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Introduction

QuickSteps books are recipe books for computer users. They
answer the question, “How do L...” by providing a quick

set of steps to accomplish the most common tasks with a
particular operating system or application.

The sets of steps are the central focus of the book. QuickSteps
sidebars show how to quickly perform many small functions
or tasks that support the primary functions. QuickFacts
sidebars supply information that you need to know about a
subject. Notes, Tips, and Cautions augment the steps; they
are presented in a separate column so as not to interrupt the
flow of the steps. The introductions are minimal rather than
narrative, and numerous illustrations and figures, many with
callouts, support the steps.

QuickSteps books are organized by function and the tasks
needed to perform that function. Each function is a chapter.
Each task, or “How To,” contains the steps needed for
accomplishing the function, along with the relevant Notes,
Tips, Cautions, and screenshots. You can easily find the tasks
you need through:

® The table of contents, which lists the functional areas
(chapters) and tasks in the order they are presented

® A How To list of tasks on the opening page of each
chapter

® The index, which provides an alphabetical list of the
terms that are used to describe the functions and tasks

® Color-coded tabs for each chapter, or functional area,
with an index to the tabs in the Contents at a Glance
section (just before the table of contents)

Conventions Used
in this Book

Microsoft Office Outlook 2010 QuickSteps uses several conventions
designed to make the book easier for you to follow:

® A ora @ in the table of contents and in the How
To list in each chapter references a QuickSteps or
QuickFacts sidebar in a chapter.

® Bold type is used for words or objects on the screen
that you are to do something with—for example,
“click the File button, and click Print.”

® [talic type is used for a word or phrase that is being
defined or otherwise deserves special emphasis.

® Underlined type is used for text that you are to type
from the keyboard.

® SMALL CAPITAL LETTERS are used for keys on the
keyboard, such as ENTER and SHIFT.

® When you are expected to enter a command, you
are told to press the key(s). If you are to enter text or
numbers, you are told to type them.
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Starting Outlook in Other Ways

Use the Start Menu to Start
Outlook

Use the Startup Wizard
Upgrade to Outlook
Exit Outlook

Reviewing Versions of
Office 2010

Explore the Outlook Window

Become Familiar with the
Ribbon

Use Tabs and Menus

Change Views

Use the Navigation Pane
Customize the To-Do Bar
Use Outlook Today

Work with File View
Customize the Ribbon

Customize the Quick
Access Toolbar

Obtain Help

Find a Message
Set Preferences
Update Outlook

Chapter 1

Stepping into Outlook

When someone mentions Outlook, the first thought is
generally the sending and receiving of e-mail. Outlook does
handle e-mail quite competently, but it also does a lot more,
including managing contacts, scheduling activities, tracking
tasks, keeping a journal, and using notes. Outlook also

provides the means to collaborate with others, it can be used

with and from other applications, and can link to and synch
up with both a team Web site using Windows SharePoint
Services, and with a smart cell phone or PDA (personal
digital assistant).

In this chapter you will familiarize yourself with Outlook; see
how to start and leave it; use the windows, panes, ribbons,
toolbars, and menus in Outlook; learn how to get help; and
find out how to customize Outlook.

Microsoft Office Outlook 2010 QuickSteps  Stepping into Outlook
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STARTING OUTLOOK IN
OTHER WAYS

there are several other ways to start Outlook.

USE THE START MENU

In addition to using All Programs on the Start menu,

Start Outlook

How you start Outlook depends on how it was installed and what has happened
to it since its installation. In this section you’ll see a way to start Outlook and
some alternatives; you'll see how to use the Startup Wizard and how to upgrade
from several other e-mail packages. You'll also see how to exit Outlook.

After you have used Outlook once or twice, you should
see it on the Start menu. The more you use it, the
higher up on the menu it will be; but if you don’t use it
for a while, it will disappear. To combat this, you can

Use the Start Menu to Start Outlook

If there are no other icons for or shortcuts to Outlook available on your desktop,

permanently “pin” Outlook to the Start menu.

}( Acrobat 9 3

-l
‘IO’”} Microsoft Outloak 20 10 3

I

KAMPP Cantral Panel

Start menu, and click Pin To Start Menu.

the Start menu with other applications that are
pinned there.

Click Start, right-click the Outlook option on the

The Outlook option will move up near the top of

you can always start Outlook using the Start menu.

1. Start your computer if it is not already running, and log on to Windows if necessary.

2. Click Start . Click All Programs, scroll down and click Microsoft Office, and click
Microsoft Outlook 2010, as shown in Figure 1-1.

dpzn | 3% Windows Live ID = |
8 Windows Media Center =
Pin to Taskbar

w Windowrs IMedia Player Marty
1 Windows Update
w4 XPS5Viewer

| Abletan

L Accessones

Pin to Start Menu b

Documents

Remaove fram this list
Pictures

Properties | Apache Friends
A Music
L Aptana

| CoreCodec
L Gamnes Games

Wﬂ Microsaft Word 2010

0’;] Micrasoft Qutlook 2010
o=

Menu. Once the Outlook icon is on Start menu

start it.

2 Microsoft Office Outlook 2010 QuickSteps

If you don’t see Outlook on the Start menu, click All
Programs, scroll down and click Microsoft Office, right-
click Microsoft Outlook 2010, and click Pin To Start

only to open the Start menu and click the Outlook icon to

Continued . . .

L Google Chrome
. Maintenance
L Microsoft Office
IE Microsoft Access 2010
(3] Microsoft Excel 2010
icrosoft Onellote 2010
ft Outlook 2010

B Microf Send and recene e-mail manage yaur schedule, contacts, ane

Computer

Control Panel

Devices and Printers

Default Progoams

IE Ihicrosoft Word 2010
o Microszoft Office 2010 Tools

, you need 4 Back

A

Figure 1-1: The foolproof way to start Outlook is
through the Start menu.
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STARTING OUTLOOK IN

OTHER WAYS (Continued)

CREATE A SHORTCUT TO START OUTLOOK
An easy way to start Outlook is to create a shortcut icon on
the desktop, and then double-click it to start the program.
Click Start, click All Programs, click Microsoft Office,
right-click Microsoft Outlook 2010, click Send To, and
click Desktop (Create Shortcut).

Send to 3 | 4 Compressed (zipped) falder
Cut ? Dcskto|§§rcatc shortcut)
Corii -5 Docum

USE THE TASKBAR

Depending on the version of Windows that you have, you
can place an Outlook shortcut on the taskbar at the bottom
of your screen in two different ways. In Windows XP

and Vista, you can place the Outlook shortcut in the
Quick Launch toolbar, or in Windows 7 you can pin the
shortcut to the taskbar itself.

USE THE QUICK LAUNCH TOOLBAR
In Windows XP and Vista, the Quick Launch toolbar is
a small area on the taskbar next to the Start button. You
can add an Outlook icon on the Quick Launch toolbar
and use it to start Outlook. If your Quick Launch toolbar
is not visible, open it and add an Outlook icon there.

1. If you don’t see a Quick Launch toolbar, right-click
a blank area of the taskbar, click Toolbars, and
click Quick Launch. The Quick Launch toolbar is
displayed.

2. Click Start, click All Programs, click Microsoft
Office, and drag the Microsoft Office Outlook

2010 icon to where you want it on the Quick
Launch toolbar.

To start Outlook, click the icon on the Quick Launch toolbar.
Continued . ..

Use the Startup Wizard
The first time you start Outlook on either a new computer with Office 2010 or a
new installation of Office 2010, the Outlook 2010 Startup Wizard will open with
the Outlook 2010 Startup screen.

1. Click Next. Accept the default response of Yes to configure an e-mail account, and
click Next.

2. Type your name, e-mail address, and password. Then retype the password. Click Next.

3. E-mail configuring will take several minutes. Click Next for both an encrypted account

and one that is unencrypted. If necessary, click Manually Configure Server Settings,

click Next, click Internet E-mail, click Next, enter the information provided by your
Internet mail provider, and click Next.

4. When the configuration has finished, you will see a dialog box showing the steps that
were taken and the results, as shown in Figure 1-2. Click Finish. The wizard will close
and Outlook will open. See “Explore Outlook” later in this chapter.

-
Add New Account ﬁ

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
«~"  Search for - -

+«  Logon ko server and send a test e-mail message {unencrypted)

server settings (unencrypted)

&dd ancther account..

[T Manually configure server settings

<oak

Figure 1-2: You will see this message when your e-mail setup has successfully completed.
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5. If you have been using another e-mail program, you'll be asked if you want to make

AN STARTING OUTLOOK IN Outlook 2010 your default e-mail program. If you do (this is recommended), click Yes.
OTHER WAYS (Continued) 6. If you are asked if you want to add an Outlook Connector account and you have a
PIN OUTLOOK TO THE TASKBAR Web-based e-mail account on Google mail, Hotmail, or Yahoo!, click Next; enter your
In Windows 7, you can pin an Outlook icon to the taskbar e-mail address, password, and name you want to use; and click OK.
™ where it will remain to be restarted after you have shut
the program down. You may have noticed in pinning Upg rade to Outlook

Outlook to the Start menu that you could also choose to
pin it to the taskbar. Another way to accomplish this is
after you have started Outlook.

If you have been using Outlook 2003 or 2007, Outlook 2010 should automatically
locate your previous message and contact files and move them over to it. You

< 1. Start Outiook in any of the ways already cannot have two versions of Outlook on your computer, so Outlook 2010 will

described. Once Outlook is running, its icon will uninstall your previous version and pick up your old files.

IS DU I ET If you have been using Outlook Express, Windows Mail, or Windows Live Mail
- 3 .: e H E;J > ’ }5 and you install Office 2010, you may be asked if you want to upgrade from your

- ' . . previous program. If you choose to upgrade, you will be asked if
2. Right-click the Outlook icon on the taskbar, | (0] Microsoft Outlook you want to import your e-mail messages and addresses. Click Yes,
and click Pin This Program To Taskbar. g Z:::::I:‘:::m 1o faskbay L\,—| and you will see the progress as the files are being imported and
Outlook is started by clicking the icon on the l ., asummary upon completion.

© taskbar. '
If you have been using one of these programs and were not asked by the

Outlook 2010 Startup Wizard if you want to upgrade, you can still import your

e-mail files into Outlook. T

N If you have been running another e-mail program such as 1. Start Outlook in one of the B e S
Outlook Express, Windows Mail, or Windows Live Mall, ways described earlier in [Expart RSS Feeds to an OPML file
X . " Export to a file
and then install Outlook, you may see a message when this chapter. | Tmport a YCARD file (. veF)
the Outlook 2010 Startup Wizard asking if yo e P e fletves
OuU run u u 1Z | I u f - : | Impart From another pragram or File
Y P . gty q 2' Click the File tab’ click IImort Inkernet Mail Account Settings
want to upgrade from your other e-mail program and if Open, and click Import Impoet Internet Mai and Addresses ),

Impark R3S Feeds from an OPML file

(e o) ; .
you want to import your messages and addresses. See The Import And Export |Import RSS Feeds from the Common Feed List
“Upgrade to Outlook.” ; ; Desenetinng
P9 Wizard will open. Import mail and addresses from Outlook Express

and Eudora Light and Pro.

3. Click Import Internet Mail
And Addresses, and click
Next.

< Back [ MNext = J l Cancel

You can save the Import Summary report by clicking
Save In Inbox.

10
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If you want to import Outlook Express, Windows Mail, or
Windows Live Mail files from another computer, locate
the files by starting the program on the other computer,
click the Tools menu (if you don’t see the Tools menu,
press ALT), choose Options, click the Advanced tab
(the Maintenance tab in Outlook Express), click the
Maintenance button (skip this in Outlook Express), and
click Store Folder. Drag across the entire address line,
press CTRL+C, and click OK to close the Store Location
dialog box. Then click Start, click Computer, click the
computer icon at the left end of the address bar, press
CTRL+V to copy the contents into the address bar, and
click the Go To button or press ENTER. This will show you
the e-mail files. Copy these e-mail files

4. Click Outlook Express (which includes Windows Mail), and make sure that the
Import Mail and Import Address Book check boxes are selected.

to the new computer, import them into

|

-
Cutlook Import Tool
Select the Internet Mail application to import From:
Eudora (Pro and Light) 2., 3.3, 4.x
Import: Mail
Import Address book,
S
Store Location ﬂ
I = Back ]E Mexk = ] [ Cancel
“r'our personal message store is located in the following folder:

your previous e-mail program on that
computer, and then use the instructions

C:A\Users\MamyhappD atahlocal\Microzoftywindows Live Mail

L%

under “Upgrade to Outlook” to import

ok ]

(e ]

[ Concel |

then click Finish.

the files into Outlook.

If you are still having problems importing from Outlook
Express, Windows Mail, or Windows Live Mail after
reviewing all the previous steps or the Note in this section,
start your other e-mail program, click File, click Export,
click Messages, click Microsoft Exchange, click Next,
and click OK. Select All Folders and click OK. You will
see a message that your messages are being exported
and their progress. When it is done, click Finished. In
Outlook, click File, click Open, click Import, select Import
From Another Program Or File, and click Next. Select
Outlook Express 4.x, 5.x, 6.x Or Windows Mail, and
click Next. Your imported messages will be placed in a
folder by the name \Storage Folders\Imported Folder\.

You will be told the progress as the files are being imported and will see a
summary upon completion.

Exit Outlook

When you are done using Outlook, you can exit the program.
® Click the File tab, and click Exit.

—Or—
® Click Close on the right of the title bar. -t

—Or—

® Press ALT+F4.

Microsoft Office Outlook 2010 QuickSteps Stepping into Outlook
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REVIEWING VERSIONS OF
OFFICE 2010

Office 2010 has a newly expanded set of versions
and platforms upon which Office will run. Office is now
available on three separate platforms:

e Office 2010 is a resident program running on the
user’s desktop or laptop computer, as available for
many years, generally referred to as the “desktop
platform,” although it also runs on laptops

o Office Web Apps accessed through a Web
browser such as Internet Explorer or Firefox, which
is a newly available platform with Office 2010

® Office Mobile accessed through a mobile device,
such as a smart phone, is another newly available
platform

Office 2010 on the desktop platform is available in four
versions:

o Office Starter 2010 is available preinstalled
on a new computer, includes Word and Excel,
has reduced functionally, and is paid for with
advertising. It can be directly upgraded to one of
the following full versions of Office 2010 through a
product key card purchased from a retail outlet.

o Office Home & Student 2010 is available to be
installed from a DVD or via Click-To-Run over the
Internet, and contains the full versions of Word,
Excel, PowerPoint, and OneNote.

o Office Home & Business 2010 is available to be
installed from a DVD or via Click-To-Run over the
Internet, and contains Word, Excel, PowerPoint,
OneNote, and Outlook.

Continued . . .
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Explore Outlook

Outlook uses a wide assortment of windows, ribbons, toolbars, menus, and
special features to accomplish its functions. Much of this book explores how

to find and use all of those items. In this section you'll see the most common
features of the default Outlook window, including the parts of the window, the
buttons on the principal toolbars, and the major menus. Also, you'll see how to
use the Navigation pane and Outlook Today.

Explore the Outlook Window

The Outlook window takes on a different appearance depending on the
function you want Outlook to perform. The initial view when you first start
Outlook is for handling mail, as shown in Figure 1-3. However, this view
changes as soon as you start to do anything else, even create e-mail, as you'll see
in this chapter. Other functions are described in their corresponding chapters.
The principal features of the Outlook window are described in Table 1-1.

OUTLOOK

FEATURES DESCRIPTION

Ribbon Contains the primary controls for Outlook.

File tab Opens the File menu and File views for opening, saving, and
printing documents, and setting the options for Outlook itself.

Control menu Contains controls for the window itself.

Quick Access toolbar | Contains the tools you most often use.

Tabs on the ribbon Provide access to the sets of tools and features shown on the

ribbon.

Reading pane Displays the contents of the selected message in the open
folder.

Title bar Name of the open folder; contains the Control menu for the
window.

Ribbon groups Collections of tools relating to a common function.

Table 1-1: Principal Features of the Outlook Window




OUICKFACTS '
REVIEWING VERSIONS OF
OFFICE 2010 (continued)

@ Office Professional 2010 is available to be
installed from a DVD or via Click-To-Run over the
Internet, and contains Word, Excel, PowerPoint,
OneNote, Outlook, Access, and Publisher.

There are also two enterprise editions and one academic
edition available through a volume (multicopy) license.
Office Standard 2010 adds Publisher to Office Home

& Business, and Office Professional Plus 2010 adds
SharePoint Workspace, InfoPath, and Communicator to
Office Professional. Office Professional Academic 2010
is the same as Office Professional.

This book, which covers the full version of Outlook 2010,
is applicable to all the editions with a full version of
Outlook.

OUTLOOK
FEATURES

Minimize button

DESCRIPTION

Minimizes the window to an icon on the taskbar.

Maximize button

Maximizes the window to fill the screen. When maximized, this
becomes the Restore button; clicking it returns the window to
its previous size.

Close

Exits Outlook and closes the window.

Help icon

Opens the Help window with information on using Outlook.

Minimize ribbon

Reduces the size of the ribbon so only the tabs show.

Minimize To-Do bar

Reduces the size of the To-Do bar to a half-inch wide
summary.

Dialog Box Launcher

Opens a dialog box related to the group it is in.

Scroll arrow

Moves the contents of the pane in the direction of the arrow.

Scroll button

Moves the contents of the pane in the direction it is dragged.

Scroll bar

Moves the contents of the pane in the direction it is clicked.

To-Do bar

Contains the current month’s calendar, appointments, and
tasks.

Zoom buttons

Controls the magnification of the reading pane.

View buttons

Closes and opens the To-Do bar.

People pane Displays social media and other information about the sender
or receiver of e-mail, including their recent messages.
Folder pane Displays the contents of the selected folder.

Navigation pane

Contains the means for selecting what you want to do and
look at.

Status bar

Displays information about what is selected.

Button bar

Additional Outlook components not in Outlook views.

Outlook views

Allows selection of the major Outlook components or views.

Folder List

Contains the folders within the selected view.

Collapse/Expand
buttons

Minimizes or expands the current list, whatever it might
contain.

Minimize Navigation
pane

Reduces the size of the Navigation pane to a half-inch wide
summary.

Table 1-1: Principal Features of the Outlook Window (Continued)
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Figure 1-3: The default Outlook window is used for handling mail.
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The ribbon adapts to the size of your Outlook window
and your screen resolution, changing the size and
shape of buttons and labels. You can see the difference
yourself by increasing or decreasing the size of the
window. For instance, if your Outlook window is initially
not maximized, maximize it and notice how the ribbon
appears, and then click the Restore button on the title bar
and again notice the ribbon. Drag the right border of the
Outlook window toward the left, and see how the items
on the ribbon adapt to reflect their decreasing real estate.

vy

Become Familiar with the Ribbon

The familiar toolbars and menus from versions of Outlook prior to 2010 are
gone. The original menu structure used in earlier Office products (File, Edit,
View, Tools, Help, and others) was designed to accommodate fewer tasks and
teatures. That menu structure has simply outgrown its usefulness. Microsoft’s
solution to the increased number of features is the ribbon, the container now

at the top of all Office program windows that holds the tools and features you
are most likely to use (see Figure 1-3). The ribbon collects tools for a given
function into groups—for example, the Respond group provides the options
for responding to a message. Groups are then organized into tabs for working
on likely tasks. For example, the Send /Receive tab contains groups for various
sending and receiving tasks. Each Office program has a default set of tabs, with
additional contextual tabs that appear as the context of your work changes.

For instance, when you select a picture, a Format tab containing shapes and
drawing tools that you can use with the particular graphic object appears
beneath the defining tools tab; when the object is unselected, the Format tab
disappears.

The ribbon contains labeled buttons you can click to use a given command or
tool. Depending on the tool, you are then presented with additional options in
the form of a list of commands, a dialog box, or galleries of choices that reflect
what you'll see in your work. Groups that contain several more tools than

can be displayed in the ribbon include a Dialog Box Launcher icon that takes
you directly to these other choices. The ribbon also takes advantage of Office
features, including a live preview of many potential changes (for example, you
can select text and see it change color as you point to various colors in the Font
Color gallery without finalizing the color selection).

