locate a client’s
resume or proposal. You may attach external files using the Attach File button or Attach an
Outlook email, task, or other object. The Include Group allows you to insert your or another
contacts business card using the Business Card button.

@J@ﬂ:

Attach Attach Business
File Item Card ~

Include

Let’s insert a file on one of you contacts.

1. Open a contact and click in the notes area of the
contact.

2. Click the Insert Tab and then click the

Attach File icon — pictured at right.
3. You will need to go browsing to locate . . —
the file you wish to attach. Maneuver B v i )
- - W Dacuments ) TermsHBTC.doc 1/5/20021:32 PM
to a folder containing a file to attach. ) TermsteanGadoc 15202132
Ml Desktop ) Thank you Notes.doc 6/22/200212:58 PM
s H ony Toshiba #)Thank you notes back.doc 22/ £
Select the file and click the Insert B e | Elieoom—— o
- - - B Music @_]Tonyaanchntract,doc 1/3/2005 5:20 PM
button or simply double click the file B st o pmtoc S0 34 A
- - - Public #)virtualProperties.doc N7/ :18 ...
to automatically insert the file and %wpc o520 6430
XPeriencingTech.doc 3/23/2002 6:00 PM
return you to your ContaCt screen. An e — l@]XperlznclngTechHI:Ipdoc 3/23/20026:03PM’ S
H H H H H H File name:  Trainers Resume. doc v |AlFies() -
icon will display signifying you have B

4. Double click the file to open it.
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I have attached a Word document entitled Trainers Resume.doc to my contact information.

» A Hot Tip! You can insert multiple files at once by clicking one file
to insert and pressing your Shift key and with your Shift key pressed
click another file to insert — Windows will select all files contiguously
for you. You may press your CTRL (Control) key and click files that are
NOT continuous. Either method of selecting files that are continuous
using the Shift key or that are not continuous using the CTRL (Control)
key are quick and easy methods of selecting multiple files in the same
folder. You may use these methods throughout Outlook to select
multiple objects and items at once. »

Next, let’s insert an Outlook Item.

1. Click the Attach Item Button. e = |
2. You will need to Navigate to the Folder " G s .
and item you wish to insert using the Look Jﬁk‘g L s
in and Items section of your Insert Item = o
pane. I am inserting a task Items. %mw
3. Select your item Click OK. 3
4. A icon appears for you and your inserted 2 =
item.
Motes
My Notes pane appears at R R KA R NI KNI
right with the files and items - . . - o .
| have attached. You may Dﬂj HB < El
click and drag to rearrange feehkaus RETSI::::.[;:)C OUtlft);ﬁUm iti.en;so;;:gv'

| I— L =

your files and items. My
attachment do not appear in the header of the email but in the body of the
email because my email format is not HTML.
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Insert Calendar

An item that | like using in the Insert Tab is the Calendar

.. . . . . o E& [T o

command. Clicking this command button retrieves a dialogue box @ e, ) = & i @ =l

with drop down lists from which you choose the calendar, date prmmmm—— )
- . A " B

range, and the detail you want sent in the email. Outlook inserts a 5] ety e ot o s vent s

. . . Calendar: [Calandar .]
beautiful calendar with your options selected. e =
Start: |Mon 8/3/2015 [=] end: [Frigjzra0is [~]
Detail: Availability only
Time wil be shonn as Free,” 'Busy,” Tentative,”
or "Out of Office”™ b
Availability only
Time wil be shown as Free,” Busy,” Tentative,”
Advanced: or "Out of Office”
| s | Limited details
Indudes the avaiabiity and subjects of calendar L
- items only —
404-299-1706 |
| e | Full details
> Greg Includes the availabiity and full detais of calendar
g Teche( items
Presich
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Outlook 2010/2013 has many new features and uses the Ribbon and new interface across

the application, unlike Outlook 2007. We will examine some of the neat new features

and overview some of the important tabs in Outlook such as the View Tab, Send/Receive
and Folder.

Outlook’s People Pane

Outlook has finally moved into the new century. The People Pane is a popular pane for

you to use to view ALL email messages, appointments, social network information,
attachments, and so on for the for the person who you select. Here are the steps to

activate your People Pane and set

options. - 3
1. Go to your Inbox (or ' 23
any email folder) and e
Click the View Tab. s T ——
. Click the People e,
Pane command ’ et ot s

iaap-hq.org

button and from the
cascading menu . Sty bt s e

[RE: Thanlks for the Office 2010 Class
choose Normal.

. With any message | ia-
selected you will see | a-
all of the Emails, -
Appointments, =

Attachments, and other items from that person. I have an
email from myself selected and Outlook displays all of my
information associated with me. The Home button
displays all of your items. I have clicked the Attachment
button displayed at right and all of my attachments
appear. You can view Calendar appointments, emails,
RSS and News Feeds and so on using these buttons.

J B = | B M Ex

Fo 110000 E1Y PR 12 EE

[m Greg Creech Bi
Il Office 2010 Rec
[m Access vs Excel |
[l Database Magi
[l 2010 Fall HR M:
[l Office 2010 Hal
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4. The People Pane and Outlook
allow you to add your Social
Networks, such as Facebook
and LinkedIn. After pressing
the Settings button at the
bottom of the Social Network
Accounts Pane, Outlook
prompts you for our login and
password information. When
you select an email or other
item, Outlook displays the
Social Network information
rather than the Outlook
information about the person.
Also, this option may not be
available for your organization

to use Social Networks; however, most organizations allow you

Time and Contact Management
Using Outlook: Outlook Productivity

Greg Creech
Microsoft Cutiock o
Social Network Accounts
Corrmct Cutiook o vour onlre sodal metworks by selecting e networks below and keaong in,

T'o connect to addional scaal networks diok She “View sooal retwork providers avallsble online”

Frush

to use Outlooks’ People Pane for view your emails, appointments,
etc. with your Outlook. While I have the Social Networks active

on my home computer, I prefer using the People Pane without

Social Networks on my other computers. Using the People helps

to get to specific emails, appointments, attachments and other

items so much quicker and easier than before and puts the items

in one nice neat pane.

5. Use the People Pane button you can turn it off and you can use

the borders to resize the People Pane, too.

42




iaapSUMMIT

Connect, Learn, Lead, and Excel

Time and Contact Management
Using Outlook: Outlook Productivity

Greg Creech
Outlook Quick Steps
Outlook’s new Quick Steps feature is really cool and easy to .
set-up. This is an user-friendly way of creating shortcuts Pine Lake 1Aap
K ick I h . Gwinnett Folder
nown as macros. Quick steps allows you to set the actions E7 1AAP Ermil
you take to perform a task, such as moving an email _

Quick Steps
message to a specific folder and assigning items to a category. wencide e ]
The task completes with one click rather than several selections s e

. . 1 BankSouth ¥ Active
and clicks. You should create many quick steps to help you U uea Yl Emory
¥ Lespfrog ¥ EFAM 2013 -
£} To Manager +' Dene —

perform your repetitive tasks with one click rather than several.
You will notice many actions and items that you may perform
using Quick Steps. Here’s how to set-up a Quick Step for
moving a message and assigning a category to the message.

1. In the Home Tab of your Email object, Click
the Dialogue Box launcher arrow or the See
More arrow (circled above) and from the menu
choose New Quick Step and then Click Move to
Folder.

At the First Time Setup Box click the Options
button at the bottom of the pane.

The Edit Quick Step pane appears. Name your
Quick Step — I am moving a selected
message(s) to my Active folder.

Next you may change your action or keep the
Move to folder action, which I am keeping this
action.

Next, click in the box under the action to choose
your folder you may need to navigate or browse
to find the folder you wish if it is not in the list
by choosing the other folder item in your list.
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6. Select the folder you wish to move the message to and Click OK.
7. I am keeping the Mark as Read item then I am creating another
action to assign the message to categories. You may add other

actions, too.

8. You may use a shortcut key to perform the action, too, by assign
the Quick Step to one of the shortcut keys in the list.
9. I am provided a Tooltip text describing my Quick Step action as

well.
10. Click Save.
11.
use and save time and

steps.

The dialogue box launcher
(circled at right) provides the
Manage Quick Steps pane allow
you to edit, create new, and
move your Quick Steps.

» Hot Tip! Using Quick Steps for
emailing to a group of people is
great as is forwarding messages
to a group of people using Quick
Steps. The New Meeting with
Quick Step is helpful, too. »

iaap-hq.org

Your Quick Step appears in your Quick Step pane ready for you to

— - L3 n L7 o
A ﬁ_,] [F2 Meeting Pine Lake I8AP a’ @ﬂ
- £ . . . = L
c 2> ’:ESIM' Gwinnett Folder £ Email to Gwinnett |+ =] S
Iy F d : [ M Rules OneMot
¥ ronwar E-EMUrEY =] 1844P Email Carter Center - EVE uves netfote
Respond Quick Steps m IMove
Manage Quick Steps . . ~ l D eS|
Quick step: Description:
g Pine Lake i @ Pine Lake
Wl 1aap
Actions: ¥ Maove to: Pine Lake
¥ Gwinnett Folder n ; i
: gig Categorize message: Pine Lake
E1 Email to Gwinnett = Shortecut key: MNone
E7 IAAP Email Tooltip: Mone
% Carter Center
Wi mos
P Active
18 BankSouth
P Active
o - Edit | [ Duplicate | [ Delete
]
¥ Move to Folder
[ ] : N
Categorize and Move
Reset to De ian g ! OK ] [ Cancel

N—
CHEDUTA

gia Secret%

™ Flag and Move

E1 New e-mail to:
L:_‘) Forward to:

[2 New Meeting with:

¥ Custom

ES, INC.,

ation Division has launched the new Geor
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A feature introduced in Outlook 2007 and worth reviewing here is the To-Do Bar. In Outlook
2007 had a new To-Do Bar for you to display your calendar, upcoming appointments, and

Tasks. You can activate the To-Do Bar through the
View Tab and clicking the To-Do Bar Command
button. As displayed at right you may choose your

&

...... “

Remindeic Ogen in e
Wire ey Windaw Al Bowa

B

W e

Mnwmized

items for viewing and the Options. . . item allows you
to set the number of months, appointments, and tasks to
view.