At the left end of the ribbon is the File tab, and above the left end of the ribbon
is the Quick Access toolbar. The File tab provides access to the File menu and
File view, which lets you work with your document (such as saving it), as
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To gain working space in the document pane, you can

minimize the size of the ribbon. To do this, click the
Minimize The Ribbon button to the left of the Help
button in the upper-right corner of the ribbon’s tab bar,
or press CTRL+F1 to toggle the size of the ribbon. You
can also double-click the active tab name. Double-click it
again to restore the size of the ribbon. o @
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..H- e | Send/Receive Falder

opposed to the ribbon, which centers on working in your document (such as
editing and formatting). The Quick Access toolbar provides an always-available
location for your favorite tools. It starts out with a small default set of tools,

but you can add to it. See the accompanying sections and figures for more
information on the ribbon and the other elements of the Outlook window.

Use Tabs and Menus

Command tabs are displayed at the top of the ribbon or in a dialog box. Menus
are displayed when you click a down arrow on a button on the ribbon, a dialog
box, or a toolbar. You can use tabs and menus in the following ways:

® To open a tab or menu with the mouse, click the tab or menu.

® To open a tab or menu with the keyboard, press ALT and the letter that appears in a
small box for the object, tab, or menu name. For example, press ALT+F to open the File
view.

® To select a command on a tab or menu, click the tab or menu to open it, and then click
the command.

® The ribbon command may have a small arrow on the icon indicating that a menu exists
for that option. That menu’s options may contain their own submenus as well. To open
them, simply move the mouse pointer over the options you want and the submenus will
open with their own options.

Change Views

The view you will have on the main Outlook window can be changed,
depending on what you want to see. Typically, as shown earlier in Figure 1-3,
you will see the Navigation pane, Folder pane, Reading pane, and To-Do bar,
with the middle two related to the mail component. You may change these by
clicking another Outlook view. For example, clicking Calendar view in the lower
part of the Navigation pane will replace the Folder pane, Reading pane, and To-
Do bar with the current day’s calendar. Alternatively, in Mail view, clicking the
Reading view button on the right of the status bar closes the Navigation pane
and the To-Do bar to provide a lot more room to read an e-mail message.
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[ Sent Items

L@ Junk E-mail
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Button bar with
views not shown
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5] Deleted tems (1)
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L?J Search Folders X

—] Notes
—] Folder List

l__l Shortcuts

b3 (8 -

Configure
buttons

Figure 1-4: The Navigation
pane provides the primary
control over which area
and which folder you are

working with.

Use the Navigation Pane
There are three main areas of the Navigation pane, as shown in Figure 1-4:
® Folder List, at the top, is where you can select the folder you want to open.
® Qutlook views, in the middle, are where you can select the view in which to work.
® Button bar, at the bottom, lets you access views not available in the Outlook views.
SELECT A VIEW

The Outlook view determines which area of Outlook you will work in—for
example, Mail, Calendar, or Contacts. To select a view:

® Click the appropriate Outlook view.
—Or-—
® Click the appropriate button in the button bar (see Figure 1-4).
OPEN A FOLDER

The folder that is open determines which specific documents you will work on,

for example, incoming messages in the Inbox folder or notes in the Notes folder.

To open a folder:
® Click the appropriate folder in the Folder List.
—Or—
® Click the related Outlook view or button in the button bar.
DISPLAY OUTLOOK VIEWS
The number of Outlook views displayed depends on the size of the Outlook

window and the size of the pane dedicated to these views. To change the
number of views displayed:
® Drag the bottom window border up or down.

—Or—

® Drag the handle between the top view and the bottom of the Folder List.

ED Sear_qp_FoI(Iers Y

==

B

Microsoft Office Outlook 2010 QuickSteps  Stepping into Outlook 11

-
(@)



o
—

| 4 Show More Buttons

¥ Show Fewer Buttons

Mayigation Pane Options...

Adld ar Remove Buttans ¥ | Mail

Calendar

1 Tasks b

Motes
Ealder List
[ shorteuts

| ﬁ Jaurnal

p
Mavigation Pane Options

Display buttons in this order

S
Wl |
Calerdar
5
Mates | k
] Falder Lt
Shartcuts

[ o ]

Cancel

Microsoft Office Outlook 2010 QuickSteps

Fa F ™
To-Dao Bar Options M

Show Dake Mavigator

Mumber of month rows: 1

[¥] show Appointments
Shaw All Day Events
Show Details of Private Ikems

Shiow Task, List

x|

Cancel

DISPLAY BUTTONS

The buttons in the button bar are just an extension of Outlook views. When you
reduce the number of view bars, the options become buttons on the button bar.

To change the buttons on the button bar, in addition to changing the number of
Outlook views that are displayed:

@]
Lt )

2. Click Add Or Remove Buttons, and then click the button you want to add or remove.

REORDER NAVIGATION PANE BUTTONS

1. Click the Configure button on the right of the button bar.

To change the buttons or the order of the button in the Navigation pane:

1. Click the View tab, click Navigation Pane, and click Options. The Navigation Pane
Options dialog box will appear.
2. Check the buttons you want on the Navigation pane.
3. Highlight a button, and click Move Up or Move Down to reorder the list. Click OK twice.
MINIMIZE THE NAVIGATION PANE
If you need more room to display a folder and its contents, you can close the

Navigation pane.

® Click the Minimize button at the top of the Navigation pane to reduce its size. Click it
again (now the Expand button) to restore the Navigation pane to its regular size.

I Favorites < |:|
Mavigation|F=acling
—Or— ___v__P_alne' | Pane~
|i Harmal
® Click the View tab, click Navigation Pane, and click Minimize. To Minimized
restore the Navigation pane, repeat the process, clicking Normal so aff
that a check mark is in the check box. Favotites
Options...

Customize the To-Do Bar
To customize the To-Do bar and determine what is displayed in it:
1. Click the View tab, click To-Do Bar, and click Options.
—Or—
Right-click the To-Do Bar, and click Options in the context menu.

2. Click the check boxes next to the options you want, and click OK.
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MINIMIZE THE TO-DO BAR

If you need additional room for the Reading pane, you can minimize the To-Do bar.

January 2010 %
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_Or_
® Click the View tab, click To-Do Bar, and click Minimized. To restore the Navigation
pane, repeat the process, clicking Normal so that a check mark is in the check box.
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Figure 1-5: Outlook Today provides a summary of information for the current day, such as appointments and tasks.
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® Click the Minimize button at the top left of the To-Do bar. Click it again (now the
Expand button) to restore the To-Do bar to its regular size.

Use Outlook
Today

Outlook Today gives you a
summary of the information
in Outlook for the current
day. You can see a summary
of your messages, your
appointments and meetings,
and the tasks you are slated to
do, as shown in Figure 1-5.

OPEN OUTLOOK TODAY

If the Navigation pane is
open, click Personal Folders
at the top of the Folders List
(“Personal Folders” might
also be called “Outlook Data
File”). If the Navigation pane
is not open, click the View tab,
click Navigation Pane, and
click Normal.
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Figure 1-6: You can tailor Outlook Today to contain only the information you want. contents of the ribbon, the tools available
on the Quick Access toolbar, or your user
0 name and initials. You can customize Outlook by changing the general default
settings with regard to editing, proofing, display, and other options. Many
of these options are discussed in the other chapters. Here, we will look at
customizing the ribbon, the Quick Access toolbar, the display, and other options.
o We'll begin by looking at Office 2010’s new File view.
o
-
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Figure 1-7: File view provides information about the document and handles many file-related tasks.

4

Work with File View

Outlook 2010 shares with the other Office
2010 programs an improved way that you
can easily do many of the customization
tasks, as well as access tasks that affect a total
document, such as opening, closing, printing,
and saving from one screen, thus avoiding
the need to open several dialog boxes. This
all-encompassing view is called the File view
(also sometimes called the “Backstage view”)
since it handles many file-related tasks like
saving or opening a file, an example of which
is shown in Figure 1-7.

To display the File view:

1. Open Outlook using one of the methods
described in “Start Outlook” and “Exit Outlook”
earlier in this chapter.

2. Click the File tab, and then click one of the
areas of interest on the left of the window.
For example, clicking Print provides . -
a document preview and options for W
printing your work.

3. When finished, click the File tab again (or any
other tab) to return to the Outlook window.

Customize the Ribbon

The default ribbon consists of five tabs, including File (see Figure 1-3), each

tab containing several groups and subgroups that contain related tasks. While

Outlook strives to provide a logical hierarchy to all the tasks available to you,

it also recognizes that not everyone finds Microsoft’s way of thinking to be the

most convenient and offers you the ability to change how things are organized.
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1. On the Customize The Ribbon view, click the Customize The Ribbon down arrow on
the right, and select the type of tabs (Main or Tool) that contain the groups you want to N
work with.

2. To rearrange tabs, select the tab whose position on the ribbon you want to change,
and click the Move Up and Move Down arrows on the right side of the tabs list to
reposition the tab. (The topmost items in the list appear as the leftmost on the ribbon.) ©

3. To rearrange groups, click the plus sign next to the tab name to display its groups.
Select the group to be moved, and then click the Move Up and Move Down arrows to
the side of the tabs list to reposition the group.

4. When finished, click OK to close the Outlook Options dialog box.
CREATE NEW TABS AND GROUPS

You can create new tabs and groups to collect your most often used tools.

To add a new tab from within the Outlook Options dialog box, Customize

Ribbon option:

1. Click New Tab at the bottom of the tabs list. A new custom tab and group is added to
the list.

2. Select the new tab, and move it where you want it (click the up and down arrows on
the right as described in the previous section “Rearrange Tabs and Groups”).

9 5 3. Rename the new tab and new group by selecting the item and clicking Rename at the
bottom of the tabs list.
Display name: |Meww Tab ) —Or—

[ Ok } [ Cancel ] ~l
: Right-click the tab or group, and click Rename.

Rename

4. In either case, type a new name, and click OK.

To add a new group:

Don’t be afraid to experiment with your ribbon by adding 1
tabs and groups. You can always revert back to the
default Outlook ribbon layout by clicking Reset under the
tabs list and then choosing to either restore a selected
tab or all tabs.

. Select the tab where you want to add a new group, and then click New Group at the o
bottom of the tabs list. The list of all groups in that tab appears with a new custom
group at its bottom.

2. Rename and rearrange the group within the tab as previously described (with Rename
Group, you can also select an icon to represent the group). ©

Customizations: Reset @ |
I . 3. When finished, click OK to close the Outlook Options dialog box.

Reset anly selected Ribbon tab

Reset all customizations

0]}
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You can create a file that captures your customizations to

the ribbon and the Quick Access toolbar so that you can
use them on other computers running Outlook 2010. In
the Outlook Options dialog box, click either Customize
Ribbon or Quick Access Toolbar, click Import/Export
in either view, and then click Export All Customizations.
To use a previously created customization file, click
Import/Export and then click Import Customization
File. Depending on whether you're exporting or importing
a customization file, a File Save or File Open dialog box
appears that allows you to store a new file or find an
existing one, respectively.

= Inbaox - Persa
Customize Quick Access Toolbar
Frint
Save As
| u"" Send/Receive All Folders
Upelate Falder
Bacl
Forward
Delete
\/‘| Undo
Empty Deleted Items

Find a Contact

Mare Commanls...

Show Below the Ribbaon

ADD OR REMOVE COMMANDS AND TOOLS

Once you have the tabs and groups created, named, and organized, you can add

the tools you want to your custom groups. You can't add tools to an existing group.

1.

On the Customize The Ribbon view, click the Choose Commands From down arrow.
You will see a menu of categories of commands and tabs, such as Commands Not

In The Ribbon or Tool Tabs. Choose a category of commands or tabs, or choose All
Commands to see the full list. Select (highlight the tool by clicking it) the first tool you
want to add to a custom group.

. In the tabs list on the right, select the custom group to which you want to add the tool.

. Click Add between the lists of commands and tabs. The command or tool is added

under your group.

. Repeat steps 1 through 3 to populate your groups with all the tools you want.

. If you make a mistake, remove a tool from a custom group by selecting the tool and

clicking Remove.

. Use the Move Up and Move Down arrows to the right of the tabs list to organize the

added tools within your groups, and click OK when finished.

Customize the Quick Access Toolbar

The Quick Access toolbar can become a “best friend” if you modify it so that it

fits your personal way of working.

ADD TO THE QUICK ACCESS TOOLBAR

The Quick Access toolbar should contain the commands you most commonly

use. The default tools are Send /Receive and Undo. You can add commands to it

if you want.

1.
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Click the down arrow to the right of the Quick Access toolbar, and select one of the
commands on the drop-down menu to add it to the toolbar.

—Or—

Click the Quick Access toolbar down arrow, and click More Commands to view a
more expansive list of Outlook tools.

—Or—

Click the File tab, click Options, and click Quick Access Toolbar.




Available tools Add and

in a selected list remove tools
———— —— N
Customize the Quick Access Toolbar,
SEIethOOIZfIr_om —O_Qhoose commanis fram: ()
tabs and lists !_Pn_)_pular Command B
Customize Quick Access Toolbar (i CJO
) Send Receive Al Folders
Back ¥} Undo
Delete
Empty Deletad Items
Find a Contact j:v
Farward 'h
Frint
Save As m g_ Change a tool’s
Send Receive All Fald - position on the toolbar
end/Receve olders _‘ﬂ Eemove
Unda
Update Folder
(6}
Change where the izations: = |
too!I,bar appears I——E S_ﬂow Quick Access Toalbar below the Gustomizations; i 1 Save or apply a
Rlgken Import Expart v | customization file
(o))
Figure 1-9: You can customize the Quick Access toolbar by adding to and removing from
it commands for easy and quick access.
\l
In either of the last two cases, the Outlook Options dialog box appears with the Quick
Access toolbar customization options, as displayed in Figure 1-9.
. 2. Open the Choose Commands From drop-down list, and select the source of the
You can add a command to the Quick Access toolbar d it h iiabl i
) . . . commands you want from the available options.
from the ribbon by right-clicking the button and choosing y P (0]
Add To Quick Access Toolbar. 3. In the leftmost list box, find and click the command you want to add to the toolbar,
and then click Add to move its name to the list box on the right. Repeat this for all the
commands you want in the toolbar.
4. Click OK when you are finished.
(o}
—
o
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Eemaove from Quick Access Taolbar
Customize Quick Access Toolbar...
Show Quick Access Taalbar Below the Ribbon

Customize the Ribbon..

Minimize the Ribban

Getting started with Outlook 2010
‘ i=| = Getting started with Qutloak 2010
@ = Dutlook 2010 product team blog
= lse Automatic Replies when out of the office
= Find a message or item by using Instant Searc

Browse Cutlook 2010 support

= Attachments = E-mail messages

m

- = B
@) Outlook Help [E=NEER
B BAMe | d
= B Search -
-~
coOfficé ..
products sHEpor images templates
downloads

* Calendar = Microsoft Exchange
= Contacts accounts
il ® E-mail accounts and * Personalizing
profiles = iews
| & Outlock | | @ Connected to Office.cam

Figure 1-10: The Outlook Help window provides links to
several avenues of online and offline assistance.

MOVE THE QUICK ACCESS TOOLBAR

You can display the Quick Access toolbar at its default position (above the
ribbon) or directly below the ribbon using one of the following methods:

o

N ron

Mew  New
E-miail Ilems -

® Right-click a tool on the Quick Access toolbar or on the ribbon, and
click Show Quick Access Toolbar Below The Ribbon (once located
below the ribbon, you can move it above the ribbon in the same
manner).

—Or-—

My

® Right-click a tool in the Quick Access toolbar, and click Customize
Quick Access Toolbar to open the Customize The Ribbon pane. Click the Show
Quick Access Toolbar Below The Ribbon check box in the lower-left area, and click
OK (to return the toolbar above the ribbon, open the pane and clear the check box).

REARRANGE TOOLS ON THE QUICK ACCESS TOOLBAR
You can change the order in which tools appear on the Quick Access toolbar.
1. In the Customize The Quick Access Toolbar pane, select from the list on the right the
tool whose position you want to change.

2. Click the Move Up or Move Down arrows to the right of the list to move the tool.
Moving the tool up moves it to the left in the on-screen toolbar; moving it down the list
moves it to the right in the on-screen toolbar.

3. Click OK when finished.

Get Help

Microsoft provides substantial assistance to Outlook users. Outlook tailors
much of the assistance offered, depending on whether you are working online
or offline. If you are offline, you will get quick but more limited help. If you are
or can be online, it will be slower but more comprehensive.

Obtain Help
You can obtain help in Outlook using one of the following techniques.

DISPLAY OUTLOOK HELP

The Outlook Help window, shown in Figure 1-10, provides links to several
assistance tools and forums, including a table of contents, access to downloads,
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Search results for Import contacts
Baclk Mext

Import contacts from Windows Live Hotmail to Outlook

Article

m

Import your data into Business Contact Manager
Article

Transfer contacts between Outlook and Goagle Gmail
Alti-:le| Contacts can be exchanged between Outlook and Ga..

Resalve ar delete duplicate contacts
.ﬁlti-:le| Learn how Dutlook helps to prevent duplicate contac...

Synchronize your Business Contacts with Outloak, SharePoint....
Article
Add peaple to the Address Baak
iltl-:l—:-| Make your contacts part of the Address Boal
Set up Business Contact Manager for vour busingss
Altl-:le| Business Contact Manager for Outloal is flexible eno...
Expart your business recards from Business Contact Manager

Article

Where does Microsoft Outlook 2010 save my infarmation and ..,
Article | Thefollowing is a list of locations where allang_outl..

All Outlook | | @ Connected to Office.cam

- i -
©) Outlock Help [E=RER
O @R aMe | d
Import contacts + J Search -
Outhook Hom -~

Figure 1-11: From the Outlook Help dialog box, you can
search both online and offline Help, as well as other
sources.

contact information, and late-breaking news on Outlook. To display the Outlook

Help window:

® Click the Microsoft Office Outlook Help icon & on the tab bar.

—Or—

® Press F1.

Either of these commands will open the Help window shown in Figure 1-10.

You can also click File and click Help for a different Help window (see “Access

Other Help Options” below). There, if you click Microsoft Office Help, you

will see the window shown in Figure 1-10.

ASK A QUESTION

You can quickly ask a question about Outlook using the Outlook Help window.

1. Type your question in the text box at the top of the Help window.

2. Press ENTER or click Search. The Outlook Help dialog box will appear, as you can see

in Figure 1-11. Click one of the search results, and Microsoft Office Outlook Help will

open and display the requested information.

ACCESS OTHER HELP OPTIONS

Click the File tab, and click Help. The Support window will open, as you can

see in Figure 1-12, with these options:

® Microsoft Office Help, is the same as clicking the Help icon, described previously.

® Getting Started connects to the Microsoft Web site and provides information on

what’s new in Outlook 2010, along with tips on the basics of Outlook.

® Contact Us connects to the Microsoft Web site and provides suggestions on how you
can contact solution centers and computer manufacturers.

® Options opens Outlook Options discussed in several places in this chapter.

® Check For Updates allows you to check for and download updates for Microsoft
Windows and Outlook, as described in “Update Outlook” at the end of this chapter.

Find a Message

No matter how many messages your e-mail folders contain, Outlook can help

you find a specific one. You can perform instant searches for large files, related

Microsoft Office Outlook 2010 QuickSteps
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EQ—“ 9 = Inbox - Personal Folders - Microsoft Outlook | = | El ﬂ
m Home Mew Tab Send [ Receive Falder View Add-Ins (] e

[ save As
Support

B Save Attachiment —J:' M-
Micrasoft Office Help Da" I Ce

Info Get help using Microsoft Office,

-

Open _— Product Activated

P Getting Started i
See what's new and find resources to help Microsoft OHfice Professional 2000
vou learn the basics quickly

o
';gl-ielp z @ Contact Us

Print This praduct contains Micrasoft Access, Micrasoft Excel, Microsaft Onellate,

Microsoft Outloak, Microsoft PowerPaint, Micrasoft Publisher, Micrasoft Waord.

Let us knaw if vou nead help or haw we

2] Options can make Office better. About Microsoft Outdoak
XK Ext Tools for Working With Office Version: 14.0.4536.1000 {32-bit)
Additional Yersion and Copyright Informatian
— Optians Part of Microsoft Office Professional 2010
@ Custamize language, display, and ather @ 2009 Micrasoft Carparatian. All nghts reserved.

program settings Iicrosoft Customer Services and Support

Procduct ID: §2503-719-0396575-70532

- Check far Updates : i :
L% Getthe latest updates available far MiciniitbSortuared iseise Tesivs
Micrasaft Office,

b

Figure 1-12: The Help option of the File view provides support for Outlook and Office.

messages, or messages from a particular sender. You can further qualify the
search by having Outlook search only certain folders, or by specifying content
for which you're searching.

PERFORM INSTANT SEARCHES

Click in the search text box in the Inbox Folder pane (or whichever folder you
want to search in), and type the text for which you want to search. The search

Microsoft Office Outlook 2010 QuickSteps Stepping into Outlook




Toggle oldest/ will immediately display beneath the search text box the found messages (see
newest on top Clear search

\ Figure 1-13).

Search text |——psacial ne N Nt You have these options:

pArrange By Date (Conversations)| -

Arrange by —— ® Click Clear Search to clear the text box and restore the previous contents. You can
4 Yesterday enter a new search.
Search results |—te 128 Shanges ta Froposal, @ ® Click Arrange By to change the order for search results from the context menu.

Search all
Outlook folders

Carole Matthews Thu 450 P
® C(Click Oldest/Youngest On Top to toggle the date ascending/descending sequence.

|l —@ Tiv searching again in All Mail Ikems, ® Click Try Searching Again In All Mail Items to expand the search to additional

folders.

Figure 1-13: Instant Search is
immediate and highly versatile REFINE SEARCHES

for finding specific e-mail.

Optiol 530 Indexing Status...

In addition to the instant search found on the Folder pane, you can use the
Search Tools Search contextual tab to refine your searches.

1. Perform an Instant Search as described previously. When you complete the search,
the Search Tools Search contextual tab will open with the following tab groups that can
be used to refine a search:

L= |

1 |+ Inbox- Personal Falders - Microsoft Out.., |

Haome Send / Receive Falder View ' Search | & e

[ |4 Current Folder = = ' B E& mis week - ¥ Flagged P
a1 sooroden. | B U &= X B
[ All Subfolders — @3 SentTo ~ ? Important

All Mail From Subject Has Categorized - Recent  Search Close

ITtems li% All Qutloalk Items Attachments ¥ [ Unread =R More * Searches = Tools ~ | Search
Scope Eefine Options Close

® Scope lets you choose the folders you want to include in the search.

@ S0 ® Refine lets you choose the elements you want to search on. The More drop-down

list provides many more elements you can search on.
Recent |Search

searches. RS | : ® Options lets you repeat previous searches and open one of several dialog boxes

for more sophisticated searching:
£J  Locations to Search ¥
85 Advanced Find., | ® |ndexing Status displays a message box telling you the extent to which Outlook

B searchOptions.® | messages have been indexed.

® Locations To Search lets you choose which of your accounts you want to
search.
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-
% Advanced Find

o

Messages | Mare Choices | Advanced

Look for: [Messages | I ;I-nbox

| | Browse..,

Search For the ward(s):

In: 'l-subject field anly

ﬁtop

) |
[ s ]|

|:| Wwhere I am: | EHe ol;iy person on tHe Touiine

Q

Time: flnone

I Find Mo I

® Advanced Find displays the Advanced Find dialog
box, where you define a search on multiple criteria with
considerable detail.

® Search Options opens Outlook Options with the Search
option selected. See the following section.

2. Click your choice and type the information needed. Click OK if
needed. (If your choice of option does not require a dialog box,
you will not need to click OK.)

CHANGE SEARCH OPTIONS

You can change some of the search defaults used with
Instant Search in the Outlook Options Search options
shown in Figure 1-14.

1. Display the Search options, either as described in the previous

section or by clicking the File tab, clicking Options, and
clicking Search.

Cutlook Options
Reference tools provided with Outlook, such as a Gereral
thesaurus, are available with Outlook message windows all
but not from the main Outlook window. Lalendar
Contacts
Tasks
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Mates and Journal
| Search
IMohile
Language
Advanced
Customize Ribbon
Quiick Access Toolbar
Add-Ins

Trust Center

p Change how items are searched with Instant Search.

Sources

Change the Outlook stores indexed by Windows Search Indexing Options...

Include results only from:
@ Current folder
0 Allfolders

7| Include messages from the Deleted items folder in each data file when searching in All
Ttems

El When possible, display results as the query is typed
¥ Improve search speed by limiting the number of results shown
izl Highlight search terms in the results

Highlight calar:

[V Motify me when results miaht be limited because search indexing is not complete

Figure 1-14: In Search options, you can change the search defaults that are used in Instant

Search.
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2. Click Indexing Options and then click Modify to select the drives and folders to
be indexed so that searches can be faster. Click OK and then Close to close both N
Indexing dialog boxes.

3. Choose, as a default, whether to search just the currently selected folder or all folders.
4. Determine whether you want to change the defaults to display results as you type the

search text, to limit the number of results so that the searches are faster, or to highlight w
the search text in results and change the highlight color.

5. If you choose, deselect the default to display a message if the indexing is incomplete
for a selected file. If this message is displayed, it tells you that the indexing is still in
process and that results will be incomplete.

6. Click OK.

Customize Outlook

Outlook provides a number of ways to customize both how it looks and

how it operates in addition to the ribbon, Quick Access toolbar, and search
customization described previously in this chapter. In this section, you'll see
how to set general preferences, create a user profile, and update Outlook. Other
ways to customize Outlook will be discussed in later chapters.

Set Preferences

Setting preferences allows you to adapt Outlook to your needs and work style. ~

. The Outlook Options window provides access to these settings.
Ways of setting preferences in each of the major
areas—Mail, Calendar, Tasks, Contacts, and Notes—are Click the File tab, and click Options to open the Options dialog box.
discussed in the chapters that pertain to those subjects. SET GENERAL OPTIONS

Here, you'll see how to set general and security

S, The General options are displayed when you first open the Outlook Options

window, as shown in Figure 1-15.

1. Select the user interface options that are correct for you. You will see more how these
items are used in Chapter 2, so you might want to leave the defaults at this point. ((o)

2. Enter the user name and initials that you want to use with Outlook.

0]}
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Mates and Journal
Search

IMohile

Language

Advanced

Customize Ribbon
Quiick Access Toolbar
Add-Ins

Trust Center

sitver[ v |

ScreenTip styler | Show feature descriptions in ScreenTips E

Color scheme:

Personalize your copy of Microsoft Office

User noma: Marty

Initials: M
SLalt up options

Make Qutlook the default program for E-mail. Contacts, and Calendar

Default Programs...

' Ok I Caneel

i Microsoft Corporation
http://office.microsoft.com

g -
Qutlook Options m =k
- i 1
N erar o OU 27 < Set Defau.. v Set Program Assuciations - I‘f W sewrch 2
Iz General options for working with Outlook. File Edit View Tools Help
Iall
alendar User Interface options Set associations for a program I
Contacts [] show Mini loolbar on selection Select the extencions you want thic program to open by default, and then click Save.
[¥] Enable Live Preview () 04 Microsoft Outlook
Tasks + "y

Figure 1-15: The Outlook Options window provides a number of general preference settings.
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[ Select All
MName Descrphion Current [letault )
Fatensinns
E ] el E-miail Messayge Mivrosull Qullouk
[| |5 ) kot Outlook Holidays Microsoft Outlook
I ] B.;r«. 1l alendar Hie Mirrnsott Outlonk
| [#] = sy Outlook ke Micrusolt Quilvok
QOutlook ltem Template Microzoft Qutlook
Chutlonk Data File Microsoft Outlonk =
vCard File Microsoft Qutlouk
[ E ves vCalendar File Microsoft Outlook
Protocols
= O FEED URL:Outlook Add H5S Feed Microsott Outlook
[ 0lmaLTO URL:MailTo Protocol Microsoft Qutlook
[7] O] OUTLOOKFEED  URL:Outlook Add RSS Feed Microsoft Qutlook
| & 2 OUTTIKFEEDS URL:Outinok Add HSS Feed Microcott Outlonk .
IE] Q'STSSYNC URL:Outluuk Add Sharepuint Fuldes  Microsolt Outluok
[7] O] WEBCAL URL:Outlook Add Internet Calendar  Microsoft Outlook
] QWHL'AI 5 URL:Outlook Add Internet Calendar  Microsoft Outlook <.

Figure 1-16: File extensions help identify which program

you are using and what kind of a file it is.

3. Keep the Make Outlook The Default Program For E-mail, Contacts, And Calendar
check box selected, if that is what you want.

4. Click Default Programs. The Set Associations For A Program dialog box will appear
as you see in Figure 1-16. The default is for all associations to be selected, meaning
that all files with the listed file extensions and all protocols will use Outlook. Make any
desired changes, and click Save.

SET ADVANCED OPTIONS

1. With the Outlook Options window open, click Advanced on the left. The Options For
Working With Outlook window will open (see Figure 1-17).
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I =
Cutlook Opticns m

— N
General 0:" ) o i
< Options for working with Outlook.
Iail
Calendar COutlook panes
Cantacts Customize Dutlook panes, HMavigation Pane...

Tasks Reading Pane... w
Mates and Journal

m

Searcl
SRR COutlook start and exit
Mahile =
> . e =
|__ Start Outlook in this folder: ![ -]Inbox | [ Browse...
Language s
|:| Empty Deleted Items folders when exiting Outlook -h

Advanced

AutoArchive
Custamize Ribbon |

ﬂ Reduce mailbox size by deleting or maving old items to an archive data file, Autodrchive Settings...

o =
Add-Ins Reminders

Quick Access Toolbar

IR kentee f i\\ Show reminders
Play reminder sauncl: E-remin(ler.wav I
R55 Feeds

! |:| Any R55 Feed item that is updated appears as new
E |:| Synchronize RSS Feads to the Comman Feed List (CFL) in Windows CD

Send and receive

Set send and receive settings for incoming and outgaoing items, Send/Receive..,

|:| Send immediately when connected

r QK i[ Cancel ] ~N

Figure 1-17: Many of the fundamental Outlook preferences are set in the Advanced Options window.

F R
Reading Pane u (00]

Reading Pane options 2. Click Reading Pane to open its dialog box (Navigation pane and To-Do bar options
[l Mark items as [adivbenyiched intheHEading Eapd are discussed earlier in this chapter). Select under what circumstances you want items
e | BN e e marked as read. Choose whether to keep the default of using the SPACEBAR to iterate

[ Mark item as read when selection changes through messages
Single key reading using space bar g ges.

[ Ok ] [ Cancel

0]}
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[ Select Folder [N 3. Click Browse next to Start Outlook In This Folder to open the Select Folder dialog box.
AN e Click the folder you want displayed when you open Outlook.
4 ‘35:’1 al Eolders Al e ] 4. Under Send And Receive, click Send/Receive. Create or edit your e-mail accounts,
I Oxi Tl . . . .
L7 Drafts [1] and then choose how you want to perform your sending and receiving of e-mail. Click
[ Senttems Close when you are ready.
@ Deleted Items (1)
m W ﬁ Calendar 3 7 ~
|85 Contacts Send/Receive Groups ﬁ
§§ Jouial . aﬁ A SendfReceive group contains a collection of Cutlook accounts and
i L_d Junlk E-rail L """:i folders. You can specify the tasks that will be performed on the group
3 Mews Feed = during a sendfreceive.
“J Mates Group Mame Send/Receive when
LE Oitin iall Accounts Online and CFfline M
< (51 RSS Feeds > / B,

Lo Renarme

Setting For group "all Accounks”

Include this group in send/receive (F3).

[7] schedule an automatic sendfreceive every 30

[] Perform an automatic sendjreceive when exiting.

((e]
when Cutlook is Offline
Include this group in sendjreceive (F9).
[T] schedule an automatic sendfreceive every 30 C minutes,
]
N

w = -+

5. Review the other options, and make any changes you want.
6. Click OK to close the Outlook Options window.
0 ADD A NEW E-MAIL ACCOUNT

1. Click the File tab. In the File view, Info should already be selected with your account

Setting up multiple users in Windows is different from information displayed, as shown in Figure 1-18.

setting up multiple Outlook user accounts. Each Windows 2. Click Add Account near the top. The Add New Account dialog box appears.
user has a unique Outlook user profile with his or her

a. Type your name, e-mail address, and password twice.

o ) )

folders and files. The multiple Outlook user accounts . . )

, o . . b. Choose if you want to use text messaging or manually configure your server
discussed in this chapter are for a single Windows user. . )
settings, and then click Next.

o
—
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Inbox - Personal Falders - Microsoft Outlook

Falder View Add-Ins

Account Information

IA(I(I an e-mail accaunt ar other connectlon.|

3

Cleanup
Taals -

Manage Rules
& Alerts

Account Setlings

FMadify settings far this account and canfigure additional
cannections,

m Home Mew Tab Send  Receive
L Save As
By Save Attachiment
E POR/SMTR
Info 4
1 Add fccount
Open
Print -
g
b _kite]
Help Account
Settings =
2] Options
X Exit

Mailbox Cleanup

Manage the size of your mailbax by emptying Deleted Items and
archiving.

Rules and Alerts

Use Rules and Alerts ta help arganize your incoming e-mail
messages, and receive updates when items are added. changed, ar
remaved,

b

Figure 1-18: You can add, repair, change, or remove new e-mail accounts and change the folder where e-mail messages

are stored.

Setting up security for Outlook is covered in Chapter 8. )

C. An online search will be made to verify your settings with your server. Click Next.
Outlook will initially test for an encrypted mail server. If one is not found, click Next

to test for an unencrypted mail server.

3. When the settings have been confirmed, click Finish.
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To empty your Deleted Items folder and reduce the
storage required for old items, right-click the folder, click
Empty Folder, and click Yes to confirm the action. Your
folder will be emptied.

Update Outlook

Periodically, Microsoft comes out with updates for Office and Outlook (these

are almost always problem fixes and not enhancements). You can check for

available updates and download and install them from the Microsoft Web site.

1. Click the File tab, and click Help.

2. On the Support page, click Check For Updates. Your Web browser may open and

connect to the Microsoft Online Web site. Then the Windows Control Panel will open to
Windows Update, as shown in Figure 1-19. This will update both Windows and Office.

3. Click Check For Updates. Your system will be checked for any necessary updates,

you have downloaded the updates you want, close your Web browser.

and you will be given the opportunity to download and install them if you choose. When

=L g

l\_.)(\..) |'Z v Contral Panel » All Cantral Panel terns » Windaows Update

- | +4 | | Search Can,.., 0 |

File  Edit View Tools Help

Control Panel Home

Check for updates
Change settings

View update history
Restore hidden updates

Updates: frequently asked
questions

See also

Installed Updates

Windows Update

i@ No important updates available
37 optienal updates are Ne updates are currently

available selected.

Most recent check for updates:  Today at 6:42 PM
Updates were installed: 12/14/2009 at 11:26 PM. View update history

You receive updates: For Windows and other products from
Microsoft Update

Find out more about free software from Microsoft Update,
Click here for details.

@

v,

Figure 1-19: One of the primary reasons to check for and download Office and Windows updates is

to get needed security patches.
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Get Online
Check for E-mail
Read E-mail

Download Sender and Subject
Information Only

Filter Junk Mail

Mark Messages as Read
or Unread

Change the Time for Being Read

Flag Your Messages for
Follow-up

Arrange Messages in a Folder

Make Up Your Own Rules
Manipulating the Rules
Delete Messages
Manage Attachments
Archiving Messages

Print Messages

Chapter 2

Receiving and
Handling E-mail

Most people get Outlook so that they can send and receive
e-mail. For anyone who has Internet access, e-mail has
essentially replaced letter writing. As great as e-mail is,
however, it's possible to get overwhelmed by the amount of mail
that arrives—much of it spam, or anonymously mass-mailed
junk. In this chapter, you'll learn how to create e-mail accounts,
receive e-mail, and deal with the messages that come in.

Set Up E-maill

The Internet provides a global pipeline through which e-mail flows; therefore,
you need a connection that lets you tap into that pipeline. Both local and
national Internet service providers (ISPs) offer e-mail with their Internet
connections. At your work or business, you may have an e-mail account over a
local area network (LAN) that also connects to the Internet. You can also obtain
e-mail accounts on the Internet that are independent of the connection. You can
access these Internet accounts (Gmail by Google, for example) from anywhere
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ﬁ Gmail: Email from Google - Windows Intemet Explorer =l
@u - !-” Imp: J~ google.com accoumnts/ Serv IeL)J“:“‘iLj | ‘_f | x | |b Eu'.ﬂg £ -
g Favarites | o5 @ | Rotary PREP Kir @ | Get More Add-ons v
GETTING A GMAIL ACCOUNT '-'. Gmal: Emal from Google ’?} b ﬂ » =3 rm-'! * Pagew Saferyv Tooks v ﬁv %
Gmail by Google, one of many Internet-based HTTP G . =
. services, is free, and you can access it from any Internet I!l Al I Welcome to Gmail
connection in the world, so you don’t even need to own A Google approach te email.
a computer. You can see the Gmail opening window in Gmail is built on the idea that email can be more intuitive, eficient, and useful. And e s
. . maybe evan fun. After all, Gmail hag: Sign in to Gmail with your
Figure 2-1. To set up a Gmail account: Google Account
Less spam 2 : ; s
1. In Windows XP and Vista, click Start and click :i?:::illl.:ll':\;:nted messages out of your inbox with Google's innovative Usemame:
< Internet. In Windows 7, click the Internet A i —
Explorer icon on the taskbar. ﬁ Raad Gmail on your m_ohila phone by pointing your phone's wab o SI:_Y s:.gned |n
broveser to hitp:/gmail.com/app. Leam more i sHgnin 3
2. In your browser’s address bar, type www.gmail Lats of g St Beonks ey seeciod
. . pace C: >
.com, and press ENTER. O Oivar 7403.898835 meqabytes (and counting) of free storage.
o) 3. Click Create An Account. Figure 2-1: A Google Gmail account gives you a large amount of free storage and allows
- . ) ) . the sending and receiving of large files.
4. Fill in all the applicable fields on the registration 9 9 g
form. Enter the IOgln hamesyou want for the 8 Gmail - Inbox (2) - - - Windows Internet Explorer lil;m
account, leaving out the “@gmail.com” part, and ) v [M 1 st googlecommai Hhs=te 6| x|losm i)
© then click Check Availability to check whether e Favores: | <. 1) Retary:PREP Kt (8] Get More Add-ons =
the login name you want is available. Read the e T L [ b T e G e
GOOQIe Terms of Service agreement’ and click | Gmall Cslendar Documents Beader Web more » | Settings | Help | Sign out =
Accept. .
( Im T = shaw £aareh apans
i H H H - | I i Liadhtiand :’j"-'e ita ﬂilt::r .
5. Read the introductory information, and click Show Coogh
N~ Me My Account to look at your Gmail account on Compose Mail Interested in an OUTLOOK? - www. Chevolet cam/Traverse - View Traverse FeaturesSpansorcd Link | <
a browser, as shown in Figure 2-2. Archive | Repurlspam | Delele | Moveloy  Labelsy | WoesbusY | Refoch 1 3of3
. ;.:J.iLL&d ﬁ? Select; All, Mone, Read, Linread, Stared, Linstamred :
6. When you are ready, reopen Outlook, click the Sent Mail - — = 2
. . X ) Drsfis Gmail Team Import your contacts and old email - You 434 pm
File tab, and in Info view click Add Account. Gmail Team Customize Gmail with colors and the 1:39 pm
00 Enter your name, your new Gmail e-mail address Personal Gmail Team Access Gmail on your mobile phone 4:39 pm
(someone @gmail.com), and your Gmail password SI??L
B morew
(twice); and click Next. ”
Lontacts
Tasks i
7. When you are told that your new account has S
5 CF 3 = Ch:
been found and set up, click Finish. Back in —
O’ . . Search, add, or invita Select: All, None, Read, Unread, Stamed Unstared
Outlook, your Gmail messages will appear, as - - e
) ) . Archive = Reoportspam | Delcte | Moveto¥  Lobolaw Morc actiona™ | Refiesh =30
shown in Flgure 2-3. Set status here ¥
Figure 2-2: Gmail’s browser mail application allows you to work with your mail anywhere,
with any computer.
o
-
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” 2y
L5 Inbax - - @gmail.com - Micrasoft Outlaak lﬂlﬁ

Home Send  Receive Falder View [~ 9

' = -] .% Q‘I x r_:ﬁ Feply 23 Maveto: ? A Mave + v Find a Contact =

To get a Gmail account, you must already have an = £ Reply Al E (= To Manager - & Rules - = [ Adcress Boal
- Mew  Mew Delate - - . ads

Internet browser and a connection to the Internet. The Email fems+ | B~ i Farward = | |33 Team E-mail = | W]onetote |+ | P Filter E-mail

instructions here assume you do. e Delete Respone Quick Steps (r Mave Fin«

Jp 2earch Inbex (Gt < £ Customize Gmail with colors and

| Arrange By: Date (Conversations) | bk “| themes

Gmail Team [mail-noreply@google.com]
: Sents 5un 12/20/2009 £39 PM
| Customize Gmail with colors an... Ty

Gmail Team 439 PM |

4 Today

Folders

i_'g Impart your contacts and old em..,

Gmail Team 439 PM To SRICEUD YO Inbox with

colors and themes, check out
the Themes tab under Settings.