A& Hot Tips! Here are some Hot Tips N
Tricks in using the To- Do Bar:

v You can double click the items on your
To-Do bar’s calendar, appointments, or
tasks to open those items. (Outlook
2013 provides a preview of the item.)

v You may minimize the To-Do Bar using

1
Fr

BEme g
BE- fk
BEEw T H
BERw & -

[
un
18
N

L]
| Q
HEDsET

wusle F _

March L1
Subig Tuwe Th Fr 5a
= i 23 45
u 6 7 & 900k
2 1% 14 15 18 1F
uXmn@nAM
uTEANN

B 1y
% =

1%
April JLL

Subla Tuwwe Th Fr S8

- 1 r
u 5 4 5 4 7 89
10 TN 12 13 14 1% e
WIT 18 19 M 1 1T I3
Mo
'

MDA nBRX

the Minimize arrow (>) which is circled at right for you. (Not

available in Outlook 2013.)

4 You can click on the Month header on your calendar and a o
series of previous and future months appear for you to quickly
navigate to as displayed at right. (Not available in Outlook

2013.)

4 You may click an email message and drag it to a
specific date on your To-Do bar’s calendar and Outlook
creates an Appointment with the email text in the notes
section and at the correct date. (Not available in
Outlook 2013.) &

My To-Do Bar Options pane displays at right with my To-Do Bar.
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To-Do Bar Options ﬂ
Show Date Navigator
Mumber of month rows: 3
Show Appointments

Show All Day Events
Show Details of Private Items

| [¥] Show Task List
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® An Important Gotcha! You must activate the To-Do Bar in each of your objects.
Unlike the Navigation Pane which automatically appears in all of your views; not so
with the activating the To-Do Bar. | used the View Menu item in Contacts and
Calendar to activate my To-Do Bar in those objects. ®

Qutlook 2013 To-Do Bar

NE (=

One drawback with Outlook 2013 is the To-Do bar doesn’t allow click and dragging To-Do | People

Bar~ Pane~
an email to a specific date to create an appointment on that date. You’ll have to use v Colendar It
the Open In New Window command that we learn later. You don’t have as many ! People

options for your To-Do Bar in Outlook 2013, but you may still view your Calendar, fasks

Ooff
People (Contacts), and Tasks. I like using the Calendar and having my appointments -

display for the week or day that I click on in my To-Do Bar’s calendar. I can s .
. view my email messages and then navigate to certain dates using my To-Do SU MO TU WE TH R SA
Office 2013 R . . . . sE 1 2 3 4
Bar’s calendar. This helps me in quickly respond to email messages about 567 8 9101
Feature 12 13 14 15 16 17 18
availability. The appointments in the To-Do Bar have your category color S
displayed, too. 23 456 78
Monday, July 06, 2015
Summer Break at t.. 6/25/2015-7/6/2015
B:00 AM wa@H
PineLake

Tuesday, July 07, 2015
B:00 AM Gwinnett On-Site Training...

Wednesday, July 08, 2015

10:30 AM Customer Service Excellence
Pine Lake

230 Pt || Data Analysis Using Excel
Thursday, July 09, 2015
8:00 AM Excel at Water Resources...
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Color Cateagories!

Using Color Categories is an excellent tool for organization; this is another feature 3 Y 2 Private
introduced in Office 2007 that you should use in Office 2010/2013. You should }..,,;;_::. rotow ;:J‘
assign your contacts, calendar appointments and meetings, and e-mail messages to Clear Al Categories
color categories. Categories allow you to assign a person to more than one type of : ‘” ‘“’

group or item. | use Categories to organize my contacts by type of business, type of

Business

service, type of account (good, bad, or prospect) and many other ways to help find : ‘”"lﬂ
and use contacts and other Outlook Items as a category group. @ Exce
® o
. Open a Contact and in the Contact Tab, click the Categories EJ, ~p,
button in the Tags Group. A picture of the Categories T
cascading menu appears at right. I have added many of my @ i
own categories, as you can see. You should and may assign : YQE

Busimess

Fiaill Hame...

iaap-hq.org

a contact to multiple categories for tracking and grouping.

. To assign a Category simply click one or more of your color

items. Assign yourself to several Categories. Your category name

and color appear at the top of your contact. I assigh my contacts
to many categories so I may use the contact in various categories
for Mail merge with Word, to send an email based on a Category,

and other important areas. Here are my colorful categories.

e outecn Croresnen————— spear ey
Eir. Greg Creech | . P, ‘-’"'W Creach
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Please get into the habit of using this important efficiency tool. You can create, edit, and
delete category choices by clicking the All Categories button. Let’s create your own

Category.

1. Click the All Categories. .. button il Cotegories vl &)
and the menu at right appears — Coteony. To 6383 oeory, e e Cogory e &7 0 T COBnch o, 84 P,
Color Categories. || | Hame Shortouthey < | | Mew..

2. Click the New button and Add a @i caane
New Category as I am @y 1=
accomplishing for Outlook. Type } e &[]
your New Category Name, choose a 1 Ll . ju'::alm - !
color and assign a Shortcut key if T“ﬁ“:j” - ==
you like. o [@ [ sy _

3. Click OK for Outlook to accept and ‘
use your new category. —~ -

4. You can select a Category and Delete it or you may Rename a
Category using the Rename button. You may change your color and
shortcut key from your Color Categories Pane, too. Create many
categories and assign your contacts as you create them to a
category or two or three. ..

5. Click OK to exit the Color Categories Pane. e
Click the Save and Close Button for your St
. . RE: Thanks for the Office 2¢ : .
Contact or Calendar item you are using Greg Comech <cremchigret ) il
Categories. e R
v ‘''®m
ﬂ“. Greg Creech . S i
I customize my category list often in order to organize my et A s
contacts, appointments, and other items by a specific PN AT e .-
- - § O * " [} v
customer, type of account, business partner, or family S i
member. You may always right click on an item, such as ‘ =Ykl
& Axd

Calendar Appointment, Contact, Task, or as pictured at right
an email message and assign a Category from the Shortcut
Menu.
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7 If you import contacts or upgrade Outlook, not all of your categories may be in the list. You
will see the words — Not In Master Category List in your Color Categories Pane. You will want
to add or delete these categories. /A

When you initially begin using Outlook, you will have categories, such as Red Category,
Blue Category and so on. When you start assigning Categories you can give the color
category a name. You can reuse colors for other categories. We’ll look at how we can
view our emails, contacts, and calendar by category later.
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Follow-up Flags

If you need to create a reminder for an action to occur in relation to a contact,
you may have your contact(s) selected and Click the Follow-up Flag button on
the Home Tab. The Follow-up Flag alerts you and reminds you of an action
item that is to occur for a contact.

r'

Let’s create a Follow-up Flag for a contact that you created or use your contact Follow
information.

iaap-hq.org

v '3 Private

[ Address Book

Up~ | &/ Check Names
Today
" Tomorrow

This Week

\ o
v
1. With your contact open in the General Pane or with the t e
contact selected in the main contact window, Click the ¥ NoDate
Follow-up Flag button. W Gustomn.,
2. The Follow-up Flag cascading menu appears when you click ; e
the button — you may choose your date from this menu —

— I am choosing custom.

Add Reminder...

The Flag for Follow-Up dialog box appears for you to select Rlon ;o conmak e e ot
. to: wl v
the type of Flag, such as an E-mail message or Call, and to set x o .;m -

the Start Date, Due date, and date and time for the Reminder. | e B ‘I.

I Reminder:

1. The Flag to: Drop Down box allows you to — . P—
specify the type Of fO"OW'up action that iS tO %e‘:gglng a’EatEsabo-Ss‘ihhemmwdat_rteEminds Lout:o follow up. After you
occur — Select the type of Follow-up you wish e T B
for your Contact. Startdate: | Monday, September 08, 2008 E

. ' Duedate: | Thursday, September 11, 2008 E |

2. The Start and Due Dates drop down box will ] Remicer:

provide a calendar for you to choose a due date. c::;”f“’“’““’ o E| a:: . E

3. Set your Reminder Date and Time.
4. After completing the information, Click OK.

Creech, Greg

5. Your contact has the Follow-Up Flag ind icator in the Follow Up Flag: Follow up
. - [ o
Main contact window and when you open the contact e e ek SO
the follow-up
- - - | Follow up. Start by Monday, September 08, 2008. Due by Thursday, September 11, 2008. Reminder: Wednesday, September 10, 2008 8:00 AM.
information is at the top (Busines T o (Qumank c

[FuHName‘.. Greg Creech ’T\
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of your form above the Categories — these are pictured for you at

right.

/ You can delete or complete the flag by right clicking the contact with the follow up flag
and from the shortcut menu click Clear Flag or Complete Flag. /7

Displayed at right is the shortcut menu you will receive
when you right click on a contact with a follow up flag.

On the Main Contact window, right click on
the contact in which you placed the follow-
up flag.

Notice all of the actions you may perform through using
the shortcut menu. There are many shortcut menus and
time saving devices in Outlook, such as right clicking on
an Outlook contact to receive a shortcut menu to
perform many actions on that contact.

Creech, Greg | S [ == — ipm Peter |
Follow Up Flag: Follow up Open 15 Aviation
P. O, Box 1431 £ . Hapeville, ¢
o : urﬁ’] Print .
459 Spruce Drive = 7276562 Business:
Pine Lake, GA 300721431 | @] Send asBusiness Card  |118-8151 Home:
Business: (404) 299-1 noy@ga... Mobile:
Home: (404) 2991 Send Full Contact [ e Ai_ il _
Maobile: (404) 403-5. Create 3 |S||||it|e. Na
E-mail: greg@greg 51 Analyst !
%, Call Contact.., | | | Nercross,
Duck, Daffy Follow Up P | W Today
1345 M. Decatur Rd . )
Apt15 Categorize v Y Tomormrow
Decatur, GA 30033 .
Business: doy321.2, K Delete X This Week
Home: (404) 321-2899 " King, Anne |\ Next Week
E-mail: daffy@duck.... 1122 Charlotte Drive | W o Date
Charlotte, NC 24243 n
Fred Business: 811) ¥ Custom..
1350 Brontasaraus Drive Home: (811] =
Bedrock, GA 30022 E-mail: P, | GRS
Business: [321) 383-5888 " Mark Complete
Home: (321) 3838838 Markus, Dale
Clear FI
E-mail: fflinstone@d... 162 Cliff oad =
Atlanta, GA 31321 Set Quick Click...
] .