=quiodde Gumuoxdn oy ﬁ A

__g Access Gmail an your mobile ph...
Gmail Team 439 PM

Click here to customize
Gmail »

Enjoyl

syse) 7 :depoj ¢1

EE 58] [ e

- The Gmail Team

I}

Fleaze note that Themes are not available if m

z you're using Internet Explorer 0. To take -

Filter applied | & Reminclers: 7 | @ Connected | ﬂ:[”@ 100% ':5:'—"\—/' \i.n'

. »

Figure 2-3: In addition to seeing your Gmail in a browser window, you can see it in Outlook.

in the world. These three ways of accessing Internet e-mail—ISPs, corporate
connections, and Internet e-mail—use different types of e-mail systems:

® POP3 (Post Office Protocol 3), used by ISPs, retrieves e-mail from a dedicated mail [0
server, and is usually combined with SMTP (Simple Mail Transfer Protocol) to send
e-mail from a separate server.

® MAPI (Messaging Application Programming Interface) lets businesses handle e-mail
on Microsoft Exchange Servers and LANSs.

® HTTP (HyperText Transfer Protocol) transfers information from servers on the World
Wide Web to browsers (that’'s why your browser’s address line starts with “http://”) and
is used with Hotmail and other Internet mail accounts.

0]}
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Get Online

To find out where your e-mail data files are located, click

the File tab, in the Info view that opens by default, click Whether you choose dial-up or a high-speed service like DSL (digital subscriber

the Account Settings down arrow, and select Account line) or cable Internet, getting online requires hardware, software, and some

Settings from the drop-down menu. Click the account system configuration. It’s possible that everything you need is already installed

you want to locate, and in the lower part of the Account or that your computer came with extra disks for getting online. First, find an ISP:
(ap) Settings dialog box opposite Change Folder, you'll see

the path and file name of the Personal Folders. ® Get a recommendation from satisfied friends.

] . ] ® Look in the yellow pages under “Internet Service Providers” or “Internet Access
Selected account delivers new messages to the Following location:

Providers.”
Change Folder | Personal Folders',Inbox

< in data file O:|Users\Marty\AppDatallocaliMicrosoft|CutlockiOutiock.pst |+ @ Look on your computer. Many computer manufacturers include software from
J nationwide Internet providers, such as AOL, EarthLink, and others.

If you find what you want in an Internet provider already on your computer,
double-click the provider’s icon, or click the link and follow the instructions.
If you have a disk that came with your computer or from an ISP, pop it in and

/ follow the instructions. If you use a local provider, their tech support people
To remove an e-mail account, click the File tab, in Info

view click the Account Settings down arrow, and then
click Account Settings again to open the Account

© Settings dialog box. Click the account to select it, and Receive E— mai I

then click Remove. Click Yes to confirm the removal of ) ) )
the account. and click Close. With at least one e-mail account installed in Outlook, you're ready to receive mail.

will usually walk you through the entire setup process on the phone.

Everything is done in Outlook’s Mail view, shown in Figure 2-4, and opened by
clicking Mail in Outlook views in the lower-left area of the Outlook window.

N
Check for E-mail
Once you are set up, it’s easy to download mail.

o ) 1. Make sure you're connected to the Internet or can be automatically connected and that
If you like where the old Preview pane was located in Mail is selected in the Outlook views of the Navigation pane.
earlier versions of Outlook, you can place the Reading 2. Click Send/Receive on the Quick Access toolbar.
pane beneath the Folder pane: Click the View tab, click o

— r_

o Reading Pane, and click Bottom. (You can also turn it
off and open its Options dialog box.) Press Fo.

o

-

34 Microsoft Office Outlook 2010 QuickSteps  Receiving and Handling E-mail




Send outgoing and Act on selected Open the
receive incoming e-mail message Address Book Find Help

) = Inbox - Personal Folders -| Microsoft Outloak | = | =l : )
H-Jmel | Send/Receive Faldear View | [~}
Create a new | E '.] ||_=|il 5 1gnore x i 'g }J r '% m 25 Maveto: 7 25 Mave - [ Unread)/ Read F.n-.'l a Contact *
message I giiii |j‘ Clean Up - e p_’—; To Manager - @ Rules = Eﬁl Categarize = (LR Adclress Boal C}J
Mew  Mlew Delete | Reply Reply Forward %v = i = . .
E-mail Ttems~ | S Junk~ All (32 Team E-mail = @ onetlote | ¥ Fallow Up = 7 Filter E-mail =
Mlew Delete Respond Quick Steps u IMove Tags Find
4 Favarites < — !
: o | %
Select a folder | o [ mhox . a Changes to Proposal
£ Arrange By: Date (Conversations) | = | . B E
[ SentTtems E = Carole Matthews i
@ Deleted tems (1) st Sentt Thu 12/17/2009 450 P 42'! H
_________ . Last wee To Marty Matthews =
Selected 1 4 Persanal Falders [~ Changes to Proposal [ g
electe je g
- [3 Inhox =y .Caro}gbpfdi:;thews """ T;U e ] Message @Social net propasal.DOC (151 KB) |§
kS [ ino subje g
Ea LS Microsoft Mon 12/14 - E.
3 Sent lrems | ,_g Saved search results - 12/14/... Hi Marty, L §
Content of | (5] Deleted Items (1] | Manster Joh Search Agent _Sun 12/13 _I've attached some changes we might want to =l & (8]
selected message | [[g Junk E-mail " consider for the new Proposal. I've done some 2
[ Micrasoft Comm | 4 Last Month ) research in the marketing area that| think will
3 Mews Feed e (4 Last Call: Shap the Verizon ... malke a significant difference in the numbers. = e
> Werizon Wireless 2072004 == T 3
|lj o Verizon Wireles 11/20/2009 - §
[l il i
B Calendar F] O_Idel @ There are no it‘?;::vto show in this - '5 m
,_g Take control of your money ... E! E %
Information l 8=| contacts ZDMet Announcements 7/28/2009
about sender | =5 l_g Micrasaoft Accedes, Bad Prec.., ‘:11
|Q Tashs WindowsTTProll pdate 7/28/2009 @
éﬁ Journal m
o E - 5] =2 - )
Items: § | | o Eg 00% (=—0J (+)
Figure 2-4: The Mail view provides one-click access to the most common operations.
(0]
3. Ifit is not already open, click the Inbox icon in the Navigation pane, and watch the
mail come in. If you have several e-mail accounts, you can select the Inbox icon from
among the several that you have. You may need to scroll through the Folder List and
Be sure to share your e-mail address with the friends first click the account to see the Inbox.
you'd like to hear from. ©
[ Inbox 1)
-
(@)
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(o] | RECEIVE E-MAIL AUTOMATICALLY

-
Send/Receive Groups

ﬁ“ A SendfReceive group contains a collection of Outlook accounts and Not Only can OuﬂOOk PeriOdicaHY CheCk YOUI' e'maﬂ PrOVider for you/ but
falders. ¥ou can specify the kasks that will be performed on the group . . . .

SR G rnga sendirecive. it can also do it automatically. Desktop alerts are subtle, given the way they
Group Mame SendfReceive when qu1etly fade in and out.
All Accounts Online and OFfline T

= 1. Click the File tab, click Options, and click Advanced.
m ([

- 2. Under Send And Receive, click Send/Receive. The Send/Receive Groups dialog box
apy...

appears, as you can see in Figure 2-5.
Remave
3. Under the Setting For Group “All Accounts” section, click Schedule An Automatic

Send/Receive Every, type or click the spinner to enter the number of minutes to

1l

Renarme

< Setting for group "All Accounts” elapse between checking, and click Close.
Include this group in send/receive {F9).
[¥]5chedule an automatic sendfreceive every 30 : minutes. | =
[ Perfarm an automatic sendfreceive when exiting, Read E mal I
When Outlookis Offiine Besides being easy to obtain, e-mail messages are effortless to open and read.
o V] Include this group in sendjreceive (F9). l There are two ways to view the body of the message:
["|5chedule an automatic sendfreceive every 30 = | minutes,
® Double-click the message and read it in the window that opens, as shown in Figure 2-6.
o
—— ——
© Figure 2-5: The Options dialog box is where you can ® Click the message and read it in the Reading pane, scrolling as needed.
customize many Outlook processes. Of course, you can also control which accounts you check, what kinds of e-mail
you let in, and how it is presented to you.
~ Download Sender and Subject Information Only
If you are inundated with e-mail, or if messages contain really large files (like
lots of photos), you might want to choose among your messages for specific
ones to download to Outlook. You can save time downloading e-mail, especially
© with large files—which you may want to download at a later time. This only
works on your POP server e-mail (not on HTTP server e-mail, such as Gmail).
First, you instruct Outlook to download only the headers, and then you mark
the headers for which you want to download the messages.
(o2}
o
-
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Alternatives for Create a Forward this Move this Flag, categorize, or
responding to meeting from message as message to mark this message Find text in
this message this message an attachment  various folders as unread this message
Move this and future = hanges to Proposal - [Message (HTIML) |EM
messages in this
conversation to the Add-Ins I ] ! ) > @
Deleted ltems folder _:EJ | 7_% 23 Moveto: ? B3 e G Mark Unread a’% @& ©
= g—} To Manager = '—-—] 'j g Categarize = l% (] W‘ l ”:ggs’:glael:d
) Mark this ayd future B Junk ~ Delete | Reply Riljlly Farward B,® 2 Team E-mail = r-.-10'\re B~ | ¥ Followlp~ Tlan'slate [ - Zoom
'tems;’gm th.ls se’:'de; Delete Respanc Quick Steps I Maove Tags 3 Ecliting Zoam ||| Select text
and domain as jun or object
From: Carale Sent: Thu 12717/2008 450 P
Message header To Marty
information L]
Subject: Changes to Proposal
to message 1 'l Social net proposal.DOC {151 KB)
&
Hi Marty, o
I've attached some changes we might want to consider for the new Proposal. I've done some research in the
marketing area that | think will make a significant difference in the numbers.
Content of I °
the message Do you have a time to discuss it this week?
Carole
Carole Matthews E »
Figure 2-6: An e-mail message window contains all the information and tools you need to respond.
'_'m, Dy Mark to Download =
E K RECEIVE HEADERS MANUALLY
el Unmark to Dawnlaoad =
D:;‘;TI'E%L' o i MaTkER HEE 1. Click Inbox (or whatever folder you want to download).
— 2. Click the Send/Receive tab, and click Download Headers.
Download Headers
T The headers, assuming you have e-mail waiting to be downloaded, will be

falder. . . . . . .
i downloaded to your selected folder. There will be an identifying icon like
A mail header contains some . o

message fields such as the e-mail thlS: =]

aclelress of the sender. subjed ancd

date,
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i T | MARK HEADERS TO DOWNLOAD, COPY, OR DELETE Mark to Downlaad
 This enihes Polbes ety it seta 1. Double-click a header-only message in the Inbox folder to By copy
S 3 Doyouwantto: open the Remote Item Header dialog box, which allows you Quick Print
i o bt the Remote Item Header dialog box, which all
@ Unmark this header item to unmark the header or mark its message to be downloaded, | R
(7 Mark to download this message copied on the server, or deleted. & FReply Al
(71 Mark to download this message and leave a copy on the server 0
— r_
(30] (7 Mark to delete this message from the server =l Mark as Read
Right-click a header-only message in the folder to open the | e
[ = ] I " ) = Mark as Unread
context menu, which also allows you to mark the header O Coteqorize .
- ? message to be downloaded or deleted, as well as many of the ¥ Follow Up r
moving and categorizing actions on a message’s Home tab. By Find Related N
< .
2. Repeat the process for all headers, and then click Send/ Quick Steps »
Receive to perform the actions selected. By Mareadions L
[ Rules »
RECEIVE HEADERS AUTOMATICALLY =
Send/Receive Settings - All Accounts ﬂ L Move "
0 Accounts _| [7]Inelude the selecked account in this group If you want to download Ol'lly headers ;&: l; I:Lt 4
elete
el OBt from your POP server accounts every L
Select the options you want For the selected accaunt time, you can set up Outlook to do so.
— [¥] 5end mail items
[¥|Receive mail items 1. Click the File tab, click Options, and click Advanced.
©O 2. Under Send And Receive, click Send/Receive. The Send/
Receive Groups dialog box will appear.
@ 3. Make sure All Accounts is selected, and click Edit. All your
Folder Options . .
- e-mail accounts are listed on the left.
Mew mail will be delivered to the folder checked below
N~ 4 S0 Personal Folders ff&zownload headers only 4. Click the desired POP account.
= 1 (MsDownload complete ikem including . i
~ F?..-.l«:iici'lmmumma-- attachments 5. Under Folder Options, click Download Headers Only, as
B Mews Feed - Ef;’e”r'ﬁﬁ:nm"’ e etk s shown in Figure 2-7, click OK, click Close, and click OK once
b Il Storage folders e 2 ke more to return to Outlook.
| (marty) =
0 » Ol Your feeds PROCESS HEADERS
When your headers have been marked, you can download
them.
[k ][ camea | 1. Click the Send/Receive tab.
o . — - — 2. Click Process Marked Headers in the Server group.
Figure 2-7: Outlook can be set up to download only headers for all messages.
« Pracess Marked Headers ~
o
—
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Filter Junk Mail

The domain in a person’s e-mail address is the part of

the address after “@.” In an Internet address (URL, or Outlook can automatically filter out a lot of annoying spam before you ever see
uniform resource locator), the domain is the part after the it, and it can set aside suspicious-looking messages in a Junk E-mail folder. It
“http://www"—for example, “whidbey.net” (a local ISP) or does this in two ways: by analyzing message content based on a protection level
loc.gov” (the Library of Congress Web site). you choose, and by having you identify good and bad senders. o
Outlook also prevents pictures and sounds from being downloaded into
messages that contain HTML formatting. Up to now, savvy spammers have
Gy crs ey B e e e el e g ks e been able to design messages that only download images when you open or
avoid replying to any suspicious message. If you reply preview the message. They plant Web beacons in the messages, which tell their L
and tell them to go away, they learn that they reached a server that they have reached a valid address so that they can send you even
valid address, which they will hit again and again. more junk. Outlook blocks both the external content, as shown in Figure 2-8,
y . .
and the beacon, unless you tell it to unblock it.
Junk € mait Option: SN &S|  CHOOSE A PROTECTION LEVEL o
Optons. | afegenders|.sefe Resienis| ko sepcers | irgamatiope| The amount of junk e-mail you receive suggests the level of protection you
= CQutlook can move messages that appear to be junk e-mail into a special . .
’:3 Junk E-mail Flder. need. By default, Outlook sets the level at Low, but you might decide that
Choose the level of junk e-mail protection you want: another option would work better for you. Table 2-1 shows some considerations
1 Ma Aubomatic Filtering. Mail from blocked senders is still moved to the in ChOOSing a level. (@)
Junk E-mail Folder,
(@ Lowe: Move the most obvious junk e-mail to the Junk E-mail Folder, . .
(") High: Mast junk e-mail is caught, but some regular mail may be caught TO set the prOteCtlon leVel.
as well, Check your Junk E-mail Folder often. [l
(7) Safe Lists Only: Only mai fram people ar domains on your Safe K 1. In the Home tab Delete group, click the Junk down arrow, and click Junk E-mail
Senders List or Safe Recipients List will be delivered to your Inbox, Obtions
Iy del d junk. il i d of ing i h P . -
ML soneeth i caumetalutbesmakihslbodtithen Folkiofhe 2. Beneath Choose The Level Of Junk E-mail Protection You Want, click the desired
o o protection level. See Table 2-1 for explanations.
[V] Disable links and ather Functionalicy in phishing messages. L]
el ADD ADDRESSES TO FILTER LISTS
E'}’f:;gﬁ;;‘;;ﬁﬁ R TS T s The four other tabs in the Junk E-mail Options window provide a means for 0o
[#]when sending e-mail, Postmark the message to help e-mail clients you to SpeCIflcally ldentlfy gOOd and bad e-mallers'
distinguish regular e-mail from junk e-mail
® Safe Senders specifies e-mail senders from whom you always want to receive
messages. This list automatically contains your contacts, so Outlook never identifies
[ o J[ cancel || acoy H their messages as junk, no matter how silly their jokes are. If you subscribe to a ©

b - —— —

newsgroup or some other mass mailing, you might need to specifically add it to the list.

Figure 2-8: Blocking image and sound files protects
your computer, but you can easily unblock a message by
clicking in its top banner.

0]}
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OPTION RESULT PROS CONS
No Automatic Filtering Only mail from blocked senders goes to | You have total control. Your Inbox could be stuffed; you
the Junk E-mail folder. or others might see unsolicited
pornography.
Low (default) Outlook scans messages for offensive The worst of the junk gets Some canny spammers will still find
. language and indications of unsolicited caught. ways around the protections.
commercial mailings.
High Pretty much all the junk e-mail gets Considerably fewer rude Some regular mail will inadvertently
caught. shocks in the Inbox. get sent to the Junk E-mail folder.
Safe Lists Only Only mail from Safe Senders and Safe Complete protection. Lots of friendly mail will be junked.
< Recipients lists goes to the Inbox.
Permanently Delete Suspected | Filtered junk mail never gets onto your You never have to inspect the | Unless you chose the No Automatic
Junk E-Mail Instead Of Moving | computer. Junk E-Malil folder. Filtering option, you are sure to lose
It To The Junk E-Mail Folder some friendly mail.
Disable Links And Other Phishing mail is less dangerous. You don’t have to worry as None.
w Functionality much about phishing mail.
Warn Me About Suspicious Warning message is produced with Added level of protection. May get an occasional unwanted
Domain Names suspicious names. warning.
When Sending E-Mail, Sent messages are not held up. Your messages get to the None.
© Postmark The Message addressee.
Table 2-1: Junk E-mail Protection Levels
® Safe Recipients ensures that mailing lists you subscribe to treat you as a safe sender
when you contribute messages to the list.
N

® Blocked Senders sends messages from specified senders straight to the Junk E-mail
folder. It's especially useful to add obnoxious domains to this list so that no address
from that source makes it to your Inbox (see Figure 2-9).

® |nternational allows you to block international e-mails by foreign domain codes or by

o0 language.

UPDATE LISTS QUICKLY

1. Sender and recipient addresses can be added quickly to the Safe Senders, Blocked
Senders, and Safe Recipients lists from an Outlook folder. Right-click a message
o whose sender you want to put on a list.

2. Point at Junk, and click the appropriate option.

10
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[ = || UNBLOCK PICTURE DOWNLOADS

Junk E-mail Options -

e e ] ot sendiers e By default, picture downloads are blocked to speed up the downloading of
5 E-mail from addresses or domain names on vour Blocked Senders List wil e-mail. To Change that for SPeC1f1C items: [x] Right-click here ta
always be treated as junk e-mail. download pictures,
. . . To help protect your
® For a single opened message, click Click Here To Download privacy, Outlnak
. . . . . ted aub i
Pictures in the information bar at the top of the message, or right- Rl
. R . icture from th
L| el click an individual picture. pletre o he w
[ A i =5
it atid == sEdEuEIl ) ® For all mail from the source of the open message, right-click a blocked item, point
Enter an e-mail address or Inkernet domain name to be added at Junk, and click Never Block Sender’s Domain (@example.com).
to the list.

® For all HTML mail (not recommended), click File, click Options, click Trust Center,
and clear the Don’t Download Pictures Automatically In HTML E-Mail Messages H
Examples: someone@exarmple.com, @example.com, or Or RSS Items check box. Click OK.

example. com

spam@someplace. com|

[ K ][ Cancel ]

* f Handle E-mail Messages
o

E-mail has a way of building up fast. Outlook lets you sort your messages just

about any way you want. You will learn all about managing folders in Chapter 8.
For now, we'll consider ways to sort and mark messages so that they don't get

e [ lost in the crowd. o

Figure 2-9: It is worth entering the addresses of senders Mark Messages as Read or U n read

you want to block if you think you’ll otherwise see more . " . . .
of their mail. A message is marked as “read” after you have selected it so that its contents

display in the Reading pane for a designated time (see “Change the Time for ~
Being Read”). The header in the Folder List changes from boldface to plain

type. A message can get lost in the pile if it’s accidentally selected and you don't

notice or forget about it. You can easily mark it as unread again by right-clicking

[(Reaiog Pare ) the message and clicking Mark As Unread. ®
Reading Pane aptions
[CMark rers 53 read wher.l vliet:\..led in th.e Re.ading Panel Change the Ti me for Being Read
M:rk.t.jn - readwhense;c:.;n ch;g.;T o To change the time that a message must be selected before it is marked as read:
Bl rils s 1. Click the File tab, click Options, and click Advanced. ©
ok J[ concad ] 2. In the Outlook Panes area at the top, click the Reading Pane button. The Reading

Pane dialog box will appear.

0]}
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3. Click one of these options:
You can scroll through a selected message by pressing

SPACEBAR. To disable this feature, click the View tab, and
click Reading Pane in the Layout group. Click Options,

® Mark Items As Read When Viewed In The Reading Pane allows you to set the
number of seconds that a message must be selected before being marked as read.

and in the Reading Pane dialog box, clear the Single ® Mark Item As Read When Selection Changes marks the message as read as
Key Reading Using Space Bar check box. soon as the pointer selects another message in the Folder pane. This is the default
™ setting.

® Click OK to close the dialog box.

Flag Your Messages for Follow-up

< — . You can place colored flags beside messages you want to do something with
|| Hours left! Free Christmas cde... . .
= S et later. The flag will appear in the flag column of the Folder pane.
] David Harris Blog--Iran: The ... [ %
- {T,;,,f:,_:',.s oo ; MEH i FR ® Click the flag outline in the flag column of the message header ¥ Followlp | | 7 Filt
Clickto flag as a to-do in the folder pane to add the default red flag for a task that is due ¥ Todas
t i o
Te] 'Riegmht_c“ckfo, all options today. This is a toggle between the Follow-Up red flag and the V Tﬂf““"”"""
Complete checkmark. ¥ | ek
N Mext Weel
—Or— ¥ NoDate
® Select the message you want to flag, in the Home tab Tag group, = ¥ Sustam..
You can also insert a Today red flag beside a selected . gey 9 . g group | i
[le) ) click the Follow Up down arrow to open its context menu, and | -Add Reminder..
message by pressing INSERT on the keyboard. (Press lick the t ffl o] ‘ | Nkt Corptete
click the type of flag you want to insert. RGO
again to toggle between the Follow-Up red flag and a yp gy ear Flag
Complete check mark.) —Or— Set Quick Click.
® Right-click the flag column of the selected message, and on the
N~ context menu, click the type of flag you want to insert.
“F l::] t FINE-TUNE YOUR FLAGS
= - ) . . .
Anange| conversations e.:- You can fine-tune the follow-up actions of the flags and specify that a reminder
salivae | i s ) . .
4 [ pite iconversationst| = be made so that an e-mail message can be responded to in a timely manner.
I = |
(e} r: - ' . .
U V) e et & From 1. In the Folder pane, right-click the flag column, and click Custom.
messages, click the View tab, a -
To

click Arrange By (or click the —Or-

More button in an enlarged For a message open in the Reading pane, click Follow Up in the Tags group of the
window), and click Flag: Start ¥ Frag start Date [ Home tab, and click Custom.
Date or Flag: Due Date. Y Flag: Due Date —Or—

|
BE Categories

10
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[ Custom ﬁ ]

Flagging creates a ko-do item that reminds vou to Follow up, After you
Follow up, vou can mark the to-da item complete.

Y Flag to: '_-Do-nat Forward |Z|
Start date: | Tuesday, December 22, 2009 E[
Dus dte; | Tuesday, December 22, 2009 [=]

[ Reminder:
[Tuesday, December 22, 2008 [#:00 P [
[ ok ] [ Cancel ]

To remove a flag, or to indicate that the e-mail no longer
needs to be handled, right-click the flag and click either
Clear Flag or Mark Complete.

s —
4 1 Reminder LEI'_w

-] Merry Christmas!

Follow up: Thursday, December 24, 2009 5:00 PM

Subject Due in
= ey Chiristmas!

(o] (omee)
Click Snooze to be reminded again in:

Figure 2-10: You can set a flag to display a reminder with a
sound that alerts you that an important e-mail has not been
handled.

For a message open in a message window, click | Monday, December 23, 2009 [~]

Follow Up in the Tags group of the Message tab, | Monday, Decer
and click Custom.

2. In the Custom dialog box, click the Flag To down
arrow, and click an action.

3. Click the Start Date down arrow, and click a date
to indicate when the message is to be flagged.

4 Drecember 2009 3
SuMo TuWe Th Fr 5a
1 2 3 1 5

{HENE G R S 1 R b i

1314350818 1518
20 21 22[23]24 25 26

27 ZSL\%.Q 3031

Today Maone

4. Click the Due Date down arrow, and click a date

that indicates when the response to the e-mail is to be completed.

5. Click Reminder to place a check mark in the check box and to display the date when
the reminder is to begin. Click the date down arrow, and click a date. Click the time

down arrow, and click a time for the reminders to begin.

6. Click the Sound icon to remove the default setting in which a sound file is played

I=

Arrange

when the reminder displays on the screen.

7. Click OK.

8. At the designated time, a reminder will be displayed, as shown
in Figure 2-10. To repeat the reminder, click the snooze down

arrow, click an interval until the next sound, and then click
Snooze.

Arrange Messages in a Folder

Outlook contains 13 types of Inbox arrangements. You can
have Outlook organize messages by the date they were sent,
which Outlook uses by default; alphabetically by who sent
them or by first word in the subject line; or by clustering
those with attachments, colored flags you give them, or
categories you created for your own use. Outlook can even
group conversations, e-mail exchanges in which senders
clicked Reply, thus preserving the subject line. To arrange
messages:

e N
T gy

Conversations
- L]

"% Eram

23 To

[T

HE Categaries

Y Flag: Start Date
Y Flag: Due Date

[H size

% Subject

[z==H

i Type

@ Attachments
@ Account

? Importance

|V | Shaw in Groups

(i View Settings..

1. Click Inbox or another specific mail folder in the navigation bar on the left side.

2. Click the View tab, in the Arrangement group, click Arrange By (or click the More
button in an expanded window), and click one of the arrangements listed.
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The expand and contract symbols to the left of an item
indicate that you can expand or contract a list by clicking
the symbol. The symbols can be used for a group of
folders in the Folder List of the Navigation pane or to
group messages by day (such

as messages for Tuesday) in Favorites £
the Folder pane. =il
=] sentItems
=>%Favo|'ites < @ Deleted tems (1)
L+ Personal Folders [+ Parsanal Faldears

The first time you use a category, you are asked if you
want to rename. If you do, type a name and click Yes.
Otherwise, click No.

Copy

Dk Print
Eeply
Feply All
Farward

Marl as Unreac

b=
="
=
=3
a
(TR % ¥
H5  Categorize
allawe |
¥ Followlp 4 IO Blue Categary
| By Eind Related (& e
;? Quiick 5teps " [O orange category
'r\;‘ Mare Adtions * [ Purple Category
Lg Rules 4 |:| Red Category
A Move »
= [] vellaw Categary
[ Ionore
;; ;L \ |;:i All Categories..,
un 3
g Sat Quick Click..,
¥ Delete

Figure 2-11: The Categorize menu shows
colors, which you can define as categories
according to your needs.

ADD COLORED CATEGORIES

Assigning categories to mail is one way of separating your messages by a
colored code that you determine. You might categorize by project, priority,
sender, etc. You determine what a color will mean when it is assigned to a
message. Once your e-mail contains categories, it can be sorted and arranged
so that you can find or track it more efficiently. The colors make the categories
highly visible in lists. Mail is only one kind of item that you can categorize. You
can assign categories to whatever you create in Outlook—tasks, appointments,
contacts, notes, journal entries, and documents. You can also create new
categories in the list.

1. Right-click a message header in the Folder pane, and click Categorize. The
Categorize menu opens, as shown in Figure 2-11. (You can also click Categorize in
the Tag group of the Home tab.) 85 categorize -

2. Do one of the following:

Marne

® Click a color category for the item. [ Blue Category

® Click All Categories to assign more than one category to a
message (or to edit a category—see “Edit a Category” below).
Click a color to select it (place a check mark in the check box),
and then click OK.

[] ] Red Category
[C][] vellow Category

3. View items sorted into categories by clicking the View tab, selecting Arrange By
(or the More button), and clicking Categories.

EDIT A CATEGORY
You can edit a category to change its name, color, or assigned shortcut.
1. Right-click a message to be categorized, click Categorize from the context menu, and
click All Categories.
2. Select from among these options:

® To create a new category, click New. In the Add New Category dialog box, type a
name; click the Color down arrow, and click a color; click the Shortcut key down
arrow, and click a shortcut key if you want one. Click OK.

® To rename a category, click a category, click Rename, and type the new name in
the category name text box. @[] /

® To delete a category, click the category and click Delete.
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® To change the color, click the Color down arrow, and click

You can reverse the sort order of categories by clicking
T a replacement color.
the sort bar at the top of the sorted item in the Folder Iohe
pane. For example, f at first your sorted categories are ® To asglgn a shortcut key, cllck.the.Shortcut Key down arrow, EECCOE
at the bottom of the list, click the sort bar to place sorted and click a shortcut key combination. OO8®=E
categories at the top. 3. Click OK to close the Color Categories dialog box. E:EE:
Arrange By: Categoaries |z an tap e e ..... 00
Al \ ¥ ated 5 | & : % i
. Make Up Your Own Rules
4 Red Category
(=4 Carale Matthews s gy When it comes to sorting e-mail, you can make up the rules as you go along,
Meeting at 5:30pm : . . . .
) and Outlook will follow them. Or you can pick from a list of predefined rules
for common situations, like having Outlook send a message to your cell phone e
if you win an eBay auction or flagging all messages from your son at college for
follow-up. (This only works for POP3 server accounts.)
[ Rules Wizard e3w/| 1. with Mail selected, click the File tab, and in the o
Rules and Alerts it Fromn & Peimplate B From o Blarik il default Info view, click Manage Rules & Alerts. The
E—— Step 1: Select a kemplate i i
et [ e Rules And Alerts dlallog box appears, as shown in
w ; G the background of Figure 2-12.
ﬁMewRule... Change Rule » 23 Copy... X Delel L4 mmages ri: sonw?ne::d:_ RET———
~ - E ] messages WICh specinic v n SuUDject Lo a ralaer . . |
[Rule (sppled in the order shown) BB e e it b s b 5 el 2. Click New Rule (shown in the upper-left area of
] Qear categories on mail {recommended) W Flag messages From someane for follow-up Figure 2-12) to open the Rules Wizard, and click o
L3 Move RSS items from a specific RSS Feed to a folder . . . .
Stay Up to Date one of the options in the list under step 1 in one the
4 Display mail from someone in the Mew Item Alert Window following categories. In step 2, if desired, click the
) Play a sound when I get messages from someone . . . .
E Send an alert ko my mobile device when I get messages from someons: optlon link and Complete the dlalog box:
Start from a blank rule ® St o ized let dfl
Rule description {click an underlined value to edit): —1 Apply rule on messages I receive ay rgar"llze e S you move an ag ~
Apply this rule sfter the message arrives < Apply e o i s<es T Serd messages in a variety of ways.
assigned to any category .
clear message’s categories @ Stay Up To Date alerts you when new mail
arrives by displaying it in a special window,
Step 2: Cdit the rule description {click an underdined value) . . . .
g — playing a sound, or alerting your mobile device.
; fromipeopie or public group; . (00]
[~ Enable rules on all messages downloaded from RSS Fell moveithnll'egje.ciﬂfolder ® Start From A Blank Rule lets you build a
el SLop petessing morg e completely custom rule for receiving or sending
Example: Move mail from my manager to my High Importance folder messages.
3. Click Next. Click all conditions under which you
cgack | mext= | [ Fmsh | want the rule applied in step 1, clicking any ©
underlined value in step 2 and changing it as
Figure 2-12: The Rules And Alerts dialog box’s New Rule button opens the Rules Wizard, which needed. The information is added to the scenario.
is where you establish rules for handling e-mail, including alerts for the arrival of e-mail. Click Next.
—
o
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4. Step through the wizard, selecting circumstances and actions, changing values as

MANIPULATING THE RULES needed in step 2, and clicking Next.
To get to Rules And Alerts, in the Home tab Move group, 5. Type a name for the rule where requested, click an option specifying when the rule
click the Rules button and then click Manage Rules & goes into effect, click Finish, and click OK.

Alerts. The Rules And Alerts dialog box appears and
lists the current rules under the

Delete Messages

(23 Mover  [-§Unread/Read | Find a Contact =
names you gave them. [ Rules v 88 Categorize | @ Address Book Outlook creates two stages for deleting messages by providing
LEARN THE RULES Always Move Messages Fron: Carol=fahaws | 3 Delete folder, which holds all the items you deleted from other
Select a rule in the list, and | Sreai e

— folders. In the first stage, you remove deleted items to a separate folder,
review it in the description pane i s it

and in the second you remove the messages from your computer.
below it.

DELETE MESSAGES FROM THE INBOX
CHANGE THE RULES

1. Click a rule in the list, click Change Rule, and Delete messages by opening a folder in the Navigation pane and x
click an action from the drop-down list. performing one of the following actions: Beicts
—Or- ® Delete one message by clicking a message in the Folders pane and in the Home tab
Double-click the rule to open the Rules Delete group, clicking Delete.
Wizard. EChange.Rule (2 Copy... )( Qelete Y Ru —Or—
. Edit FYL%e Settings... . L . L.
2. If you opened the wizard, change & i Right-clicking a message in the Folders pane and clicking Delete.
. meEname nle

e cont.ents-a? needed, ?"Ck Display in the New Item Alert windaw ® Delete a block of messages by clicking the first message, holding
e el AL se @l 21 Play a Soundl... down SHIFT, clicking the last message (all of the messages in

3. If you selected an option under Move to Falder... between are selected as well), and in the Home tab Delete group,
Change Rules with an icon beside Capy to Falder. clicking Delete.

it, add any requested information
or fill in any new underlined
variable in the description, and
click OK until the window is
closed.

ek s High Priorty ® Delete multiple noncontiguous messages by pressing CTRL

while clicking the messages you want to remove and then in the
Delete:Message Home tab Delete group, clicking Delete.
EMPTY THE DELETED ITEMS FOLDER
1. Click the Deleted Items folder. (3] Deleted Items (1)

Mark as Low Prianty

X & = Ir.lﬂ;ﬁé‘»&

MAKE A SIMILAR RULE

1. Click a rule in the list, click Copy, accept the 2. Choose one:

default folder or type a folder name to copy the ® Right-click the Deleted Items folder, and click Empty “Deleted Items” Folder.
rule to, and click OK. —Or-
Sl Continued. . . ® Press CTRL+A to select all items in the folder, click Delete, and click Yes.

—Or—

® Select files to be permanently deleted as you did earlier, click Delete, and click Yes.
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MANIPULATING THE RULES (Continued)
2. Double-click the copy.

3. Step through the wizard, changing settings as
necessary and clicking Next as you go.

4. Give the rule a new name, and click Finish.
CANCEL A RULE
1. Select a rule in the list, and click Delete.
2. Click Yes.
REARRANGE THE RULES
You might want rules to be applied in a certain order.
1. Select a rule in the list that you want to move.

2. Click the Move Up or Move Down arrow ]
until the rule resides where you want it in h?
Mave Up

the sequence. I

BASE A RULE ON A MESSAGE ' Create Rule

Manage Attachments

Messages that contain files, such as pictures and documents, display a paper
clip icon in the second message line within the Folder pane to show that there’s
more to see. Attachments are listed in the message itself in the Reading pane,

as shown in Figure 2-13. Since computer vandals like to broadcast debilitating
viruses by way of attachments, you should be sure that you are dealing with a
trusted source before you open any attachments. Also, it’s important to have an
up-to-date antivirus program running on your system, as well as any protection
provided by your ISP. Make sure you have it, and keep your virus definitions
up-to-date. If you are running Windows Vista or Windows 7, several Internet
and e-mail protections are built into it.

When a message comes in with an attachment, you can preview the 0

1:04 P
attachment, open it, or save it first. I

Meeting at 5:30pm [

E0)

1. In the Mail Folder pane,
right-click the message, click
Rules, and click Create Rule.

[V From Carole Matthews

[¥] subject conkains :Meeting
[Tsentto  me urﬁy

2. Check the desired options in

the Create Rule dialog box.

Do the following

[ Display in the Mew Ttem Alert window

3. To use the more detailed
specifications in the Rules
Wizard, click Advanced |

[V Move the item to Folder:  Carole

‘When I gat e-mail with &l of the selected conditions

[ Play a selected sound: Winaﬁws Nntif.y.wa\r E]

Carole Matthews com]
Sat 12/26/2009 1:03 P
To Marty Matthews
[ Message (E]Sales Projections.pptx (531 KBI.
EZ' Preview
h -
[ Qpen
Quick Print

We have the sz :

sresent. Can you meet at
Save As
5:30 today to di . 7

Options, step through the

. aye Attac
Select Folder... I've attached th Remoye Attachment . ue a head's up.
Carole E3  Caopy Attachments
[ O ] [ Cancel [ Advanced Options... | . =_I.} Select Al =

wizard (with information from

the dialog box supplying some of the underlined
values), click Next as needed, and then click
Finish.

4. If using the Create Rule dialog box, click OK.

Figure 2-13: A single message can contain one or many
attachments, consisting of all kinds of files, which may be
previewed before opening.
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{ OPEN ATTACHMENTS
Remember to review the contents of the Sent folder on

) , The attachment can only be opened or viewed in the Reading pane.
a regular basis and delete what you can, as it can get huge.

® Double-click the attachment.

o —Or—
1/
. ) ﬁm ® Right-click the attachment and click either Preview or Open.
ARCHIVING MESSAGES  “U>A"® S8/ S \VE ATTACHMENTS

Ao v hi =k .
Archiving is for people who have :”” A:t:n;c e — = If you have My Computer or Windows Explorer open
a hard time throwing things away. . A

. . During Autadrchive: to the folder where you want to save the attachment,
< Outlook is set up on a schedule, which [¥] Delete expired items (e-mail folders only) d h h h Oth .
e s i e Al N han A e you can drag the attachment there. Otherwise:
- . - | Show archive Folder in Folder l . . . .
clicking Options, clicking Advanced, zF::Tt:T d:es:tti:;s':of'a:h;:;g 1. Right-click the attachment icon, and click Save As.
A under.AutoArtfhlve, ElE iy Clean out tems older than |6 | 2. Use the Save Attachment dialog box to navigate to the
- AutoArchive Settings. @ Mave old items to; desired folder.
: : OtiUsersiMarty DocumentsiOutlaak Fil. Ei -
The AutoArchive dialog box that S : 3. Type a name in the File Name text box, and click Save.
appears allows you to turn on (") Permanently delete old items
AutoArchive, set the time interval [ ey these settings to l fokdrs ow | OPEN SAVED ATTACHMENTS
f : i To specify different archive settings f Folder, right-click . .
between archive functions, determine S e ki e s PRt et 1. Navigate to the folder where you saved the file.

© when to delete old messages, specify Autodrchive tab, ) )
the path to the archived file, and Lo ][ o | 2. Double-click the file.
other settings. Click OK when you are ’
finished. H

Print Messages
If you selected Apply These Settings To All Folders . . . . .

N~ NZw a dialog bosZ:pears asking f:you are ready to Occasionally, you might receive something that you want to print and pass
archi;/e Flee youlcanclick \'(es ndlbe assuredlofinding around or save as a hard copy. Outlook lets you print in a hurry with the default
the messages later. They are saved in a file structure that print settings, or you can control certain parts of the process.
mirrors your Personal folders yet compresses the files PRINT QUICKLY

0 and cleans up the Inbox. . . . . .

Right-click the message or an attachment, and click Quick Print. The message
To open archived files, click Expand - beside Archive b inted default print
Folders in the Navigation pane, and click a folder. Wil be printed on your detault printer.
CHOOSE PRINT SETTINGS
o 1. Select or open the message.
2. Click the File tab, and click Print. The Print window appears with a preview of what
you will print and settings you can configure, as shown in Figure 2-14.
o
A el
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. rg! J ) | Inbaox - Persanal Tolders - Microsoft Outlock | = | =] ﬁ
If you preview an attachment, it will open in the Reading W\ I e - @
pane, where you can scroll through the document. To return B s ]
ave As
to the message body, click the Message icon next to the Print Settings
g Y, g _@.‘; Save Attachments Lﬂl -
attachment at the top of the message (see Figure 2-13). =t Specify how you want the item to
nfo Pii be printed and then click Print.
(1118
Opan 2 i 3 00
P Printer 3 Bl
o ?
Print 4 & HP Photasmart 2600 series on ASLIS o
) ) . ~a, Ready
To select multiple attachments in an e-mail at one Help B
. . . ) Prnt Oplions
time to copy or save them, for instance, right-click one B oo
ptinns intWi
attachment and click Select All. Then right-click one of T it Wt NN
the selected attachments, and choose the activity. Tahle Stle
|
‘ Iema Style
DMrint ﬂ U'l
Prinkrr
Mame: WASUSIHP Photosmart 2500 series Iz‘ Propesties |
Skatus:
Type: HP Photosmart 2600 series -
Where: [ Print to file e |
Comment: #1 jofl & = = )|
4 il » | m
Prink style Copies

Table Style i Page Setup... I Murnber of pages:

Mumbser of copiss: | 1 =
L Skylo: i
il Define Stykes,, | | ) Colate coies
CRGHLH ~

Figure 2-14: You can customize how a message is printed.