» A Hot Tip! When you Right Click on a Contact in the Main Contact
Screen the Short cut menu allows you to perform many actions, such
as Create Meetings and Emails through the Create item. The Short cut
menus allow you work with your Follow-up and Categories, too. The
Shortcut menu displayed above with the Follow-up section expanded.
Outlook 2013’s short cut menu expands to include Copy and Move to

with additional items. »

Once your Follow-up date and time arrive, your item will appear

in red to alert you. Outlook will remind you, too, based on your

settings in your Follow-up pane.

Once you clear the flag or complete

it, the red disappears and a

Follow up. Completed on Wednesday, September 03, 2005,

message appears as displayed at

right. Notice that Outlook documents not only when the Follow-up flag is due

iaap-hq.org
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but also when you completed the Follow-up item.

Messaqge Options Tab

An important tab in your E-mail message screen is the new Message Options Tab. The
Options tab and the Message Properties dialogue box that you receive when you click

the More Options Dialogue
box arrow allow you to set
your Importance, use voting
buttons, request delivery and
read receipts for your
message, and other delivery
options. You may associate
contacts that are not receiving
this e-mail to your e-mail
message and set your
categories, too. Mail Format
and Outlook Options
dialogue boxes from the File
Tab for your mail messages
affected ALL of your
messages, using the Options
Tab and Pane allows you to
set your options for a specific
message.

File Message Insert Options Faormat Text Review Developer
n Colors = a1 0,2 4 Ty
| g 1= i i - =32 %
e =5 w3 Request a Delivery Receipt =

Themes Page Bec

» [O]Effects ~ oo

Use Voting
Buttons =

Save Sent Delay Direct
Item To = Delivery Replies To

More Options

Request a Read Receipt

Themes Show Fields | Permission

Tracking |

Settings Security
% Impartance: 7] Change security settings for this message.
B

Sensitivity: [Normal - ] .

[ Security Settings... ]

| Do not AutoArchive this item
Voting and Tracking options

- [ use voting buttons:
~J

["|Request a delivery receipt for this message RN
[T|Request a read receipt for this message

Delivery options

(59— [[]Have replies sent to:

Select Names. ..

[T Do not deliver before: | Mone 12:00 AM

|:| Expires after: Mone 12:00 AM

Save copy of sent message

Categories |None

1. In your Mail Message, Click the Options Icon,
2. Set a different theme for colors and fonts if you wish in the Themes

group.

3. If you wish to use or view the Bcc click that button — I am using the

Show Bcc feature.

4. Outlook allows you to use Voting buttons and other types of
response for your emails, too.

iaap-hq.org
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Greg Creech
Set other items that you may wish for e-mail, such as Delivery and
Read Receipts, in the Tracking group.
When you use the More Options Group buttons, Outlook activates
the Message Properties dialogue box for you to set your Delivery
options for replies, delivery date and time, as well as expiration date
and time. These options allow to set when a message is delivered or
if the message expires Outlook can delete it for you or archive the
message
The bottom of the pane allows you to set your categories as we
accomplished with contacts and to associate the email with a
contact that is not receiving the email.
After selecting your options, click Close in the message options
pane.
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Home Tab

Like the Home Tab in Word, Excel, and PowerPoint, Outlook’s object Home Tab
provides common commands that allow you to create new items, view your items, and
other features I will overview here. We will look at Email, Calendar, and Contacts’

Home Tabs. Using your own Outlook folders and objects let’s review these important
items in Outlook.

At Home with Email

r gnot . A3 Mave 1o Active 3 IAAP p 4 F it~
" 4 gnore x \ | | 8 Meeting | 13 Move to At 3 LAAP : P an' o] Y
» Up = N - -y A Emory To Manager ° = i L4) Address Book
e ew - ¢ ) More Move Rules OneNote Unread/ Categorize Follow Send/Receive
ail Rems~ & lunk - All < 53 Team E-ma /' Uone v " . Read - Up* o Filter E-madl ~ All Folders
Respona Quick Steg Move Tags Find R

Here are some of the important items that you should use for the Email’s Home Tab.
So, open your Outlook at the Email object on the Navigation Pane.

New Group — The New Group across the Outlook Application allows you to create
new Emails, Appointment, Contacts, To-Dos, etc. within the Object, such as New Email.
The New Items allows you to create items that are not part of this object, such as creating
a New Appointment in the Email object. | use this so much that | have placed this on my
Quick Access Toolbar and My Custom Outlook Tab so | am never far away from
creating anything new in Outlook.

Delete and Respond - These two groups replace common icons in previous versions
of Outlook. You can delete at will and use the good old Reply, Reply All, and Forward
from this Group. The More button in the group permits you to forward your message in a
variety of ways — as an attachment or text message.

Quick Steps — We covered this important group earlier.

Tags Group — We have looked Categories previously; you may quickly mark Find 2 Contact « v
an email as either read or unread by clicking the Read/Unread button and L Address Book Send_,;'cem
assign a follow-up using the Follow-up Flag. ZFi't:;::;” —1 | Al Folders
Find and Send/Receive - The last two Groups on the Home Tab are ones 0 Has Attachments

that | use early and often, particularly when | have many emails jamming my m This Week | »
Inbox. The Filter Email is a nice addition to Office 2010 and allows you to :;' E:;j::m '
quickly review specific emails such as Unread, with a Follow-up Flag, or ! Important
Important. The More Filters option allows you to search on Keywords in an 34 i:"t T:_’It’“*-' arcc: e
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Email message and even highlights the search for you! This is very useful with hundreds
(or even thousands) of email to wade through.

The Send/Receive forces a send/receive with a click or you may press the F9 key in lieu
of click this button. While you may set your Send/Receive settings in the Outlook
options, at times, you will want to “force” a Send/Receive and this button does the trick.

At Home with Calendar

| have used Outlook’s calendar for over 20 years and can recall meetings | held in June
1998. With each version of Outlook, the Calendar improves. So open your Calendar
and let’s ook at some of the neat features, as we review the Home Tab for your
Calendar.

Greg's Outlook Home Send / Receive Folder WView Developer

=L R EEE R Y ==

[} Address Book

New New New Today Mext7 Day Work Week [Month | Schedule Open  Calendar E-mail Share  Publish Calenda
Appointment Meeting tems - Days Week = WView Calendar ~ Groups ~ | Calendar Calendar Cnline * Permissions
MNew Go To 7] Arrange % | Manage Calendars Share Find
New and Go To - Like Email you may quickly set-up a New SERY (T K S
appointment or Meetings as well as other Outlook item in the New s = 8 ik
Group. The Go To group offers a quick way to navigate back to your | Sey T D e
current date using the Today button or to view your Next 7 days in the o Q Q
weekly view. | am glad that Outlook includes the Next 7 days Go To R -
View; I have many clients request a weekly view when the week doesn’t shown: MonthCalender v
begin on a Sunday or Monday and now we have this ability in 2010. | ox cance
When you are looking another date, navigating back to the current date is '
easy simply by clicking the Today button. If you click the Dialogue box launcher or
Press the CTRL + G keys Outlook activates the Go To Date Pane for you to enter or
select a date to navigate. | have entered my birthdate (yes, Outlook goes back that far!)
and clicked ok. After I notice the day | was born, I clicked the Today button to travel
ahead quickly 50+ years to the current date.
Office 2013 | oytlook 2013 removes the Next 7 days button, so | added the button to my —
Feature appointment’s Quick Access Toolbar which is displayed at right. You’ll have to ~  nexi70as

Show the next 7 days in the
calendar.
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use the All Commands selection in your Customize Quick Access Toolbar menu to add this
button that is not in the Ribbon.
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Arrange — There are many views to explore in Outlook’s Calendar and the

Arrange Group offers quick and easy ways to view your Calendar. You should T
click each one of these items to view your calendar by day, week, and month. As " 5" - &
pictured at right, the Month view allows you to select the level of detail to view e "
in your Monthly View. Also, the Schedule View is new for Office 2010 and is M| Show thoh Oetat

particularly useful for looking at multiple calendars and the free/busy times in

one view for various calendars. We will look at this more in the View Tab.

Manage and Share Calendars — These Groups allow you to Manage other people’s
calendar if they give you permission and you are using an Exchange Server for Outlook.
You may open another Calendar (.pst) file from here, too. You can publish your Calendar
to the web and you can email your Calendar. Here’s how

to Email a part of your Calendar. [ s e -]
1. Click the Email Calendar button, Outlook {| G oo e ctre rtmatn o e i |

opens your email ready to attach and put . — 2 |
your calendar in the body of the email _i;.—
and Outlook opens the Send a Calendar “‘ — P
via E-mail pane. Select your date range R ——
or specify a custom range, decide the N
level detail you wish your recipient to =
vies and the working hours or entire l )\t

day/night. The Advance options allow

you to show private appointments and to include attachments.

The E-mail Layout offers a Daily Schedule or to List your Events.
2. Click OK, after confirming your date range, click Continue and

Outlook inserts your calendar dates as an attachment and in the

body of your E-mail.
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At Home with Contacts

The Contact Home Tab provides ways of managing your Contacts, creating new
contacts, viewing your contacts, and using Outlook’s Communication tools with your

Delete  Email Meeting More

Delete Communicate Current View Action Share

contacts.

Like with the other items in Outlook the Contact Home Tab includes the ability to Share
your Contacts and use Tags, such as Categorize.

New — The New Group allows you to create an individual contact or you may create a
group of Contacts (AKA Personal Distribution List), and to create other new Outlook
Items, such as email, appointment, task, etc.

Communicate — The Communicate group permits you to select a

contact (or contacts) and create an e-mail, meeting, task, or other _i-, s
items from this Group based on your select contact(s). i)
Current View — As with other Outlook objects views are important b
and easy in Outlook 2010. When you click the See More arrow your

gallery expands for you to selected different views — my favorites are Manage Views

[

1M

*.'t/-h ©
2 z L

wve Cuirerl View Ad b Nevw View

Address Cards, Business Cards, By Category, Phone, and views that oy ot et Ot o

I customize and save such as NPB and Greg’s View. You should

open your Contacts and preview each View.

Actions and Share - The Actions Group allows you to quickly Move a contact to
another folder and to active the Mail Merge Wizard to work with Word. The Share
Groups offers a quick way to email your contact to another person through the Forward
Contact command button and cascading menu.
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View Tab

Due to Outlook’s various object types the View Tab is important to see your information

in a variety of ways and organization. We will overview E-mail, Calendar, and Contacts
and some of the important Views and functions.
You should have an Email Folder open, such as Inbox, Sent Items, etc.
and try each of these items below.

E-Mail Views

| Greg's Outlook Home Send / Receive Folder View Developer
- > v W 5 » R Sort = = o N
‘{) [ 135 Show as Conversations | | Date 58 From 4810 WO R = = El = 4 2l 7%
Nl - = ~ | %=) Add Columns = S !
Change| View Resst T n Setting S Catggories ¥ Flag: start Date ¥ Flag: Due Date = ) . Mavigation Reading To-Do | People  Reminders Open in New Close
View = |Settings View Expand/Collapse Pane~ Pane~ Bar~ Pane = Window  Window Al tems

= = Arrangement Layout People Pane Window
= S | e E—
R |5e 5 @ 6 T =

Last Seven .. Greg's View  Compact Single il
:‘ Search Inbox (Ctrl+F)
=] F
— Subject Received size Categories

Preview k
h RE: Thanks for the Office 2010 Class Fri9/i7/2010 819 PM 12 KB
Manage Views... ive Team Confirm your e-mail address for Windows Live Mon 6/28/2010 7:51 PM 11 KB
Save Current View As a New View... lolmes  excel 2007 question Mon 6/28/2010 3:09 PM 30 KB
Apply Current View to Other Mail Folders.. ol RE: Are you available. . . Mon 6/28/2010 1:47 PM 43 KB
— - - Pawer Paint Class Man R/78/201017:59 78 KR

Current View - The First Group, Current View, on the E-Mail views allows you to
change your Current view using the Change View and View Settings button. You can
add fields, filters, and sorts to your current view and create your own view as | have with

Greg’s View. However, the default view is usually fine for most people and you can

quickly sort and filter your view using the Arrangement Group or Click column headers,

such as Subject, Size or Categories to quickly and easily change your sort.

Conversation — The Conversations View for E-mail organizes

your email message by subject and the most current email is first and 7] Show as Conversations | |E Date
the previous emails list underneath the most current email. This view — t  coneonseng | 5 caregones
is helpful for consolidating and organizing any length email —

Microsoft Outlook @
exchange of replying and receiving emails about a common subject o mesonges arenged by comerontons
from several people. When you click the Show as Conversations box B -
to check it, Outlook asks you which to folder to apply the view all | Alfoders | [ Thifoder | [ concel

< &

[T}

fOIderS Or th IS | Show as Conversations | | .l Date (Conversations) ‘:5 From ":ﬁ To ILETEITS j % j 4\2‘ —'£I I
= g = = oy L

~| 4] Add Columns

m " " N
(> Conversation Settings ~ | @ Categories ¥ Flag: start Date ¥ Flag: Due Date | e ; _ | Mavigation Reading To-Do  People | Reminders Open in New CI
folder I usual Iy Expand/Collapse Pal Pane~ Bar~ Pane ~ Window  Window  Alll
" Conversations Arrangement. Layout People Pane Window
I tth D @ X (3 |Finda Contact ~|BE O3 (@ O © g~ =
only want the .
Search Sent ltems (Ctrl~E) r
Current and actlve i O || From To Subject Sent size Categories HE
3 iy 1 Greg Creech Mariano, .. Flyer Tue 6/8/2010 11:29 AM 793 KB =
N . L GreqCr... ‘Mariano, .. RE: Fiyer Tue 6/8/2010 11:29 AM 30 KB
folder I’'m working S30 Grgch.sm  FwiFyer Thu 1472010 425 B 738 KB
i 4  GregCr. ‘Gardner,.. RE: Flyer Thu1/14/2010 3:32 P10 14 KB
H 4  GregCr. ‘Ellen Joh... RE: Flyer Mon 11/30/2009 5:03 AM 11 KB
~
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in for this view. | have displayed here my Conversations view of a Subject of Flyer.
This assembled all

emails with the subject Flyer for me. The arrow circled above allows you to expand and
to collapse your view so you may see the detail messages or not. The Conversation View
Settings allow you to display messages from other folders that use the

same Subject. You may Expand the Conversations automatically, too; I RIS uigate (Conv.
. . . = C tion Settings ~  Categori
usually like to use the arrow as described above to expand my conversation = "= "= " Ftegonies
Show Messages from Other Folders
for a particular subject and email. {[V] snow Senders above the subjec
- - . . . . Always Expand Conversations
Click the Show as Conversations again to uncheck it to turn off this view Use Classic Indented View

when you are finished.

Arrangement — The Arrangement Group is an

important Group for Email. This pane allows you to click ) N |

and select various sorts and views. By default your emails SRR @ £ron S

R H Categories V Flag: Start Date V Flag: Due Date
are sorted and organized by date from the most recent. — —_ .
(%] Size J Subject G Type
However, you will want to see your emails sorted and 0 sstachments @) Account ¥ mportance
organized differently at times and this pane at right helps V] showin Groups

Lgg Miew Settings..

you accomplish sorting and viewing quickly and easily.
With your email Inbox or other folder open you should try
these different views and sorts to understand what each will accomplish. 1 find the From,

Size, Account (since I have four different email accounts that feed into 1} Reverse Sort
Outlook), and Attachments. %= &dd Columns

The Reverse Sort, Add Columns and Expand/Collapse changes your
views, too. | have added columns such as From, Categories, and others.
You can quickly Expand and Collapse your groups; however, you may
find using the small arrows next to your Groups just as easy to expand/collapse your
information. The Reverse Sort is a button that | rarely use, because | sort by clicking the
column header. Clicking a column header such as Received, To, From, or Subject
changes the Sort for you in Ascending Order and clicking the Column Header again
changes to sort to descending.

%= Fypand/Collapse =

Navigation Pane - The Navigation Pane is integral in moving around in Outlook ; % |
and activating your objects. 1 always have my Favorites active, since | have so many e il
folders, I like using the Favorites by having my often used Folders at the top of the (V] Hormal '
Navigation Pane. | use the Minimize arrow on the Navigation pane to Minimize my ﬁ:imd |

V] Eavorites |
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Navigation Pane | do not use the cascading menu at right. For Options | have all of my
Outlook objects in my Pane, such as Journal, Notes, and Shortcuts. | never turn off my
Navigation Pane.

Reading Pane - As old timer of ) Y Y e B SN o R
ragsaoate W reoucose |-l oo pomncomse - et oamee| sere i | s oo s
Outlook I prefer my Reading Pane at ] mat poierane wndow
A & = H sottom
the bottom of the screen and this = @ f X
FW: Juny nce and Office Angel

Sent 5 Categori plieps...
en! e(Catenonc N Greg Crecur<creeungreg @bellsouth.net>

Mon 2/7/2011 1:00 PM
‘areg@aregereech.com’

-

increases my ability to perform sorting

and other functions easier than having e HonaTE 2
the pane at the right. | am displaying . - Thanks,

my Reading Pane at right and have peneea o Greg

. A ) Mon 6/28/2... 363... 404-299-1706

increased the width of my inbox so the MonGaa.. 24 3

Tue /1

column headers appear for me to sort. s i g et ." ’
My People pane is beneath the Reading T e m Tk T =
Pane.

The Options for the Reading Pane are important Reading Pane e
for you to set. For example, | have unchecked the Reading Pane options

Mark item as read when selection changes [¥] Mark items as read when viewed in the Reading Pane

because I will accidentally move from one
message to another and not realize that | have
moved and the message becomes unread.
Therefore, | have changed my options to Mark ok | [ cancel
items as read when viewed in the Reading Pane
for 5 seconds — this provides enough time for me to realize | have the message selected
and to preview the message. | like the Single key reading using space bar because this
scrolls through your message in the Reading Pane when you press the space bar and
when you reach the end of the current message Outlook navigates to the next message as
you press your space bar and continue to scroll through your text and other messages.

Wait |5 seconds before marking item as read

[] Mark item as read when selection changes
Single key reading using space bar
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Calendar Views
Ou ¥ ne end / Regee Folder ! D pet
® M= B Drmesae- | @ 7 EEE @ = 8
Reset Day Work Week Month | Schedule Colot Navigation F.ucmvg To Dol p;:pe Reminders Open:!lew Tl:e
View Week View - Pane ~ Pane~ Bar~ Pane * Window wWindow Al Rems
Arrangement lor Layout People Pane window
Current View - Like E-mail, you may change your View in the Current View Group
and like E-mail, you have the Navigation Pane, Reading Pane, To-Do Bar, and People
Pane features here with similar options, so | will not review these items. You can decide
for each Outlook object if you want these panes visible or not. We have previewed the
Arrangement Group in the Home Tab, but we will concentrate on the New Feature of
Grouping your Calendars and using the New Schedule View.
The Change Views pane and gallery displays at right for you. Generally, |
like my Calendar in a Calendar View such as Day, Month, or Week but % e .h. .
there are times I like viewing my Calendar a table format such as By S -
Category or List. This pane makes it easy to change your view from a o - e
- . . . o
Calendar view to a table view. You should look at List and if you use :
Categories by Category views. When you change your View to a table )
view, your Arrangement Group changes with similarities of E-mail to add
columns, reverse sort, and so on.

_ ©GoEE=SlEi-~ o 0 0BT H
With your Calendar open change o o o | O oy ek (B Ve e e | ek |
your Views and then look at your Outok Optn: L Z
Calendar in aII of the ::m‘ ﬁ Change the settings for calendars, meetings, and time zones.

H Calendar Work time

Arrangement Views such as Day,
e " starttime: 800AM [=]

Week, and Month- " End time: 500 M [+]
otes and Journal Workweek: [ Sun Mon Tue [¥] Wed [¥] Thu Fri Sat
Search First day of week: | Sunday [ =]
Maobile First week of year. | Starts onJan1 [ |

Arrangement - When you click the e

) Advanced o) Default eminders: |15 minutes | = |

Arrangement Dialogue Box launcher, Coomeshen || 18 . |

Quick Access Toolbar Use this response when proposing 3 new meeting time: | 7 Tentative I

Outlook opens your Calendar Options for
you to set important items, such as your
workweek and time, using more than one
time zone, Adding Holidays, and setting
your default color. You should review

iaap-hq.org

Add-Ins

Trust Center

Add holidays to the Calendar. | Add Holidays..
Change the permissions for viewing Free/Busy information: | Free/Busy Options...