P raige

oAl . . .

& Pages: 3. Open the Printer drop-down list, and choose the printer you want to use.

bt e e o 4. Click Print Options to open the Print dialog box.

example, type 1, 3 or 5-12.

e 5. Click Properties, select the layout or quality, and click OK. fo )
B e e e iR R 6. Click Page Setup to open the Page Setup dialog box. Review the Format, Paper, and

Header/Footer tabs for settings you may want to make, and click OK.

St izasl ncoses 7. Click Print to begin printing.

0]}
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Create a Message N
Address a Message

Use a Contact Group

Add Carbon and Blind Copies
Edit a Message

Chapter 3

Use Stationery

Including Hyperlinks c reati n g a n d =
Attach Files Sending E-mail

Sign Messages

Using Signatures o1
Use Digital Signatures As the saying goes, you have to send mail to get mail. The

Check Spelling beauty of Outlook e-malil is that the messages are so easy

Reply to Messages to send and respond to that you can essentially carry on o
Forward Messages conversations. Outlook also makes it just as easy to send
Set Message Priority a message to one person or to 50, bedeck messages
Request Receipts with fancy backgrounds known as stationery, insert links

N
Sending Messages to Internet sites, include pictures—even add a distinctive
Delay Delivery with a Rule signature. In this chapter you will learn how to create and
enhance messages, as well as how to send copies, respond o
to others, and control how and when e-mail is sent.
((o)

0] 8
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N Write Messages

Creating an e-mail message can be as simple as dispatching a note or as elaborate
as designing a marketing poster. It's wise to get used to creating simple messages
before making an art project of one. Without your having to impose any
guidelines, however, Outlook is set to create an attractive basic e-mail message.

Create a Message

One click starts a message, and the only field you have to complete is the

_ address of the recipient. Normally, at least three fields are filled in before you
The Outlook 2010 new Message window has many of the send the message:
features of the Microsoft Word 2010 window and provides

many of the tools available in Word. ® Recipient One or more e-mail addresses or names in your Address Book

® Subject Words indicating the contents of the message (used by the Find tool in

a search)
® NMessage body Whatever you want to say to the recipient
To start a message:
© With Outlook open and Mail selected in the Navigation pane, click the jj
To gain more working space, you can minimize the size New E-mail button in the Home tab, New group. The new Message =
of the ribbon. To do this, click the Minimize Ribbon window opens, as shown in Figure 3-1. ikl
button on the right next to the Help icon, or double-click
N the active tab name. Either click Minimize Ribbon or
double-click the active tab again to restore the size of the Address a Message
ribbon. You can also press CTRL+F1 to toggle the size of Outlook is the lazy person’s dream for addressing messages. Of course, the
the ribbon. address itself is simple: username@domain.extension (such as “mary@someisp
- > @ ) .com”). Once you have entered names in the Contacts workspace, however, you
can address your messages with almost no typing. (See Chapter 4 for a complete
explanation of how to add contacts to the Address Book.) In this chapter we
will focus on what happens to the e-mail itself. The following alternatives come
. into play as soon as you create a new message by clicking New E-mail on the
ribbon.
o
-
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Click for names Basic Text group
of contacts to contains formatting tools Displays default Minimize
be recipients for the message body message formatting the ribbon N

o &« & |= Untitled - Message (HTML) == #
[Message Insert Optigns Faormat Test Review & 0
. .. . i@ e il i fe - [ ¥ Follow Up =
Ribbon containing | g i 2 AT = aE ) :ggﬁ %@l Q | 0 | % : :
i = 53 A — ¥ High Importance
commands fof' creatmq Paste B I U aby A = Address Check Attach Attach Signature Zoom
and sending e-mail | - & = Boak Mames | File Iem=  ~ § Low Importance
Cliphoard Basic Text Mames Include Tads | Zoom
Click to send | ‘ Elame
the e-mail | =
=1 | [é . I | -
Click for names | A =
of contacts to s Bntly | |
receive copies I Subject: |
. i i)
Type subject I/ 7
of message (@) ]
Type ge here | ° [o))
-
A ~l

Figure 3-1: The window for creating a message contains important differences from the one in which you

read them.
TYPE THE ADDRESS fo)
This is the most basic addressing technique. As soon as you click New E-mail,
the cursor blinks in the To field on the message.
Ton. [|

©

® For a single recipient, type the address.

® For multiple recipients, type each address, separating them with semicolons (;) and

a space.

—h
o
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Select Names: Contacts

S

Search: @ Mame only

() More columns

Address Book

& Debroah Millner
& Fong-Lee Smithson
% Jackson Johnson

4 Juan and Song Cruz
& Lilly Erown

8 Linda Alexson

& Marlene Evans

Debroah Millner {debm@anisp, com)
Fong-Lee Smithson (flsmith@anisp, com]) Flsmith@anisp, cam

Jackson Johnson {jack@ouco,com)
Juan and Song Cruz (jscruz@someisp. ..
Lilly Broven {lillyb@myisp, com}

Linda Alexson {linda@fineca.com)
Marlene Evans {meyans@anisp, com)

Chirs| G0 Contacts - - Advanced Find

| Marne Display Mame E-mail Address |
% Catherine Schwarezkov Catherine Schwarezkoy (csch@somed. .. csch@someisp. com a
L. ‘is Adams. [chrisadan J

debm@anisp.com

jack@ouca.com
Jacruzi@sorneisp, com
lillyb@myisp.com
linda@fineca.com
mevans@anisp.com

SELECT FROM THE ADDRESS BOOK

1. Click To. The Select Names dialog box displays your Address
Book, shown in Figure 3-2.

2. Scroll through the list, and double-click the name you want.

3. For multiple names, if a comma or semicolon wasn’t
automatically added after a name you selected or entered, type
one of those characters between names or e-mail addresses.

4. Repeat steps 2 and 3 as needed until all desired names are
listed in the To text box. An alternate way is to hold down CTRL
while you scroll manually and click all desired names. Then

< S Marty Matthews Marky Matthews (markym@yisp.com)  markyri@myisp,com .
8 Mary Adams Mary Adams {madams@finco,com) madams@Finco,com r: click To.
< THE | 3
— = : 5. Click OK.
Chr!s Ad‘_al_'ns ;chr!sad_ams@gnlsg.co_m ;
T COMPLETE ADDRESSES AUTOMATICALLY
To) | Outlook runs AutoComplete by default. As soon as you
[ oo J[ cancel | type the first letter of an address, Outlook begins searching
; “  for matches among names and addresses you've typed in
Figure 3-2: Your Outlook Address Book can become a valuable repository. the past
((e] 1. Begin typing a name or address in the To field in the Message window. The closest
names to what you have typed will be displayed in the Name list.
2. If the name you want appears in the list, click it, or press DOWN ARROW (if necessary)
until the name is highlighted, and then click it or press ENTER to accept the address.
N~ \ The name displays, a semicolon follows it, and the cursor blinks where the next name
‘ will appear.
You can turn off AutoComplete if you wish: Click the File
tab, click Options, and click Mail in the left pane. Under AL lc_ _
Send Messages, clear the Use Auto-Complete List To Euull [ETCETR o ey e X
0 Suggest Names When Typing In The To, Cc, And Bcc Sibiech [ Catherine Wehwarezkov (csch@someisp. comm)

. . = Chris Adars {chrisadams@anisp, com)
Lines check box. Click OK to close.

3. If you wish to add another recipient, begin typing another name, and repeat the
process as needed.

Use Auto-Complete List to suggest names
when typing in the To, ¢, and Bee lines

o)) 4. Press TAB to go to the next desired field.

10
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Use a Contact Group

You can group your contacts into contact groups or distribution lists (see Chapter 4),
giving you an even quicker way to add multiple addresses to messages. Use any
of the preceding procedures to enter individuals in the Address Book, and enter

or select the name of the contact group as it appears in the Address Book. After
selecting the contact list, its name will have a plus sign next to it, which you can
click to expand the contact list name and see the individuals in the list (you will be

warned that once expanded, you can’t contract it). When you

Mo | Fineco; |
send it, the message will go to everyone on the list.
I
Add Carbon and Blind Copies
You may never have seen a real carbon copy, but Outlook keeps the concept
alive by way of this feature located just below the To field in the new Message o
bugg;’;;'zsifgy it window. Persons who receive a message with their e-mail address in the Cc
(carbon copy) line understand that
L Christmas party! - Message (HTML) [=[=es]] they are not the primary recipients—
Message Infert Options Farmat Text Review & 9 they gOt the message as an FYI (for o))
] @ (B [ &  GiUsevoting buttons - (=3 &aoeay Detivery your information), and all other
< ' L . i D Request a Delivery Receipt J &Direct Replies Ta .. t th tth t t
The'mes [@]- LF;?;J,ev Permlvssr:m [C] Request a Read Receipt itae;,i §I_-§n't reC1p1en § can see a ey gO ! (See
Themes Show Fields| Permission Tracking 5 Mare Optians (Y Figure 3-3) A Bee (bhnd Carbon COpy)

o hides addresses entered in that line ~

Use for r of | B | p— T | from anyone else who receives the
main addressees | send : '
/. T, iCatherine Schwarezkov (cschi@someisp.com); Debroah Millner {debm@anisp.com’; | message_
Use for secondary 1 B | Marlene Evans (mevans@anisp.com); Mally Davidbloom (molly@ourisp.com); |
addressees (FYl) / £l | Marlene Evans (mevans@anisp.com); Mally Davidbloom (molly@ourisp. comi;
. L1 Subject: |Christmas party! | INCLUDE OR REMOVE Bcc ON
Use for hidden I/ _ = NEW MESSAGES
addressees . x| @
Hi Al x 1. In the Message window, click the

Options tab.

It's party time! On Wednesday December 239 we will have our annual Christmas party
| starting at 3 PM. Bring any gifts you want to share, and prepare to enjoy yourself! - 2 In the Show Fields group click Bee to
L Ll ’

-~

Catherine Schwarezkov LR |5 )
 SIF SIE SIE S

Figure 3-3: The way a message is delivered suggests different roles for the various
recipients.

toggle the Bcc field on and off. 2B

0]}
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TO

Insert new text in message body

ADDRESS THE COPIES

Type addresses in the Cc and Bec fields completely or with the aid of

AutoComplete. You can also use the Address Book: click Cc or Bec in the

Message window, begin typing a name to scroll through the names, and double-

click the name(s) in the Address Book you want to be copied.

Edit a Message

E-mail can be created in any of three formats and has the additional option

of using the powerful formatting capability of Microsoft Word for composing

messages. Outlook handles all three formats quite easily, but sometimes you

need to consider your recipients’ computer resources and Internet connections.

® HTML (HyperText Markup Language), the default format, lets you freely use design
elements, such as colors, pictures, links, animations, sound, and movies (though
good taste and the need to control the size of the message file might suggest a little

discretion!).

DO THIS

Click where new text belongs, and type new text.

Indent the start of a paragraph

Click before the first letter of the paragraph, and press TAB.

Replace a Word Double-click the word. Type new text.
Line Click to the left of the line.
Paragraph Double-clicking to the left selects a
paragraph. Triple-clicking to the left
selects all the text in the message.
Move a Word Double-click the word. Drag to a new
Line Click to the left of the line. feeition [r fe
message.
Paragraph Double-click to the left of the paragraph.
Delete a Word Double-click the word. Press DELETE.
Line Click to the left of the line.
Paragraph Double-click to left of the paragraph.

Table 3-1: Standard Editing Operations
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® Plain Text format lies at the other extreme,
eliminating embellishments so that any
computer can manage the message.

® Rich Text Format (RTF) takes the middle
ground, providing font choices—including
color, boldface, italics, and underlining—
basic paragraph layouts, and bullets.

With Outlook, you can edit messages

you create as well as those you receive.

Regardless which of the three formats you

choose, some editing processes are always

available, as shown in Table 3-1.

Using HTML or Rich Text Format provides

a wide range of options for enhancing

the appearance of a message. See the
“Formatting Messages” QuickSteps for a
rundown of additional formatting selections.




Finally, you can also create the message in another program and copy and paste
it into a message body. HTML will preserve the formatting exactly, and Rich Text N
Format will come close.

SELECT A MESSAGE FORMAT

The type of message format being used is displayed in the title bar of the new
Message window. You can either set a format for an individual message, or you

can set a default for all message formats. Christmas party! - Message (HTML]

To set a default format for all e-mail:

1. In either the Outlook window or in a Message window, click the File tab, click Options, B
and click Mail in the left pane to open the Mail options, some of which are shown in
Figure 3-4.

2. Click the Compose Messages In This Format down arrow, and select one of the choices.

3. Click OK to close the Options dialog box. (&)

-
Cutlook Options M
- -
General . . e
Q Change the settings for messages you create and receive,

Mail A o))

Calendar Compose messages

Contacts Z,ﬂ Change the aditing settings for messages. Edlitor Options...g I gpf_n thed,E‘I,’torb

; )ptions dialog box
Tasks Lompose messages in this format: HTML
Maotes andd Journal Ridk: ext L Click to select the ~
AB [ Always check spelling before se ; [ Spelling and Autocorrect.. ] default message format
Search Plain Text
Ignore ariginal message text in reply or forward
IMahile
o [ 1 Create personalized

Language | Create or modify signatures for messages. Signatures...g ! signatu’:es

Advanced foe)

Customize Ribbon }ﬁ Use stationery to change default fonts and styles, colars, and backgrouncls, Stationery and Eonts...g I g‘;':‘;oan;;ies'gn

Quick Access Toolbar

Outlook panes
Add-Ins
Customize how items are marked as read when using the Reading Pane. =
Trust Center | | Reading Pane.. ©
[ QK ] [ Cancel ]
b
Figure 3-4: You can create personal message designs that distinguish you as the sender.
—
(@)
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| 13(13

6
FORMATTING MESSAGES

To format text in the Message window, use the Format
Text tab or the Message tab to access formatting
commands. You can format text before you start typing, or
you can select text and then format it after composing the
message. See Table 3-1 for a list of selection methods.

X | Message Insert Options Farmat Text Review

=5 ko [Aarma|  calibriBody |1+

To set formatting for an individual message:

1. In the Message window, click the Format Text tab.

2. In the Format group, click the formatting button you want.

| Aa HTaL |
Aa Plain Test
A Rich Text

Farmat

- @

'j S5 AaPlainTet B £ U abe X, X° &)
Past:
e | memidiret | VA< | A AT | Aav

Clipboa, Fl Farmat Fant

CHOOSE A FONT AND ITS SIZE

A font can immediately set the tone of your
message.

® Select your text or paragraph.

® |n either the Format Text tab Font group
or the Message tab Basic Text group,
click the Font down arrow, and move the
pointer over several fonts and see how
they affect your selected text. Select a font
you want to use.

® (Click the Font Size down arrow next to
the font, and again move the pointer over
several sizes and notice the effects. The
default size is 11. Select a type size you
want.
CREATE BOLD, ITALIC, UNDERLINED,
AND STRIKETHROUGH
Select the text, and click the Bold, Italic,
Underline, or Strikethrough effect in the
Font group.

B 7

=
¥

AN -
Quick Change  Editing

Slyles 7 Skyles -
Paragraph P Styles Fl

Use Stationery

It's easy to choose stationery for a message. You can pick

e .~ .= .~ adifferent type of stationery for every new message or set
Calibri Bl =l == . X
VR < adefault style for all messages (until you change it).
O SimHei
O sivoises atic o SET A DEFAULT STATIONERY THEME
) Simplified Arabic Fixed . .

o You can set a default for your stationery that will be used each

€ SimSun
0 SimSun-ExtB time you write a new e-mail. You can also select a theme for
& S 0 your stationery and still have your own unique fonts. You
O SPENCIL , )
0 syifsen can vary fonts as well, either for new e-mails or for those you
O Symhal ABSE$IIp reply to or forward. To set a default stationery:
€ Tahoma

[ Tempus Sahs ITC

€} Times New Romar

1. Click the File tab, click Options, and click Mail in the left pane.

2. Make sure that HTML has been selected as the message format.

0 Tonditicnal Amdic Pt

O Trobiuchiat MS 3. Click the Stationery And Fonts button. Click the Personal

O o Stationery tab to open the dialog box shown in Figure 3-5. Select
O Tw Cen MT from these choices:

© Tw Cen T Condensed
€ Tw Cen MT Condensed Exira Bold

® (Click the Theme button, and under Choose A Theme, click the

@ Utsaah AT theme you want, and click OK. When you choose a theme, the
() vani fonts will be automatically defined for you, and those buttons
¢ verdana will become unavailable or grayed.

0 Fg,mya

) Viner Hand 1T

Continued . . .
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® |[f, after choosing a theme, you want to use another font, click
the Font down arrow, and click either Always Use My Fonts
or Use My Font When Replying Or Forwarding Messages.
This will enable you to select a font for all new messages or for
replying to and forwarding e-mails.




—

2,

K 3
6
FORMATTING MESSAGES (Continued)
COLOR THE FONT
Select the text, click the Font Color down arrow, and
select a color. Al

ALIGN PARAGRAPHS

Select the text and click an alignment, which, from left
to right, provides a left-aligned margin, centered text, a
right-aligned margin, or justified margins (where both the
left and right margins end evenly). == = =

CREATE NUMBERED, BULLETED,
OR MULTILEVEL LISTS

Select the text to be affected, and click the Bullets,
Numbering, or Multilevel List button (the latter is only
in the Format Text tab Paragraph group). := - i= - “i=~

SHIFT THE PARAGRAPH
The Decrease Indent and Increase Indent buttons
move the selected paragraph in fixed increments. You
can alternate clicking them until you are satisfied with
the location. However, because they will not move the
paragraph beyond the message margins, they have
limited effect on centered paragraphs.

Click within a paragraph to be shifted, and click the
appropriate button. EiE

INSERT LINES OR BORDERS
Set off paragraphs with lines or borders.
1. Click where a line is desired (usually at the end of

a paragraph), or select the paragraph(s) around
which you want a border.

2. In the Format Text tab Paragraph group, click the
Borders down arrow, and click the type of line or

border that you want.

-
Signatures and Stationery m
E-mail Signature | Personal Stationery |

Theme or stationery for new HTML e-mail message

Mo theme currently selected

Font: | Use thems's Font

Mew mail messages

[ Eortt... ]| Sample Text 7|

Replying or forwarding messages

[ Fant... ]| Sample Text 7|

[T Mark my comments with: | Marky Matthews
[ pick & new color when replying or forwarding

Composing and reading plain text messages

[ Font... ]| Sample Text

|- 1[ Cancel ]

Figure 3-5: You can design custom stationery for your e-mail with your own theme, fonts,
and colored replies and forwards.

® |f you want to use your fonts, click the appropriate Font button, and select the font,
font style, size, and color you want.

® |f you want to insert your name, click the Mark My Comments With check box.
Type over the default text, if desired.

® |f you want your replies or forwards to be in a different color, click Pick A New
Color When Replying Or Forwarding.