[] Enable an alternate calendar
English Gregorian

When sending meeting requests outside of your organization, use the iCalendar format
[Z] Show bell icon on the calendar for appointments and meetings with reminders

Display options

) Default calendar color: | &«
-9 2-)

[] Use this color on all calendars
Date Navigator font:
[ Eont.. | lapt segosur
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these options to decide which work best for you and your calendar.

Qutlook Schedule View and Calendar
Grouping

You can create a grouping of calendars for other people, resources, etc. and click a check
box to display your individual and group calendars. Outlook

. L . = | 3
expands the view for Meetings into the Schedule view, so that now = | 2 T2
1 |Schedule Open  Calendar E-mail _--_ P:l]bl::lse
you can view multiple calendars in a more comprehensive and = | g e
i i nmli;n:a‘a_t‘e Mew Calendar Group i3
helpful view by dates and timeframes (you may change the 2
timeframe in increments such as hourly, 30 minutes). You may teselss
create a Group using the Home Tab, as displayed at right. I am

naming a Calendar Group Managers; after clicking OK Outlook
takes me to the contacts | want to use for the Calendar. The Exchange Server, Delegates,
and Permission may or may not allow this feature for you. | created several calendars
and use the Grouping feature for those calendars. You can change a Calendar from one
group to another by clicking and dragging. As displayed below, you can see how nice
using Schedule View is for — wumsy cesouen  rone  sarmene  rosn  vew  omense

. g ; feer] [ B2 | =) Time Scale - = = 5
these Calendars showing = . ﬁ = = ﬂﬁJ Ve j gj j 2 2
me the events for different ="
Calendars at 7:00 PM on A PN Sear 2008 e ke €15 P
] Other Calendars My Time m 00 00 00 0o 00
February 09, 2011. Also, & csscmn B e ———————
notice the different

2008 Pine Lake Neighborhood Watch Mtg

LookQutCalendar

CO|OI’Ing Of the Calendars [ Executive Calendars

Greg Symphony Nite

for organization and ease

Of Vi eWi n g . The Professional | . Outiook Materials Preparation

Navigation Pane makes it S
easy to check a calendaron —
to display or uncheck to ?mm ‘
hide the calendar or Group. o

This is a nice and neat new feature of Outlook 2010.

[ [ Add a Calendar ...
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If you do not use the Schedule View, but prefer the Day, Week, or Month views, Outlook
uses the Overlay Mode as displayed here fore you. With Multiple Calendars selected or

using a Group, you may use the view displayed below. Notice the arrows at the Tab for

- C - = e = = = N |
© G © Em e MOETE B @ =
@ & T @, L =] = H = é L
Change View Reset | Day | Work Week Month Schedultes Color | Daily Task Navigation Reading To-Do = People | Reminders Openin New Close
View~ Settings View Week - View [ Working Hours - - n Pane~ Bar~ Pane~ Window  Window  All tems
Current View Arrangement | Color Layout People Pane Window
2 9 @ 6l L @ @ X (3 |Finda contact ~ LDEROOEB ~
4 Februay2011 ¢ Overlay
4 » Search 2003 Fine Lake (Ctri=F) P
SuMo TuWe Th Fr Sa February 09, |, ., additional calendar on top
5 123 45 of the current calendar.
76 7[8] 910 11 12 # Calendar X - X % lookOutCalendar % & 2008 Pinelake X
313 14 15 16 17 18 19 9 Wednesday
52021 23 425 %
® 27 28 My Time
n 5 pm
4[¥] My Calendars ——
500
Calendar
[] other Calendars I
7(]0 Relax and Enjoy the Evening Neighborhood Watch Mtg Symphony Nite
4[] Greg's Group
Greg I
Professional 800
LookQutCalendar
2008 Pine Lake 00
[] Executive Calendars
[] Managers 71000
{~] mail 1100

the Calendar you can click the arrow to remove this from the Overlay mode. You cannot

use the Overlay Mode with Schedule View. I like using both depending upon my needs

of viewing multiple calendars as if they were one.
Color - You may color your Calendar quickly and easily using the Calendar Color

Button displayed here.
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Contact Views
g e e — g
,Q] LookOutContacts - Personal Folders - Microsoft Outlook
File Greg's Outlook Home S5end / Receive Folder View Developer
J t] Reverse Sort [ =] [ o W | %
= = = o= 2 A
- w=) Add Columns | | || | | '3& _i'
S = ~ Mavigation Reading To-Do People Reminders Openin New Close
View = | Settings T | s+=Expand/Collapse Pane = Pane~ Bar~ Pane = Window Window  All Item

People Pane Window

View : nent Layout
w v 8= >4 ! RO OHED -

Address Ca.. By Category Greg's Add.. Greg's View & T

MPE View Business C... Card Phone | EBare, Yogi Bunny, Bugs
Yogi Bare Bugs Bunny
n Yellowstone Inc, Looney Toons
Vice President President
Marketing [616) 1616111 Wark
_ Work (616} 1616112 Home
Manage Views... (616) 8896785 Work bugsy@bunny.com
. . yogibare @yellowstone.org 13 Looney Lane
save Current View As a Mew View.., v 1556 Cave Manaor Los Angeles, CA 01792
Apply Current View to Other Contact Folders... 695 i e e . s

Your Contact Views offer many ways of reviewing your contacts. | have displayed my
information in Business Cards. Using the Current View Group, you may look at your
information as Address Cards, create your own view, or look at your information in a
table format using the Phone and List views.

Arrangement — The Arrangement Group for Contacts will not activate until you view
your information in a Table view, such as By Category, Phone, or List. From here you
can sort by several ways and view your information differently and Add Columns, etc.
With your Contacts in a view, look at these different views, especially List and Phone
View.
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View Shortcuts

Outlook provides simple View Shortcuts to turn on and off the To-Do Bar, Navigation
Pane and other views. The View Shortcuts appear on the Status Bar next to the Zoom
Slider at the bottom right of your screen and the Calendar and Contact View Shortcuts
are pictured below. Click these in your various views to see the effects of Normal,
Classic, Address Cards Only, and the other views available at a click. The Calendar
Shortcuts appears at left and Contact Shortcuts at right with the Zoom Slider.

DEEmes O U G

| m({e=l; e0% (=) Iy ()

Outlook 2013 has the Reading View and Normal View and that’s it for the Outlook
objects. These quick views expand your Navigation Pane and other panes, such as the To-
Do Bar or the Reading view minimizes the Navigation Pane, and other panes for you. |
particularly like using the Reading view when | am viewing Outlook items side-by-side
using the Open In New Window feature

Feature | thatwe will learn. L E -

Office 2013

Cateqories View

As we have seen, Outlook has many different types of views in which to work with your
Outlook objects. Mail and Tasks views are in a table format and Calendar and Contact views
are in special views for seeing your information in calendar formats and contacts in business
card, address card and other formats. Using a table view for Calendar and Contacts is popular.
We will learn how to view our information using the Categories that we created earlier.

I have used Categories in Outlook for many years and I have organized my business
tremendously using Categories. In the Categories View, | can send emails, create meetings
and appointments, and perform other tasks, such as a Mail Merge with Word.

. ol
I’11 use my calendar and contacts for my Category viewing. 5 w\e e e
Reset Day Wark Week Maoni
View = Settings JView Week

= IENE

Calendar Preview List
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1. In the View Tab and the first group, click the Change View button
for a gallery of views. Click the By Category button.

2. Your view changes to a table view with column headings and
your information in columns. Using the Expand/Collapse button
on our Quick Access Toolbar or the button in the Ribbon and the
View tab makes organizing your information easy. I collapse all
of my Category groups and then I click the Expand arrow to view
my details. Below I have expanded my Excel category to view
where I'm teaching Excel and any item on my calendar using the

Excel category.

3. Using this view, I can quickly sort my information by clicking the

O |suBIECT LOCATION START END RECURRENCE PATTERN CATEGORIES
Click here to add a new Appo..,

4 l Categories: Excel: 529 item(s)

El Emary Excel Level 2 Wed 8/31/2016 8:00 AM Wed 8/31/2016 5:00 PR . Excel

E Emaory Excel Level 2 Wed 8/24/2016 8:00 AM Wed 8/24,/2016 5:00 PM . Excel

E Excel Level 3 Wed 8/17/2016 5:00 AM Wed 8/17/2016 5:00 PR . Excel

E Data Analysis using Excel (Emo... Fri 7/29/2016 8:00 AM Fri 7/29/2016 1:00 PM . Excel

E Emary Excel Level 2 Thu 7/14/2016 5:00 AM Thu 7/14/2016 5:00 PM B Excel
column header or I can right click the column header

START Mo

for a more extensive menu that includes Sorting. The G Amange By

shortcut menu for my Start Column displays here.
4. After using my Category view, I change back to my
Calendar view using the Change View button.

Like Calendar, I like using categories with my Contacts, too. The process is
the same in view your information in a category view.

» A Hot Tip: Using categories for your contacts allows you to assign one

1| ReverseSort

g‘;ﬂ Field Chooser
Remove This Column

= Group By This Field

= Group by Box

#

View Settings...

person to multiple categories and you may use a category to create a mail

message or a meeting. »

1. In you contacts view, Click your View Tab and Change View and

FILE HOME SEND / RECEIVE FOLDER VIEW
ick By Cat
clic atego P e P T
. (€% 18 Categories Bl Company I=RE|
i? . &= Add Columns L5 =
. E Message | &F | acation = Folder Reading To-Do | People | Reminders
2_ L|ke calendar, U seivo Gz - Expand/Collapse * | pane~ Pane~ Bar~ | Paner | Window
®  angement Layout People Pane
- 8 oo e = )
0ut|ook dlsplays Address C... | By Category| Emaillist  People
B= - = Search Contacts (Ctrl+E
, Ppe— % 5 arch Contacts (Ctr
Business C... Phone List COMPANY FILE AS E-MAIL
add a new ...
Manage Views...
Save Current View As a New Vien 20 TR
Apply Current View to Other Contact Folders... Emory: 28 item(s)
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your contacts in a table view with columns and column headers
with which to sort and organize your information.