4. Click OK twice to close the Options dialog box.

APPLY STATIONERY TO A SINGLE MESSAGE 1 ] -

1. Click the Insert tab in the Outlook Message window, and click the S_Ljf ; l
Signature button in the Include group. Click Signatures on the s ure_'_ i

menu. The Signature And Stationery dialog box appears. Signatures... [

2. Click the Personal Stationery tab.

w

. Change the theme and fonts, as described in “Set a Default Stationery Theme.”
4. Click OK.
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oo~ [ a— = USE A STANDARD MICROSOFT
Nl You can also edit received messages when you forward ' T 'j 1= —Q@ OFFICE THEME
them. This can be handy if you want to forward only the Olertects * Coorr | Permivsmn L\ You can use a standard Microsoft Office
final comment and eliminate the original message text BuiltIn ' ' theme in vour e-mail that differs from the
and other comments. i [ [ A BT (N .A- y )
_ [ 412 ; | £a Outlook themes used for stationery. You
| omice  Adjacenay  Angles Aper might use these to coordinate your regular
i = | [T =] [T i T = . .
| Aq Aa m | Ao =| Word correspondence with your e-mail,
| [ mmmmen 7] | ———— ] | —— ] | g=—— thus creating a consistent and professional
If M ind A a imized ey Apothecary Aspect Austin Black Tie
youriviessage window s not maximizec, 84 | v Femal : [Fve look. These themes are easy to use and
< you may not see all available formatting EHG il =y |OE .f\‘“‘ i‘ fait 1 | available in your new Message window.
buttons. In some cases, the commands will NS el S el B el ] |
X i i Civic Clarity Compasite  Concourse 1 . .
be available in menus. You can click the group . | : : — : - In the new Message window, click the
mnd = . PR
down arrow to see the menu of commands, & i : E| : i| Aa ? | Aa T Options tab if it is not already selected.
or click the Maximize button on the title bar by Select v | Couture  Elemental Equity Essential 2. In the Themes group, if you can’t see
To) to increase the size of the window. Editing T e w0 Colors, Fonts, and Effects, click Themes.
4 Aa | Aa |Aa . ) .
| e | | || e z e Then, in any case, click the Themes down
| Executive Flow Faundry Grid arrow, and click the standard theme you’d
Reset to Theme from Template like to use for your e-mail, as shown in
_-E Browse for Themes... Figure 3-6.
© | :ﬁ Save Current Theme.., X X X i
; ® Click Colors and click a combination of
colors to change the color scheme.
Figure 3-6: Using a standard Office theme . .
allows you to coordinate your e-mail and ® Click Fonts and click a font style to
regular Word correspondence. change the fonts used.
~ ® Click Effect and click an effect to
| @ E-mail Message 1 change the special effects of the
| ﬁ Appointment graphics.
' E Mesting 3. Type your new message and send it.
85 Contact
© F Tl CHOOSE TO NOT USE STATIONERY
| | Jothicsse | If you don’t want to use your selected stationery for a single new message:
E-mail Message Using * IMare Stationery...
Mare frems v Plain Text In the Outlook window Home tab New group, click New Items, click E-Mail Message
. Rich Text Using, and select HTML. A new message will appear without your stationery.
HTML N
o
-
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In the Message window, when you click the Themes
button in the Themes group on the Options tab, you will
see additional options at the bottom of the gallery of
theme thumbnails. You can search for additional themes
online by clicking Browse For Themes. If you alter a
standard theme with new colors, fonts, or effects, you
can save these changes as a custom theme to use again
later by clicking Save Current Theme.

v

QUICKFACTS
INCLUDING HYPERLINKS

You can add hyperlinks (whether links to an Internet

site, to other locations in the current document, or to
other documents) to your e-mail by typing them into the
message body or by copying and pasting them. Outlook
creates a live link, which it turns to a blue, underlined
font when you type or paste any kind of Internet protocol
(such as: http://, mailto:, or www.something.com:),
regardless of what mail format you use. In HTML and
Rich Text Format, you can substitute different text for

the actual Uniform Resource Locator (URL) or e-mail
address and still retain the link—by dragging to select
the hyperlink and typing something different. An example
might be displaying a link entitled, “Click here to view
the photo gallery” with an actual link of “www.someorg
.com/mygallery.html.” In addition to typing the hyperlink
address, you can click the Insert tab and click Hyperlink
in the Links group. Then find the location of the link—in
an existing file, a place in a document, a Web page, a
new document, or an e-mail address—and click OK.

To stop using stationery as a default:

1. In the Outlook window, click the File tab, click Options,

and click Mail in the left pane. Theme or Stationery
2. Click the Stationery And Fonts button. ° S
(MO Theme ) -
3. On the Personal Stationery tab, click Theme and click Hitemoon M

(No Theme) at the top of the theme list.
4. Click OK three times.

Attach Files

Sometimes you will want to send or receive a message that is accompanied by
other files: pictures, word-processed documents, sound, or movie files. Creating
attachments is like clipping newspaper stories and baby pictures to a letter. If
you are editing or otherwise working on the item you want to attach, make
sure that you save the latest version before you proceed. After that, click New
to open the new Message window, and use one of the following attachment
procedures.

DRAG A FILE TO A MESSAGE

Find the file to be attached by using My Computer or Windows Explorer, and
drag it to the message.

From =

T, iBiII Schwartz (bill@ourbiz, com);

|
) | |
|
|

Send

Subject: !I‘-lew Business presentation

Hi Bill,

Here is the presentation we discussed;

&,
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INSERT A FILE
N When you attach a file to an e-mail message, it can either be attached as a file or
entered as text into the body of the message. In some cases, it may be attached
as a hyperlink. The attached file and its commands are identified with a paper

clip icon.
1. To display the Insert File dialog box: @
® Click the Insert tab, and then click Attach File in the Include group. i
—Or-
< ® |n the Message tab, click the Attach File icon in the Include group. I AttachFile
2. The Insert File dialog box appears. Find and select the file to be attached. Then:
® Click Insert to insert the file as an attachment. If the e-mail format is HTML
(HyperText Markup Language) or plain text, it will be attached in a field labeled
. “Attached” beneath the Subject field. If the format is Rich Text Format, the file

attachment will be in the body of the message.

Hi Bill,

Here is the presentation we discussed
‘° =

— Mew Business

Subject: | Mew Business |J|'esentation_ p G
ol i — resentation.ppt..
Aftached: I%]New Business Presentation. pptx (40 KB
~ Attachment identified for HTML or plain text format Attachment identified for Rich Text Format
® Click the Insert down arrow, and choose between inserting the file as an
) ) attachment and inserting it as text in the body of the message. If you choose Insert
P hv’l | Cancel | | As Text, the file is entered as text in the message. The file content of certain file
Insert types, such as .txt, .doc, and .eml, and the source code of others, such as HTML
0 Insert as Text or HTA (HTML Application), will become part of the message. Everything else—
Show previous versions pictures, sound, and movies—will generate nonsense characters in the message
body.
® Click Insert As Hyperlink to insert the selected file as a hyperlink. (This option is
o often not available from the Attach File command.)
® Click Show Previous Versions to list the previous versions of the files so that you
can select the version you want to attach.
3. Complete and send the e-mail message.
o
-

62 Microsoft Office Outlook 2010 QuickSteps ~ Creating and Sending E-mail




=

2 Insert Picture

@Qwﬂ » Libraries » Pictures » Sunsets v|"f|| Search Sunsets

Organize »

O Microsoft Qutlook

Pictures library

Sunsets

Arrange by:  Folder =

0 Favaorites

BE Desktop
= Libraries

::| Dacuments SV400369.JPG SV400373.0PG SV400008.JPG
rJ‘- Music
[&=] Pictures
E Videas

e@ Hamegroup
A Marty

18 Computer

G‘ﬂ Metwark

@ Cantral Panel

£ Recycle Bin

SVA03T4IPG SVAN03TLIPG V4000 L0.IPG

SVA00352.0PG SVA003T0UPG SV400353.0PG

SV40035LIPG

SV400366.JPG V400367.JPG

State: BB Shared
Date taken: 10/10/2006 1:22 PM

SV400366.JPG
JPEG image

Rating:
Dimensions: 1120 x 840

File name: SV400366.JPG - [All Pictures {".emf " wimf." jpg.” v‘

Tools - [ Insert ]v] | Cancel l

Mew folder =+ [ @

EMBED A PICTURE INTO A MESSAGE

Though any kind of file you save on your computer or on
a disk can be sent by following the previous steps, you
have the added option of placing pictures (.gif, .jpg, .bmp,
tif, and so on) right into the message body.

1. Click in the message body to set the insertion point.

2. Click the Insert tab, and click Picture in the
lllustrations group. The Insert Picture dialog box
appears, as shown in Figure 3-7.

i

Picture

Insert h(l[ Cancel . H
5

Insert

3. Select the picture file you want,
and click the Insert down arrow.
From the submenu:

Link to File
Insert and Link

Show previous versions

® Click Insert to embed the
picture in the message. You can then drag it to size it
correctly for your message or right-click to display the
Format Picture dialog box and edit the photo.

From =
= |
= To... Bronvevn Caliope (bromwyni@ourco, coml
Send .
c
Subjedt: [ WView at sunset
. fa
Hi,

Here isthe viewlocking west at surzet.

Figure 3-7: You can insert a picture or a link to it using the Insert Picture dialog box.
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® Click Link To File to send a link to where the file is stored. This reduces the size of

N Uy ks 8 S0 (D YOI MEEREED ek 161 20 AiEeE the message, but requires that the recipient have access to where the file is stored.

it, you will need to either send the picture with the
document or store the picture in a shared network folder
available to the message recipient. Otherwise, your e- ® Click Show Previous Versions to list the previous versions of the files so that you
mail will be seen with a red X where the photo should be. can select the version you want to attach.

® Click Insert And Link to both embed the photo and send a link to its location.

4. Complete and send the e-mail message.

Sign Messages

You can create closings, or signatures, for your e-mail messages. Outlook

If you are on a Microsoft Exchange Server network, you signatures can contain pictures and text along with your name. You can create
can even insert voting options that the recipient has only signatures in different styles for the different kinds of messages you write:
to click for a response. To do this, create a message, click friendly, formal, or business.
the Options tab, and click the Use 0,0
To) Voting Buttons down arrow in the ﬁfﬁ' M Regueit CREATE A SIGNATURE
) . Use Voti i 5
Tracking group. Select the kind of | gutzons 7. O Requesta With Outlook open: New Signature L2 o)
reply you need, or click Custom apptbveReject e :
5 55 s T SR Yes:Mo 1. Click the File tab, and click Options. The Outlook Lype 3 name for this signature
semicolons (;) in the Use Voting T‘_es.:r-l-:.-r«-m-_me Options window opens. Click Mail in the left pane. ——| |
© Buttons text box. A0 2. Click Signatures in the right pane, and then click New. ;|
- 3. Type a name for your signature, and click OK. This identifies the signature group that
the signature serves. It will not be displayed on the message. The Signatures And
Stationery dialog box appears with the E-mail Signature tab selected.
N~ 4. In the Edit Signature text box, type (or paste from another document) any text you
want to include in your closing, including your name, as shown in Figure 3-8.
5. To apply formatting, select the text and click any of the formatting buttons in the
toolbar. You can even insert a business card, picture, or hyperlink. Use the tips found
0 earlier in the “Formatting Messages” QuickSteps. Plain text messages, by definition,
cannot be formatted.
See Chapter 10 on how to create and use electronic Font Bold, ltallcs, underline Left-allgn, center, right-align  Insert a picture

business cards and insert them within a signature.

Callbrl (Body) z B I U Automatic = _Busmess Card |t£
o

Font size Font color Insert a busmess card Inserta hyperllnk

6. Click OK twice to close the dialog boxes.

10
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Signatures and Stationery Iil&]
E-mail Signature | Personal Stationery

Select signature to edit

USING SIGNATURES

You can use certain signatures for certain accounts, and
you can still pick a different one for a particular message.

Choose default signature

Carale w artsy background - E-mail account: .On Hatrmail
Business card .

Mew messages: .(.noné.)

Click the File tab, click Options, and in the Outlook
Options window, click Mail in the left pane. =

KN | K3 | KX

Replies/forwards: {none)

ASSIGN SIGNATURES TO ACCOUNTS Dote | [ Mew |[ sove | [ Bename |
Edit signature

E'Gar;am'ond EIlZ |Z|| B I U Automatic E.

Thanks for contacting us,

The Matthews Technology Team [ BN

1. Click the Signatures button, and then click the
E-mail Signature tab.

! 18] Business Zard | & %

(s

2. Click the E-mail Account down arrow, and select
an account.

3. Click the New Messages down arrow, and click
the signature name to be used.

4. Click the Replies/Forwards down arrow, and click (&)
the signature name to be used.

5. Repeat steps 2—4 for each of your accounts, and [ ox
then click OK twice.

][ Cancel ]

INSERT A SIGNATURE IN A MESSAGE

Sometimes, you will want to replace a defined signature
with another one or define a signature when you create

Figure 3-8: You can create one or more signatures with custom-designed characteristics o
that will be included in the bottom of your e-mail.

a message.

Use Digital Signatures

1. Create an e-mail message. A digital signature certifies that everything contained in the message— ~

2. Click in the body of the message where you want
the special closing. Click the Insert tab, and click
Signature in the Include group. Choose one of

the following options:

documents, forms, computer code, training modules, whatever—originated
with the sender. Computer programmers and people engaged in e-commerce
use them a lot. To embed a formal digital signature, you need to acquire a digital

certificate, which is like a license, from a certificate authority, such as VeriSign, (o0
P, . GeoTrust, or GlobalSign.

IMarty Business

Marty Casual Alternatively, you can create your own digital signature, although it is not

MT Queries administered by a certificate authority. A self-signed certificate is considered

Shanatures . unauthenticated and will generate a security warning if the recipient has his or ©

Continued. .. her security set at a high level.

—h
o
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USING SIGNATURES (continued)

® Click the name of an existing signature, and
it will be inserted in the message. If you
already have a message that was inserted
automatically, it will be replaced by the one you
select.

® Click Signatures, and the Signatures And
Stationery dialog box will appear. Create a new
signature, as described in “Sign Messages.”
For the current message, once again click
Signature in the Insert tab, and click the name
of your new signature.

—

You can also do an Internet search on “Get a digital ID”
and find other sources of digital IDs, some of which are
free for an initial period.

Encrypted e-mail

Q_ D Encrypt contents and attachments for outgoing messages
ﬁ m Adld digital signature to autgoing messages

E Send clear text signed message when sending signed
messages

D Eequest 5/MIME receipt for all 5/MIME signed messages

ACQUIRE A DIGITAL CERTIFICATE
If you do not already have a digital certificate, Outlook can lead you to a Web
site where you can find a commercial certification authority to issue one. Make
sure you are online before you begin.
1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.
The Trust Center window opens. Click E-mail Security in the left pane.

2. Under Digital IDs (Certificates), click Get A Digital ID. A Microsoft Web page on digital
IDs will open.

3. Follow the instructions on the page to select a vendor and obtain a certificate.
IMPORT OR EXPORT A DIGITAL ID
If you already have a digital ID in another application, you can import into
Outlook or you can export your digital ID in Outlook so you can use it in
another application.
1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.
The Trust Center window opens. Click E-mail Security in the left pane.

2. Under Digital IDs (Certificates), click Import/Export. The Import/Export Digital ID
dialog box appears.

3. Click Import Existing Digital ID From A File to import a digital ID, or click Export
Your Digital ID To A File to export your own digital ID.

4. Fill in the requested information, and click OK three times.

ADD A DIGITAL SIGNATURE TO MESSAGES

1. Click the File tab, click Options, click Trust Center, and click Trust Center Settings.
The Trust Center window opens.

2. Click the E-mail Security option.

3. Under Encrypted E-mail, click the Add Digital Signature To Outgoing Messages
check box.

4. To make sure that recipients can read the message if they don’t have Secure/
Multipurpose Internet Mail Extensions (S/MIME) security, click the Send Clear Text
Signed Message When Sending Signed Messages check box.

5. To receive a message confirming that your message got to the recipient, click the
Request S/MIME Receipt For All S/MIME Signed Messages check box.

6. Click OK twice.
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Check Spelling

Even though many abbreviations have emerged with e-mail, instant messaging,
and texting, unintentional spelling errors still can be a problem. You can have
Outlook check the spelling of your message when you finish, or you can have it
automatically check messages as you are writing them.

CHECK A MESSAGE

Create a message and keep the cursor in the body when you are finished. Any
spelling errors will be automatically flagged for you with a red wavy line. You

For exploring misspelled words, you will find a reference will have these options: Canyou S RE TNE ERE OrTRE 1577 &
source by clicking Research in the Proofing group on the ® Right-click the flagged word, and if a correct " still N
Review tab of the Message window. spelling is suggested, click it. i | stilt
Review | @ @ ® |f you do not see the correct spelling, then the flagged word cannot be found in the
% @ | I AB{. a& « dictionary. Either look it up in a reference source and type it in, or type another spelling (6}
123] to see if it is correct.
S|_Je|||nJ & Research Thesaurus E“onl Translate Language
Sl o e 'Lm = _I_' ® |f you know the flagged word is correct and you want to add it to the dictionary, right-
- —— J click the word and click Add To Dictionary. Also, see “Add a Word to the Dictionary,”
next. o
ADD A WORD TO THE DICTIONARY
Spelling and Grammar: English (U.S.) m Keep this one e .
spelling or To add a flagged word to the dictionary
pick ImBlcHonars /7 keep all similar so that it will not continue to be flagged
Potentially I Can you stil make the meting on the 19?7 = Igniore Cnce Ca A spellings . . .
misspelled ! (3 @’ as a potential misspelling: ~
word ealR Keep spelling
add to Dictionaryﬁ and add word to 1. Highlight the flagged word, and click
= the dicti h . )
ST e die 'onar_y ) Spelling & Grammar in the Proofing
Words in the . Change to highlighted group of the Review tab. The Spelling
dictionary skilk N suggestion for this ) )
suggested SE"i Change &l ® one spelling, or And Grammar dialog box will appear, foe)
as possible ed change all spellings - )
corrections stir y in the message as seen in Figure 3-9.
N . . .
[ check grammar \ Automatically correct 2. Click Add To Dictionary.
Check rules the spelling (assumes 3. cli
and options for ® Optiors... Unidn suggested word is . Click Close.
spelling checks correct spelling) ©
Figure 3-9: The default spelling dictionary contains everyday
words rather than technical or scientific terms. You can add
special words to it.
—
o
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The personal, or custom, dictionary can get long, and

F

misspellings can be added accidentally. To edit the
dictionary from Outlook, click the File tab, click Options,
and click Mail in the left pane. Click Spelling And
AutoCorrection. In the Editor Options window, click
Custom Dictionaries. In the Custom Dictionaries dialog
box, click Edit Word List. Remove a word by clicking

it, pressing DELETE (to fix it, type the correct spelling
instead), and then clicking OK four times.

CUSTOM.DIC |2 [
ngjd(s):
Dirtinnary:
Accoutrements
Thar Ly
Matthews
QuickSteps
Delete Delete al
[s3 | Camel |
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CHECK MESSAGES BEFORE SENDING
To automatically check spelling in messages before sending them:

1. Click the File tab, and click Options. The Outlook Options window opens. Click Mail in
the left pane.

Always check spelling before sending

AB
2. Click Always Check Spelling Before J g% o )
V| Ignore ariginal message text in reply or forward
Sending, and click OK.

Send Messages

No extra postage, no trip to the post office, no running out of envelopes. What
could be better? Once a message is ready to go, you can just click a button.
Outlook provides features that let you exercise more control over the process
than you could ever get from the postal service, or “snail” mail.

=1

Make sure that your message is complete and ready to send, and then e

click Send on the upper-left area of the message.

When you have more than one account, your Message window contains a From
button that is not available otherwise. To send a message from a particular

account:
From =
Click From above the To button in the Message window, select an =1

. & |
account, and click Send. =1t

T

Ce

Reply to Messages

When you receive a message that you want to answer, you have three ways to

initiate a reply:

® Open the message and click Reply in the Respond group on the Message tab.
—Or—

® Right-click the message in the Folder pane, and select Reply from the context menu.
—Or—

® Click the message in the Folder pane, and click Reply in the Home tab’s Respond
group.
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AEHY0 - == RE: BOT Newsletter - Message (HTML) =)

Hile | Message Insert Options Format lext Heview! Deweloper (2] 0

SE 4 Calibri [Body) -1 - A W ggﬁ @| Il Attach File ¥ Follow Up = : )}
5] 2 B r u ¢ - IEEE # amachtem ~ ¥ High Importance A
Paste Address Cherk Tonm
- F | ¥W-A- -5 Book Mames | Lk Signature = 4 Lo Impartance
Clipboard /% Basic Text = Mames Include Tags = | Zoom
trom » | OnGmall
=1 T, .ﬁﬂ.tn D;ai.l.,. Tites
Senud
Cew
Bec..
Subiject: RE: BOT Newsletter
Flease send me information on subscri ptians.l t'_J
Many thanks, g
Judy Fizco, =
From: Dusiness Daily Times
Sent: Thursday, January 07, 2010 2:01 PM
10: someoned@someplace.com
Gushice - ANT Mo lathor bt
1 ¥
S

Figure 3-10: The Reply window uses the sender’s message format and subject to
make the e-mail conversation easy to track and respond to.