3. If you click a category header and drag it to your Mail item,
Outlook may create an email with the email addresses in the To
field based on the category. The message below appears

Microsoft Outlook 23

! 3 Creating a new item from the selected items could take some time. Are you sure you want to create a new item from these 28 items?

| Yes | | Mo |

informing that this could take some time to create. I click Yes
and my new email with the addresses appears ready for me to
compose and send. OR Outlook creates an email with the
contacts’ information.
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At times you will want to view two Outlook objects simultaneously. For example, | like
viewing my Inbox and my Calendar side by side or my Inbox and my Sent Items side-by-
side. Using the Open in New Window command in the View tab allows you to open
Outlook twice to view objects and folders side-by-side. | add the Open in New Window
button to my Quick Access Toolbar and my custom tab in the Ribbon, so I don’t have to
go to the View tab to use this command.
Let’s use Open in New Window to view our Inbox and Calendar side-by-side.

Be in your inbox and from the View tab click the Open in New

1.

2.

Window button.

Outlook opens your Inbox in a separate view. From this view,

—
C=

Open in New
Window

Window

click your Calendar in the Navigation pane and Outlook
displays your calendar in the window.

Using the Windows snap feature position your Calendar on the
right side of your screen and then move your Inbox by clicking
and dragging the title bar to the left part of your screen.

My Inbox and Calendar appear side-by-side below and both are
in the Reading view mode. You may maximize the window in
which you wish to work and Outlook keeps the other window
open for you to toggle back and forth if you like.

= Inbox - Outlook - Qutlook T E - O x|E Calendar - Outlook - Outlook CAL..
Greg's Tab HOME SEND / RECEVE FOLDER VIEW Greg's Tab HOME SEND / RECEVE FOLDER VIEW APPOINTMENT
= | T Reversesort = x &) F °® ) =iray 1
Shouw as Conversations l - = L_) 2 | e ZshowAs M Busy (8 H ]
Message Amange Layout  People | Window Open Delete Forward | Meeting | Invite Reminder: |None . |Recurrence | Categorize
Preview~ By~ * Expand/Collapse~ | - Pane - - Motes | Attendees - +
Wessages Arrangement People Pa... -~ Adtions Meetin,.. | Attendees Options Tags ~
S B RS X O [srhon - B & o & 0 S X [sewcnpeorid] € -
Search Current Mailbox (Ctrl=E £ | Curent Mailbox < v July 2015 Today Search Calendar (CHI<E 5
B4°F/T0°F earch Calendar (Ctri~E)
All Unread ByDate - Hewest 4 = @ .
K] SUN MON TUE THU FRI SAT -
Today 5
. . = Jun 28 El
Eva Sotus evabob9@gmail.com [pinelakeannounce]
pinelakeannounce@yahoogroups.com 10:51 AM
*Secand Saturdays At the Lounge July 11thi* ZenTanga!* a spectacular 4t of Jul..
4t of Jul..
i Patricia Hamilton
i e 10:41 AM
d Jan's email, T have looked at the newest newsletter
Administrative Assistant Office Professionals (All Levels)
Greg Creech, Speaker and Trainer 10:07 AM
Hello Everyone! Now that summer has officially arrived and the offices are
Your AGLCC
creechgreg @bellsouth.net 10:01 AM
<hittps://imgssl.constant contact com/letters/images /1101116784221 /5.gif >
Executive Secretary (via Twitter)
Greg Creech 252 AM
<Nitps://twitter, comi/redire curl=NttpsSA%2F%2Ftwitter, ComS:SFI%E D1%626 ..
International Association of Administrative Professionals m
re 211 AM
a
Eva Sotus &
Greg Creech Tue 10:12 PM
Eva Sotus invited you to Pine Lake Lounge 's event ZenTanga Saturday, July 11
UNREAD: 27
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AutoCorrect

Using AutoCorrect features in the Office Suite can be one of the most productive tools in
the applications and it can be one of the most frustrating tools in the applications.
Although clients learn this feature and trainers/consultants try to emphasize this
important feature, it still goes underutilized. Knowing that AutoCorrect is where the
Office suite changes the word abbout to about and that AutoCorrect is where you turn off
some annoying self-correcting items, such as capitalizing the first letter of a sentence. |
have a client that doesn’t use capital letters in her name, I have a customer whose name
begins with two capital letters, and | may have a customer named Abbout — AutoCorrect
could drive me crazier than I am, if I didn’t know how to change or stop these
automatically altered items. You can

always activate the AutoCorrect features ==
through the File Tab, Clicking the Options ;ZT'EI t‘ Change the settings for messages you create and receive. .
button at the bottom of the pane, and from
i p o People j’J Change the editing settings for messages. E

the Options screen and the Email item and - Eompese mesgesinstomot T, ]
the item, and finally clicking the Spelling o v s
and AutoCorrect button as displayed at right. This feature spans the )

) o @ linstruct legal personnel to change t
Office Suite in one form or another. When you use an AutoCorrect 2 " §she o Dicolaved at right ic the (
feature or item a small, blue rectangle will appear under the i Cienae bkl

. .. . . . Stop Automatically Correcting "(c)”
AutoCorrect word or item, clicking the little, blue bar will activate the

AutoCorrect Options icon (it has a lightning bolt). One of the most

annoying items for the Legal Profession is AutoCorrect’s

= Control AutoCorrect Options...

AutoCorrect: English (United States) [e=]
using the (c) to change to the copyright symbol ©. I instruct | Astofomat [ Adions |
AutoCorrect | Math AutoCorrect I AutoFormat As You Type
legal personnel to change the AutoCorrect feature to use 7] Show AutoCorrect Options buttons
- orre ‘o IMitial itals Exceptions...
dashes or another symbol to surround the c. Displayed at ] ot e s o st

Capitalize first letter of table cells

right is the AutoCorrect Options. This is a great utility to be oo
familiar with and to use often. Displayed at right is the full

Replace text as you type

AutoCorrect Options menu that activates through the Mail e Pamer  Tommeows

Options or from the AutoCorrect box’s Control AutoCorrect g GegoyOheigen
Options. Sgt Egt

© Notice this happy face — AutoCorrect can enter this for R - z
you by typing a colon : and a closing parenthesis ) or ® the ] Automaticaly use suggestions from the speting snecker
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frowny face (this is what I use for the Important Gotcha’s in this book) is the colon : and
opening parenthesis (. Try it, you’ll like it.
Here are some of the important reasons to use AutoCorrect:

v Automatically capitalize acronyms,

v’ Correctly spell words that you typically misspell,

v Automatically types your name, address, etc with a “code” or keyboard shortcut,

v Automatically enters entire paragraphs, letters, and disclaimers with a “code” or

keyboard shortcut,

v'Insert your favorite symbols and characters with a “code” or keyboard shortcut.
® An Important Gotcha! If you use the “Stop Automatically Correcting”
item on the AutoCorrect Options Icon Shortcut menu, it will DELETE
YOUR AutoCorrect ENTRY. Word will not only stop automatically
correcting for this incident of AutoCorrect but also for all future items; you
will have to add the AutoCorrect Entry, again for it to be available. The
Change back to option will facilitate most of your AutoCorrect nuisances.
Anytime AutoCorrect is used by Word a blue bar underlines the item waiting
for you to click it to get the AutoCorrect icon. ®

Let’s learn the important features of AutoCorrect

1. Open a new email type your name and then “about land Word should correct it
(c) and the Copyright symbol should appear 3%;' Change bock e “sbbout’
or type abbout and Outlook should correct it Stap LA emanicaly Gamecting - sbbout™
to about. ) & Control AutoCorrect Options...

2. Return to the item, and click the little blue bar

for the AutoCorrect Options —_— &@T
3. Change it back to the original input of (c) or s pameme

“abbout” — this is pictured at right. B e
4. Return back and click the Control B ot w5106 |

AutoCorrect Options to activate the menu Srmmtme '

below. Notice the options that you can have e

AutoCorrect perform for you, such as P

Capitalize first letter of sentences, if you mm

uncheck this it will not automatically correct T

for you. Notice the area where you can edit —

or input new AutoCorrect items.
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5. For fun and productivity, type your initials in the Replace box
7 If your initials spell a word, type your first two initials and
then the number 1 like this, cal 2. Then type your full name
in the With Box, My entry is displayed above.

6. Click the Add button.
Click OK.

N

8. Back in your document, Type your initials, press your space
bar or press enter. Watch as Outlook types your name. Great!

This exercise will demonstrate how you can have Outlook type an entire email for you. The
limit on Non-formatted AutoCorrect entries is 255; I’m unsure of the limit in the formatted

AutoCorrect entry, but it is a lot as you will see.
1. Open an email with text that you want to use as an AutoCorrect

entry.

2. Press the CTRL + A keys to select all of
the text in the email.

3. Navigate to your AutoCorrect Options
through Outlook Options.

4. Notice Outlook has your selected text in
the With box as Formatted text.

5. In the Replace: box enter your
keystrokes, I have entered msg1.

6. Click Add and Click Ok.

7. Open a new email and type your
keystrokes, such as msg1.

8. Wow! That’s what I call Word
Processing.

» Hot Tips on AutoCorrect:

v" Not all AutoCorrect entries carry across the entire Office Suite. If
you want to use the same AutoCorrect entry in Word,
PowerPoint, etc. you may need to create the AutoCorrect entry in

iaap-hq.org

those applications.

AutoCorrect in Email: English (United States) 7 ])[=]
‘ AutoFormat I Actions ‘
AutoCorrect | Math AutoCorrect I AutoFormat As You Type

Show AutoCarrect Options buttons

Carrect TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: With: () Plaintext @ Formatted text

msgl

must of been | must have been

must of had must have had

mysefl myself

myu my

necassarily necessarily -
Automatically use suggestions from the spelling checker

v" You should add the AutoCorrect Options button to your Mail
Quick Access Toolbar and/or on your own customized tab to get
to the AutoCorrect panes without clicking so much. »
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AutoCorrect Symbols

The copyright © AutoCorrect option we entered earlier is a symbol. AutoCorrect has other

symbols for trademark ™ (type (tm) to enter this for you), registered trademark ®, (type ()

for this). Also, | showed you the smiley and frowny faces and the keystrokes — these are a
type of symbol, too. Symbols are a type of font and include other fonts like Webdings,
Wingdings (displayed at right), and other special fonts. While these may not look like fonts,
they are. You may format them, as with any font, such as size, color, and other formatting.

Let’s create our own AutoCorrect symbols, as I have accomplished with this book for the
notes 2 and the jalapefio pepper » . Let’s accomplish this together following the steps in the
next section.

Here’s some important notes on Symbols and AutoCorrect
v The Symbol dialogue box activates through using the Insert Tab on the

Ribbon and selecting Symbol and clicking More symbols as displayed at TiQ =
right. 1/@ )
In Word, you may activate this menu through the Home Tab item and o
then Bullets and Define New Bullets as we accomplished earlier. — S

Using symbols with AutoCorrect is very popular for engineers,
accountants, linguists etc to add items such as degree symbols, foreign currencies,

and other language’s special characters.

Let’s use the symbol dialogue box and create an AutoCorrect entry for it. Outlook allows you
to insert a symbol AND go to AutoCorrect or assign a keystroke for your symbol.

iaap-hq.org

w

. In a blank email, click the Insert Tab and the Symbol button.

Notice the predefined symbols in your
gallery that you may use.

Click More Symbols. . .

The Symbol Dialogue box appears. | [2]o]o]]s 4 @2 F 2 IXIRE R -
g . |G qaD| <> |4 r|e |00 €

Choose the font you wish to work with NEMEEAN G EIT LRI RE

(Webdings and Wingdings are popular sle]elefg[S[2]2]s]= - [« [ [m[@l

symbol fonts, as I related earleir). ||| e e|¥|o] e[| £]#]<|2]+]x]~]

Next select a symbol by clicking it. ' | Gemen el [
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6. Click the AutoCorrect button at the bottom of your pane.

7. The AutoCorrect dialogue box opens with your symbol in the
With section.

8. Next type your keyboard strokes for this symbol in the Replace
box — I have typed (w) for my Microsoft

Windows sym bol AutoCorrect: English [Un]ted;ta__ @Iﬂ—hj
- AutoCorrect | Math AutoCorrect
9' CIICk Add |¥] show AutoCarrect Options buttons
10_ Next click OK_ [¥] Carrect TWo INitial CApitals m}
Capitalize first letter of sentences

11. You return to the symbol dialogue box. o Tt o e

Next we'll give this another keyboard ) Comectesetelsage of AFSLOCK ey II
- [¥] Replace text as you type

shortcut. 2 CARE should be used in R i oot ® Fomatied oxt
assigning keyboard shortcuts because w B |
many keyboard shortcuts are already %f) i .
assigned in the Office applications — you o =
don’t want to overwrite important « 2
Shortcuts Iike CTRL + C WhiCh iS the [¥] Automatically use suggestions from the spelling checker
shortcut for copy. 2 I'm not using a

Shortcut Key for my entry.
12. After adding your symbol to AutoCorrect
in Outlook try it out on a new email.
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Printing in Outlook

Calendar

Like the other Office Applications, Outlook uses the New Print pane in the File Tab. |
will use Calendar and Contacts for these examples of Printing in Outlook and using the

new Print Pane.

With your calendar open, press the CTRL + P keys or Click the File Tab
and then Click the Print item to view your Calendar. I am viewing my
Calendar in Monthly Style — click each one of these options to view
your Calendar in the different styles. You may click in your Calendar in
the Print Preview Pane to Zoom and you may use the buttons in the
lower right corner of the screen to change your viewing area, too. I
have circled the view buttons at the bottom of the screen for you to try
different views, such as Actual Size or One Page.

- _
) Calendar - Personal Folders = Microsort Outicok WS — |_|:| | —3

File Greg's Qutlook Home Send / Receive Folder View Developer

Print

=
”Q‘J Specify how you want the item to be printed and then
_-§ Save Calendar click Print.
Rook February 2011
Info
Printer
Open & = = s " = = o
sz |m Fen 1 z B 4 s
,/ Henry Pennery - EYPs
Print % Offline
§EyPrint Options
Help
Settings
=] Options =
Bt Daily Style

Weekly Agenda Style

Weekly Calendar Style - Oytom  Leghop

Monthly Style

MOl rifeta stie = = S = =

L= i
= Calendar Details Style

Grez Creech Paze 1af1 2M0/2011 %5880

Actual !

1 ofl E =]
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An important button for you to customize your Printing and Page Layout is the Print

Options button as circled at right for you. This
Print dialogue box is important for these

reasons.
v

v
v
v

Set your Number of Copies,
Choose a different Printer,
Set your Print Page Range,
And VERY important — Choosing your

Date Print Range at the bottom of the

pane.

| have my own Print Style for Tri-fold printing
that | am setting my date range and other items.

The Page Setup button, also circled, allows you

to create your Format (Displayed Below),
Header/Footer, and type of paper, etc.
The Define Styles allows you to create your printing

style as | have accomplished with my Tri Fold Style. After
making your changes Clicking Preview returns

you to the File Tab.

Time and Contact Management

Using Outlook: Outlook Productivity
Greg Creech

e -
Print Print Iﬁ
Printer
Printer (e Henry Pennery Iz‘ -_Properﬁes
/ Henry Pennef |  Status:
2D (ifline 1 dod Type: HP Officejet Pro 8500 AS10
= Where: [T Print to file
g4 Print Options Comment:
Setti Print this calendar: Copies
ings
[Ca\endar V] Mumber of pages:
Weel Print style Number of copies: | 1 =
[T Collate copies
DDD Tri-fold Style ( [ Pegesetp... |
Weel — ] I
E Calendar Details 5t @I
Define Styles. .
Montl
DDD Greg's Tri-fold Style _
DDD Tri-fol Page range
@ Al
= () Pages:
= Calen)
Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
DDD Greg’ example, type 1, 3or 5-12,

Page Setup: Greg's Tri-fold Style =]
Style name: | Greg's Tri-fold Style
Format [ paper | HeadenFooter |
Preview:
Options Fonts
Leftsection: | WeeKly Calendar v|  Dateheadings
Middle section: | Notes (Lined) -
Right section: | Monthly Calendar +|  0pt Trebuchet s
Shading
Print using gray shading

iaap-hq.org

Print range
Start: 02/01/2011
End: 033102011

[ Hide details of private appointments

Print ] [ Preview ] [ Cancel
Define Print Styles =]
Print styles:

Monthly Style T ﬂ]

Tri-fold Style

E Calendar Details Style

Greg's Trifod Style
Memo Style -
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Contact

Like Calendar, Contact printing has plenty of various ways of printing your contact
information from card styles to phone list as | have displayed here. You can create your
own style and change your Header/Footer, paper and other items using your Print
Options, Page Setup, and Define Styles button as we accomplished with the Calendar.
Open your Contact folder and Press CTRL + P or use the Print item in the File Tab to
view your Contacts in the various styles to print.

File Greg's Outlook Home Send / Receive Folder View Developer

save As

o

Print

‘*Ep Specify how you want the item to be printed and

then click Print.
Info Print

Open .

P Printer
Print 4 ry Pennery

e —— ne: 1 document waiting

/Hen
=) o

Hel
e [y Print Options

] Options

B3 Exit

Card Style
Small Booklet Style
= 5 Medium Booklet Style

Memo Style

Phone Directory Style

Greg's Phone
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Organize and Automatic
Formatting:
Gone but Not Forgotten

Conditional Formatting

Outlook 2010/2013 does not have two popular previous features of Outlook — Organize
and Automatic Formatting. Outlook users enjoyed using these features to color code
messages based upon criteria, such as who sent a message, account used to send a
message, items in the subject, and the list goes on. People liked to changed Unread
Messages that are bold to include a color to give another indication that this was a New,
Unread Message. Outlook 2010/2013 uses Conditional Formatting under the View Tab
and View Settings. Here is an overview of using the replacement
for Organize and Automatic Formatting; | am setting a color for
messages | receive based on the account the message is sent — | have
five email accounts and color code each one.

1. You should have your Email and Inbox in view.

2. Click the View Tab and Click the View Settings
Button.

3. The Advance View Settings Manager Pane
opens.

4. Click Conditional Formatting and the Conditional
Formatting Pane opens. There are several formats |
that Outlook uses by default, such as your unread ‘
messages being bold. With my Unread messages
selected, I clicked the Font button to change my

= =Y
Show as Conversations | Date & From

¥ Flag: Start Date ¥ Flag: Due D

» | IEEEEEEE
g

formatting so my unread messages will use the

color red and include the bold. My panes are

displayed at right. e — -
5. I have added new Conditional Formatting thatonce | movamcom waresc 1

I read a message the message unbolds but changes ™| 7™ e

Strkeout

color based on the account that I received the
message. For example, when I receive message to

AaBbYYZz
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my fsdf.com account the message in in blue and when I receive

messages from greg@gregcreech.com and read them

the message is in purple, etc. I created the new e ——— ]
Conditional Formatting by clicking the Add button at e
the Conditional Formatting pane. I gave the action a o
name, changed my font to purple, and then clicked the S ————
condition button and from the filter pane entered the
criteria for the formatting. I clicked OK several times
and any messages from this account the font turned
purple.

Font... ESlpenaE fzo11 2:20 M

I know this was easier in previous versions of Outlook and
perhaps Organize will be back in Outlook 2020!

You may set all types of formatting based on who the message is from,
accounts, and many choices.
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LookOut! The Task Master

Tasks are a good way to track your progress and document your projects as you are working
on them. Tasks have very similar buttons and interface much like the other objects we have

studied and should be familiar to you. You can create all kinds of tasks and assign them to
others and track the progress of the task.

Task Options

Using the Options button in the File Tab and selecting the Tasks object provides the menu
below for your colors and other options.

From here you may change
your colors, set your reminder
time, and decide your
workweek hours.

iaap-hq.org

Cutlock Options

wil OB

General

Mail

Calendar

Contacts

Tasks

Motes and Journal
Search

Muobile

Language
Advanced

Customize Ribbon

Quick Access Toolbar

=
g Change the settings that track your tasks and to-do items.

Task options

. ﬂ, Set reminders on tasks with due dates
_J Default reminder time: | 8:00 AM El =

Keep my task list updated with copies of tasks [ assign to other people
Send status report when I complete an assigned task

Overdue task color:

Completed task colon: ;ﬂ hd

Set Quick Click flag: Quick Click..,

‘Work hours

ﬁb Task working hours per day: g

Al | |[4]e

Task working hours per week: |40
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Task Window

Clicking the Task icon on your Qutlook Navigation Pane’s window activates your main
Task Pane window in a Table format with column headers. To begin a new task, you may
click your new icon and from the drop down list select New Task.

In your Navigation Pane, Click your Task Group. Your To-Do List or
Task list appears; I am in the Detailed List View and my list is sorted by
Due Date from Latest to Earliest.

The Ribbon and Home Tab that activate have the same functions as our other Outlook objects.
Just as we have studied in E-mail, you may change these columns by right clicking a column
and choosing the shortcut items you wish. | have my Outlook Updates selected.

Greg's Tab Home Send / Receive Folder View Developer
= =1
j .] [ @ x | $ 2, Meeting J ¥ Today " Next Week §§;|
4 & & =5

&3 |'F| = & |Findac

% Tomorrow W No Date =] Z - L “3"'—’)1 - ¥ | [ Adde
New  New  MNew Delete | Reply Reply Forward B\ pore = Mark  Remove i (W custor] Detailed simple List | — Move OneMote Categorize
Task E-mail Items~ All = Complete from List | % This Week | ¥ Custom - - -
Mew Delete Respond Manage Task Follow Up Current View Actions Tags Fi
B IE @ X @Fndacontat - iy B PER-OO0 Be—-BFAH M ~
£
4
Mga“s |Sea|‘ch Tasks [Ctrl=E] p|
To-Do List

3 Tasks [1 || subject DueDate ™ & |~

S-—}_»I LookOutTasks Click here to add a new Task
| [ Outlook Updates Wed 7/15/2015 \e
i [ Ppeinasentence CunARESDIE =
;Z] [ complata [AAR Smnrovad Databcs e et ~
= AR Sat4a s v
3@ el A : ] Eridz/anis <
3@ el A : ] . 3/30/2015 o
3@ el A : ] Eritmanis <
Zl = SnabletaTaskinDutlask FrHES 0L v
J-_ld [ Oneblote Update Handout for 2013 FrHES 0L L
& imina . MAME Wed 12/2014 v
S W WebinarAdditions e v
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Creating and Editing a task

Click the New Task button in your Home Tab’s Task Window.

=

Task Insert Format Text Review Developer Greg's Tab Leapfrog

3 C A 2 B =il N -
l] i x i& |N-. _"j l.’l J :/g l/;l -~ = ? (2) Private [ _\_l @
- "—"‘9“1 S| . . — Ll ¥ High Importance ! — =
Save & Delete Forward OneMote Task | Details Mark  Assign Send Status | Recurrence | Categorize Follow Zoom Add to

Close Complete Task Report - up~ ¥ LowImportance Evernote 5
Actions Show Manage Task Recurrence Tags Zoom Evernote

= HAXVE -

Subject: Presentations at IAAP Conference

Start date: Wed 6/24/2015 - | Status: In Progress

Due date: Thu 7,/30/2015 - | Priority: MNormal = % Complete: |43%

V' Reminder: Mon 7/13/2015 - G:00 AM - ¥ Owner. Greg Creech

A sample task with the Task displaying is here. Like other objects, such as appointments and
contacts, | am associating Categories with my Task and providing Start Date, Due Date, and
Reminders. | add attachments and other items as | progress to my completion date.

Task Tab

Details View J‘%J
The Details button on the Show Group for a task displays the completion date, Total Task |Details

and Actual work and can track your mileage and billing information. =
owr

With your New Task Form/Pane, Enter information for a task. The only

field you have to type in are the Subject field. Most of the fields contain

convenient drop down listing boxes for you to select your entry. The

date fields, the priority, status, and % Complete fields are populated

for you with default values. You may want to change them to fit your

needs.

~ Be careful with High Priorities, like email, — you don’t want everything you do to be a
high or Important priority, especially if you assign the task to others. #

As with other objects, assigning a category or categories will hel, you organize your tasks.
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After entering information for your task, Click the Save and Close icon.

You return to your Task or To-Do list.

As you work on your task or project, you will want to update your
progress. To open a task for editing and updating, you may double
click the task in your Task Window or your To-do List. Also, you
may right click your task and choose from several options. When
right clicking a task the menu at right displays for you to Copy, Print,

Mark Complete, or Assign task as well as other quick options for you.

You may set your Follow-up and Categories for the shortcut menu,
too.

=5

Outlook Updzg*--

Tyna inacant o=

—_—
e

1. In your task window, double-click the Task icon for your task and

open it.
2. Change your status and % Complete.
3. Click Save and Close.

» Hot Tip! Outlook considers Follow-ups as To-Do Items and appear in
your Tasks as To-Dos, so you are never far away from your follow-ups and

To-Dos. »

iaap-hq.org
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Assiagning a Task

Task assignment is very similar to Meeting Request. As you make or after you have made a
task, you may assign the task to others. The individuals have the right to Accept, Decline, or
Tentatively accept your task. They will receive an e-mail and may choose to accept or decline
your task. Outlook will send you an email with their comments and approval or disapproval

as the case may be. 7 I don’t assign tasks in this manner without first phoning or talking
to the person. Receiving a task e-mail without discussing the task with the assignee like this
isrude. A

Task Insert Format Text Review Developer Greg's Tab Leapfrog

” o’ = A = A P . =
XS MJUE v 4 © B Y- s
— = = L ¥ HighImportance . '
Save & Delete Forward OneMote Task | Details Mark  Assign Send Status | Recurrence | Categorize Follow Add to
Close Complete Task Report - up~ ¥ Lowlmportance Evernote §
Actions Show Manage Task Recurrence Tags Zoom Evernote
FE BAXVE -
Subject: Qutlook Prep|

Let’s assign a task and examine Outlook’s process and screens for Assigning Tasks.
1. Create a Task or Edit an Existing Task — my sample task for

Outlook displays above.
2. On your Task Tab and the Manage Task Group you will see the
Assign Task button.
Notice the buttons on the Manage Task group — these buttons allow you to send a status
report if you own the task and Mark the task as Complete when the you accomplish the

task.
1. Click the Assign Task Icon. Outlook adds the To: email field to

your task and Check boxes for you to Keep an updated copy of
the task on your task list

so as the assignee makes

changes and updates to

ol

the task you will be -
notified. Once the taskis |
completed you will receive |
as status report alerting 1
you to the completion and
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when the task was completed. Outlook add the Cancel

Assignment icon to your toolbar. Notice that you may use the

Insert File button as I have accomplished above and you may

make this a recurring task like we achieved in Recurring

appointments in our Calendar.
After you send the e-mail you will not have control over your task. You loose control because
you are no longer the owner of the task. When the recipient accepts the task they are the
owner and send you updates and progress reports. If they decline your task, you become the
owner again and control your task (but alas you’ll have to go search for others to assign your
task or just do the task yourself). Assigning tasks, like Meetings, work best in a shared server
environment. Outlook and the assignee can send status reports and updates to you using the
task view and form.

2. After you finish your task form and assignment, Click the Send
button. Since you are no longer the owner of the task, Outlook
will alert you that task will turn off your reminder. Your task icon
will change on your Task Main view.

The recipient will receive an email to Accept or Decline the task.

After | accept the task, | own the task and can provide status reports and updates, until the task
is complete. You may right click on the email message and Accept or Decline the task from
the shortcut menu, too. Outlook will track your task and when complete will notify the
owner and the assignee will lose control of the task once it is complete — ownership of the task
reverts to the original owner/creator of the task and the assignment.
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LookOut! The Outlook |
Journal

Outlook 2013 omits the Journal from the Navigation Pane and places the Journal in the
Feature Folders View as a Folder. Using the Folders view, you will see Journal in your list.

Office 2013

You can track many types of items using Outlook and the Journal provides ways of tracking
information not covered in Calendar, Mail, Tasks, or Contacts.

= ; ; . ;
| [ | [Clickthe Oneblote link in-task body for details] M
|

Let’s create a Phone Call Journal entry.

1. Using 2010 your Journal can be a — —
button on your Navigation pane = ;gll;rs
as displayed at right witht eh 77 Catenim U Srrats —
Navigation Pane Options. Using M Contacts :E't;kt E
2013 you will need to activate e —— Lo
your Folders view and you will see
Journal in your Folder list to open the Journal.

2. With your Journal e TR T e
open, Click your 32X 38 B¢ B S M. @
Journal entry. e I e S B I ==

3. Ensure the Entry T R S L
typeis Phone Call. "~ EO . ————

4. Click the Start o R S
Timer button on _[—l Joumnal Entry .;nsert FormthText il::vlew g?evefo‘p: - > @ kn
your Journal Entry H 3 X [> e C] ﬂ &y 'q 5
Tab and the clock T y
begins timing your Eriypes sl e "
Ca" and Wi" Startlimes | Tha 7/2/2015 7) [B41 M »| Duration: |0 minutes E; as
update the "

duration box for :
you. Also, assign

categories to your call. This is helpful in retrieving your phone
call.
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5. As the call progresses, you may enter notes or other items to
document the phone call.
6. After the call completes, click the Save and Close button. A
completed screen appears below for a conference call.
You can create many types of Entries. As we accomplished above, I have selected Phone call
and Outlook has timed it for me. After you select your options and completed your Journal
entry, Click Save and Close. You can view your journal entries using the Journal button on
your Navigation pane or in Outlook 2013 the Folders View and

- % = |: X n:nq
the Journal Folder. (SIRT" S8 Categories °-1 Type
. . . Ch Vi Reset | |[83

| can open the details of the Conference Call by double clicking the View settings e | ST

H . g = ( ammm|
Client Conference Call icon and the Journal entry screen opens. " @ B AN =
AI . h V T b . J I . . Timeline Entry List Phone Calls Last 7 Days

so, notice the View Tab; you can view your Journal in various Momage Viewe..
ways using the Change View button and gallery. Save Current View As 3 New View...

Apply Current View to Other Journal Folders...

» A Hot Tip! If you use the Journal to view your .
Conference call, you can click the Phone Call entry

and drag it to your Mail button on the Navigation Pane. Outlook

creates a message with ALL of the information including date, time,

duration of the call and your notes in the body of your e-mail message.

You simply address the e-mail message to the recipients and send the
message. My email message with my conference call displays below. »

From - pop.bellsouth.net
=1 = [
Send

e

Bec.,

Subject: Outlook Conference Call

Subject: Outlook Conference Call
Entry Type: Phone call
Company: Techedutainment Services
Start: Thu 7/2/2015 8:44 AM
End: Thu 7/2/2015 8:59 AM
Duration: 15 minutes
Categories: Phone Call

Attendees: Bill Gates, Steve Jobs, Hillary Clinton, Tina Fey, Tom Cruise, Greg Creech
Welcome and Opening remarks
We discussed having Outlook training for these items:

+ Import and Export using Outlook with other applications

+ Performing a Mail Merge with Word
* Syncing with Google
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