Replies and forwards

i | = [7] Close ariginal message window when replying or farwarding

|:| Preface comments with: .I-.-Ialt'_-.- Matthews

When replying to a message: ' Include ariginal message text m
;
When forwarding a message: Da nat include ariginal message

Preface each linein a plain-

Attach original message

Save messages

__ Includ iginal m: teut
i 2 s oo
T e
: Save to this folder: | Drafts
""""" Inclucle and indent ariginal message text
D When replying to a messady, g g

[¥] save farwarded messages
[¥] save copies of messages in Prefix each line of the ariginal message

[ 1ieatnicada farmat

Whichever way you choose, a reply Message window
opens, as shown in Figure 3-10. The message will be
formatted using the same format the sender used, and

the subject will be “RE:” plus the original subject in the
Subject line. By default, the pointer blinks in the message
body above the original message and sender’s address

(see also “Change the Reply Layout” below). Treat it like a
new Message window: type a message, add attachments or
links, and click Send.

REPLY TO ALL RECIPIENTS

If the To field in the message contains several recipients, all
of whom should read your reply, Outlook makes it simple.
Using any of the three ways just listed, select Reply AlL
The reply Message window will list all original

recipients in the To and Cc fields. Send the message Reply

All
as usual.

CHANGE THE REPLY LAYOUT

You can select from five different ways to incorporate the
original message. Also, if you'd rather just insert your
responses into the original text, Outlook lets you decide
how to identify your remarks.

1. Click the File tab, click Options, and click Mail in the left pane.

2. Beneath Replies And Forwards, click the When Replying To
A Message down arrow, and select how you want the original
message included.

3. Click the Preface Comments With check box, and type the
label you want.

4. Click OK.
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Forward Messages

When you forward a message, you send an incoming message to someone else.
You can send messages to new recipients, using the same techniques as with the
Reply feature.

When you receive a message that you want to forward to someone else, use one

of these techniques: . %
® Open the message and click Forward in the Respond group on the Message  Farward
tab.
q— —Or—
® Right-click the message in the Folder pane, and select Forward from the context
menu.
—Or—
oY ® Click the message in the Folder pane, and click Forward on the Home group.
== A Forward Message window opens, with the cursor blinking
3 v v |5 Weekend reading - M HTML L= | . . ..
il 90 | S S el T in the To field and a space above the original message for you
Message Insert Options Format Text Review & 9 .
T 0 ditach —— to type your own. Once the Forward Message window opens,
(Q alibri (Bocly) Attach File v [ ) R . . L. .
e g Attach Trem + A the simplest action is to enter the recipient(s) address(es), insert
el N : : Tags | Zac
B2~ [ signature = - aom attachments as needed, and send as usual.
Cliphoard Include Zoom
FORWARD MULTIPLE MESSAGES
From =
N~ Se:d T s ———" | Rather than forward a bunch of Tnessages one by one, you can
. || | bundle them and forward them in one message.
Subject; | Weekend reading | 1. Press CTRL while you click each message in the message list that
S i_4 Meeting at 5:30pm (537 kBi; = Meeting at 5:30pm (5 KBI; you want to forward.
: ' =] Merry Christmas! i3 KB
o | | = 5 2. Right-click one of the messages in the group, and click Forward.
For next week. = A new mail message opens with the messages included as
v attachments, as seen in Figure 3-11. You may also see the
= — . attachments in the Attached box rather than in the message area.
Jackson Johnson ~
for) h v 3. Complete the message and send as usual.
Figure 3-11: You can group and forward e-mails as attachments.
o
-
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Set Message Priority

If your recipient gets a lot of messages, you might want to identify your
message as important so that it will stand out in his or her Inbox. Outlook

includes a red exclamation point in the message list to call attention to messages
:' :H:T e ; set with high importance and a blue down arrow to indicate messages with low
}H Igh lmportance

L finpertance importance. In the Message window, you flag your e-mail messages with the

Tags E appropriate flag.
1. Create a message. In the Options group on the Message tab, select one of these
options:
S
® Click High Importance to insert a red exclamation point to indicate high
importance.
® Click Low Importance to insert a blue down arrow to indicate low importance.
2. Send the message as usual. o
Request Receipts
Anyone who has sent an important message and has not heard a peep from
the recipient can appreciate receipts. When the addressee receives or reads the o
message, you are notified. You can request receipts for all your messages or on
a message-by-message basis.
= Delivery and read receipts help provide confirmation that messages were successfully 1 . Click the File tab, click optiONS, and click Mail in the left pane. ~N
oo received, Mat all e-mail servers and applications suppart sending receipts,
Faorall messages sent, request: 2. In the Outlook Options window, scroll down to Tracking.
|j Delivery receipt confirming the message was delivered to the recipient’s e-mail . i ) ) ) .
server 3. To request a receipt, click Read Receipt Confirming The Recipient
|] EBead receipt confirming the recipient viewed the message Viewed The Message, Delivery Receipt confirming The Message Was
Far any message received that includes a read receipt request: ; L. ;
@ Always serd a read receipt Delivered To The Recipient’s E-mail Server, or both. oo
o N { | receipt . . . s
. SCUenEen e reoel _ 4. If you like, choose an option for responding to other senders’ requests for
@ Ask each time whether to send a read receipt . . .
EI Avtomatically process meeting requests and responses to meeting reguests and polls a recelpt—AIways Send A Read Recelpt! Never Send A Read Recelpt’
[¥] Automatically update original sent item with receipt informatian or Ask Me Each Time (the default).
D Update tracking information, and then delete responses that dan't contain comments 5 ) .
[T After updating tracking I3 N Baictad e . Click OK three times. ©
infarmation, mave receipt to: i Sl
—t
(@)
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SENDING MESSAGES

You can fire off your messages now or later or on a
schedule.

SEND MESSAGES MANUALLY
By default, as long as you are connected to the Internet,
clicking Send in the Message window sends the
completed message. You can turn this off so that clicking
Send in the Message window only puts the message in
the Outbox folder. You must then click Send/Receive in
the Outlook standard toolbar to send all the messages in
the Outbox folder.

TURN OFF AUTO-SEND
To prevent a message from being automatically sent

unless you click Send in the Message window:

1. Click the File tab, click Options, and click
Advanced in the left pane.

2. Under Send And Receive, clear the Send
Immediately When Connected check box.

3. Click Send/Receive. Under Settings For Group
“All Accounts,” clear the Schedule An Automatic
Send/Receive Every check box. Also clear the
Perform An Automatic Send/Receive When
Exiting check box.

4. Click Close and then click OK.

SEND MESSAGES AT A CERTAIN TIME
1. Create the message and click the Options tab.

2. Click the Delay Delivery button in the

T
e

OBTAIN A SINGLE RECEIPT

1. Create a message and click the Options tab in the Message window.

2. In the Tracking group, click Request A Delivery Receipt,
Request A Read Receipt, or both. (If you have set these
options for all mail, this message will reflect those settings.) Tracking

Delay Delivery with a Rule

[[] Request a Delivery Receipt

|:| Request a Read Receipt

You can create a rule to control when messages leave your system after you

click Send.
1. In the Outlook window Home tab Move group, click Rules, and click Manage Rules
& Alerts.
Rules Wizard = B

hirh rancditinnds) dn yion want b cherk?

Step 1: Select conditionis)

|| with specific words in the subject

[ through the specified account

[] marked as importance

[] marked as cancitivity

[ sent to people or public groun

[ wach specific words In the body

[ with soecific wards in the subject or body

[ with soecific waords in the recipient's address

[ assioned to categary category

[ assigned to any category

[ which has an attachment

with a size in a specific ranoe

[ uses the form name Form 5 )

[] with selected properties of docume Mg e ﬁ
| which is a meeting invitation or u S

E From BSS Fﬁﬁd:rEirh sperified re:i Size (Kiatiytes)

[ from any RSS Feed At least: 100

[ on this computer anly

afw | [lafe

1 At most: 1000 3
Step 2: Edit the rule daccription (clicka |:

Apply this rule after I send the messa |

with & size in a specific range

| Cancel ]i = Back ]i Mexk = Il Finish ]

More Options group. The Message D_TJ
alay
Options dialog box appears. Delivery
Continued . . .

Figure 3-12: Outlook’s rule-making feature has a large
number of conditions that you can organize into rules.
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2. If you are told that messages

sent and received with HTTP
(such as Hotmail, Gmail, and
Yahoo!) cannot be filtered
using rules and alerts,

click OK.

. In the Rules And Alerts dialog

box, click New Rule.

. In the Rules Wizard, under

Start From A Blank Rule, click
Apply Rule On Messages |
Send, and click Next.

. Click to select any desired

conditions that limit which
messages the rule applies

to, and then click the link in
the description pane (shown
in Figure 3-12), which may
display a dialog box to specify
the exact criteria. Complete
the dialog box, click OK, and
click Next.
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SENDING MESSAGES (continued)

3. Under Delivery Options, click Do Not Deliver
Before.

4. Click the date and time down arrows, and select
a day and time.
5. Click Expires After and click the date and time
down arrows to set the end time.
Delivery options -

D Have replies sent ta:

[V Do ot deliver before: | 1/3(2010

[+] |smopm

D Expires after; Mone 12:00 &AM

6. Click Close.

SAVE A SENT MESSAGE

You can select the folder within which a sent message
will be saved.

1. On the Message window, on the Options tab in
the More Options group, click Save Sent ltem.

- 5 E.i
Save Sent| Delay Direct
I_i;_em To !I?eli‘.rel}-' Replies To
‘._.l Other Falder..,
[] UseDefault Falder

Do Mot Save

2. In the submenu, select whether you want to save
the message to the default folder, to another folder
(which you find and select in the Select Folder
dialog box), or to not save the message at all.

6. Under Select Action(s), click Defer Delivery By A number Of Minutes.

7. In the description pane, click the link for a number of minutes, and in the Deferred

Delivery dialog box, type the total minutes (up to 120) that you want messages

delayed, click OK, and click Next.

8. Click any exceptions, specify them in the description pane, click OK if necessary, and

click Next.

9. Type a name for the rule, and click Finish. You are returned to the Rules And Alerts
dialog box, which will now show your new rule, as you can see in Figure 3-13.

Rules and Alerts

E-mail Rules | Maniage Alerts

f_’}ﬂew Rule... ChangeRule = 23 Copy... »€ Delste % RunRules Now... Options

| Rule {applied in the order shown) | Actions

Delay if message is at least 100 and at most 1000 kilobytes

Clear categories an mail (recommended)

Rule description {click an underlined value to edit):

Apply this rule a.Fter.I send the messaﬁe

with a size at least 100 and at most 1000 kilobytes
defer delivery by 90 minutes

["]Enable rules on all messages downloaded From R55 Feeds

[ O, ] [ Cancel

J |

Apply

)

b

Figure 3-13: The Rules And Alerts dialog box, opened from the Home tab Move

group, provides for the creation and management of rules.
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Add a New Contact
Editing Contacts

Copy Contacts from E-mail

Create a Contact Group

Remove a Name from a

Contact Group C h aoter Z
Add Contacts to E-mail { -
Arrange Contats Managing Contacts

Working with Color Categories

Manage Your Contact Views
e 21 Eraen Taking a moment to create contacts can save you from

Print Contact Information typing—and later correcting—the whole e-mail address every
Phone a Contact time you send a message. Once you've entered a name as a
See a Map for a Contact’s contact, you can add business or personal information—like
Address phone numbers, addresses, or an important anniversary—at
Using Keyboard Shortcuts your convenience. In this chapter, you will learn how to create
with Contacts C o .

and maintain your contacts, as well as different ways to use

Create a Mail-Merged E-mail . .
contact information.

Create Contacts

The kind of address books that fit in your pocket have spaces so tiny that you're
forced to write phone numbers trailing down the margins. Often, entries get
scratched out and replaced because people move. Other listings are almost
unreadable because family members now have multiple phone numbers.
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Open a new, blank
contact window

Change the current view

Select a contact

Display items starting

with this letter

———— \
= = = — E — — =
L R - - Contacts Microsoft Outlook l =, |M
3 Home | Send/Recebse & @
) el i @ B3 = [l Find 3 Contact =
=] g & 2l s = ai ) ind a Contad
8 S x [ =5 8= 3 | =1 s &9' == ! £
e - —! - Li8 Addre s Bnnk
Mew  Mew Cuntacl  Mew Delete | E-mail Meeling  More | Butiness ... Card Phiong List P Pail Furward Shared | Caleyurize Fullowe Privale
Contact Group Items = b o Merge | Contact= tacts e Up~=
e Delete Communicate Current Wiew ctions Tags Tind
# My Contacts X
i R, Search Contafts iLirl+E| =) <
.l iContacts] =
- il
84 suggested Lontact Adams Chris Adams, Mane Alexson Linda Drown Lilly £ A
" i 0 b %
(| Chris Adams Mary Adams Linda Alexson ® Lilly Brown ? =
I FineCo WwoF
360 555 3214 Work 360.558. 5712 Home [555) 987 €542 Mobile z U
rhrs ai@admas.rom L3RI 554-55 51 vanrk Inca hmsnri. rom 1544 1245711 Hame el g
[555] 314-6571 Mubile vperalur@wtierethernel i
PO Box 887 [555) 321-6677 Home 12874 ¢ Ellingwood an s
Clinton WA 98236 Marp@rawhosis.org Langley Wik 98260 1 E
PO Box 12 = |
Ther, 5T 22554 K 2
& |
2
| 5 |
a8
Cruz Juan and Song Ciavidbloom, Mally Eliizon Maxine Evans Marlene m
Juan and Song Cruz Davidbloom, Melly Maxine Eliison Marlena Evans n ¥ ol
FineCo =
1555] 555-1234 Mobile 155%) 123-5555 Work Lontroller 1551 L23-F 111 Work o 2 |
(555) 654-3211 Hume [360) 551-3372 Hume marlyee@LhiisLiel q & |
1] Mhail cruzfam@whther.com davandmol@wheethen.net [555) 433-9911'Work =
[555) 553-11F7 Mahile r =
7 cabent PO Box 8722 maxedthere.com R
il Anywhere ST 22558 ] fl
&-| contacts &
uv
:Zl sk Fleld Montrose Johnson Jackson Marinez Mathew: Milingr, Debroan w
] MNotcs Montrose Fleld Jackzon Johnzon Mathew Marinez Millner, Debroah %
= CarsdFolic
p (550) 12-4567 Work Parts Manager [061) 942-3741 Mobile [061) 907-6540 Wark
| Folder List [551) 322 4477 Hame [861) 337-4173 Home [861) 123 4567 Mobile
. m.hieldivhereco.net 1551) 456- FEYLWWork matiwherein.net d.milineriwtherns.net
| 2] shortcuts jivhn@thatone.net
Iremg: 16 | | mg o tom% (=)
E= ¥ —_— —A

AN

Number of contact items

/

View buttons

To-Do bar minimized

Figure 4-1: The Contacts window, where you manage your contacts, displays current contact information for viewing, editing, or adding new ones.
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Outlook Contacts provides a satisfying alternative, helping you keep everything

straight and up-to-date, even information for acquaintances who don’t have e-mail.

You can create a new contact from within Outlook, from an e-mail message, from

an electronic business card, and even from a public folder. Figure 4-1 shows an

example of a list of contacts.

Managing Contacts




A name is all you need to save a contact. The New Contact window, shown
in Figure 4-2, however, also provides a flexible layout that can store an N

immense amount of information, which you can use later for professional

Main contact ribbon Electronic business card w
p——
S o Manette Colljns - Contact = M
| Contact Insert Farmat Text Review & e
= = —e N = " = 7 |
Save to | } i’ x hi‘: R [N“ 8=l mgactmiues B, &&= a5 @] i Y ?é'
Contact list | ==l = e = g3 certificates 5 3 FY N :
Save & Delete Save & Forward OneMote | |[General| Details __ = E-mail Meeting More | Address Check | Business Picure Categorize Follows Private Zoom
Close ey : 3 | EA” Fields - Book Mames Card 2 - Up~
Actlons Show Communlcate Mames Dptions Tags Zoom
Full Name... [Manztte Callins [ Manette Collins
[ < | Canter Industries
. . fomiaty: | Canterincusties | Hurman Resource Manager
Identification I Job title: |Human Resource Manager | > O— U'l
information | _ e [555] 123-6547 Work
File a5 |Collins, Manette - | (555) 321-7457 Home
= m.callins@canterlnet
e e e PR
[ E-mail... - |m.c0||in canterl.net Anmytown 5T 12355
Display as: | Manette Collins [m.collins@canterl.ne)
e e e
Web page address: | m
IM address: | Met a conference in Denver-great presentation on recruiting =
PRICIIE FUUTEEFS  ~rneneeesemmmmmmemeam e emmemememe e emme e e e ememam e e ememmmmem e enmm e em e
Blisifiass., = |L US| EERAF Also, works with A and CS on charity drive
i ot Home... v | |[555] 3217457 p
Communication | i |
information | Business Fax.. | ~ | [[5551123-5674
Mobile... - ~N
EHTEE B e e e e e e
Rusiness... - PO Box 155
Amytown 5T 12355
[¥] This is the mailing
address
(0]
@ See more about: Manette Collins. ° .
((o)
People pane (connect Enter notes, comments,
with social networks) and other information
Figure 4-2: The Contact window displays fields into which you can enter information for reaching a contact in a variety of ways.
-
(@)
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There is a significant distinction between the “Contacts
window” (plural) that lists the people in a Contacts list
(shown in Figure 4-1) and the “Contact window” (singular)
where you enter and edit a contact (shown in Figure 4-2).

[~ Mail

ﬁ Calendar
&] Contacts
=

:Sﬂ Tasks
J Motes
| Folder List
E Shortcuts
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and social purposes. The ribbon provides for data entry and control in five

different groups:

® Actions provide file management commands, including Save & Close, Delete, and
Save & New. Click the Save & New down arrow, and click Contact From The Same

Company to quickly add a new contact from the same company as the last entry you
made. You can also forward the contact information to a third party or to OneNote.

® Show commands include all information about your new contact:

® General contains basic information for identifying and getting in touch with the
person (shown in Figure 4-2).

® Details provides business and personal data.

® Activities, a search tool, lists Outlook items (e-mail messages, notes, tasks, and so
on) associated with the person.

® Certificates imports and maintains a contact’s digital ID. (See Chapter 3 for an
explanation of digital certificates.)

® All Fields lets you quickly look up the contents of a variety of fields completed for
that contact.

® Communicate commands give you tools to send an e-mail message to the new
contact, set up a meeting, send an instant message, telephone your new contact,
connect to the contact’'s Web site, assign him or her to a task, create a journal entry
about him or her, or see a map based on the contact’s address.

® Names commands let you display the entire Address Book as well as verify names
and e-mail addresses to ensure you have typed the information correctly.

® Options commands allow you to add or modify the contact’s electronic business card
and add a picture to your Contact dialog box.

® Tags commands let you categorize your contact with any one of six categories that
you can customize, create follow-up flags and reminders for this contact, and mark an
item as private.

® The Zoom command lets you zoom in on the data in the Notes section of your contact.

Add a New Contact

To add a new contact to Outlook 2010:

1. Open Outlook and choose Contacts from the Outlook View, if it is not already
selected.




2. On the Contacts Home tab, click New Contact.
—Or- N
Press CTRL+N.
—Or—
From anywhere in Outlook, press CTRL+SHIFT+C.
In any case, the Contact window opens.

3. If you don’t see the Contact window shown in Figure 4-2, in the Contact tab Show
group, click General. This opens a number of fields that allow you to enter basic contact
information. Use the TAB key to move through the fields, or click in the desired fields.

a. Full Name Click the button to enter separate fields for title, first, middle, and last
name; or type a full name in the text box. This is all that is required to create a contact.

b. Company Type the name of the company or organization with which the person
is affiliated.

(2]

. Job Title Type any title that you need to remember. 8

d. File As Click the down arrow beside the text box to select the combination of
name and company that will dictate its place in the Contacts window. You need to
enter the name and company first before you can access this information.

€. Internet fields allow you to enter: (o))

i. E-mail Click the down arrow to select up to three e-mail addresses to be
associated with the person. For each one, type an address in the text box.

\ ii. Display As Press TAB or drag to select the default display, and, if desired,
i ) type a new name. This is the field that determines how the person’s name will ~
appear in the To field in an e-mail message.

A quick way to create an e-mail message from the

Contacts window is to right-click the contact, select .
Create, and click E-mail. IV. IM Address Type the Internet mail address that the person uses for instant

V. messaging.

iii. Web Page Address Type the person’s URL.

f. Phone Numbers Click the down arrow beside each button to select among
19 number types, and then click the label button to enter detailed information about
it; or type the number in the text box.

J. Addresses Click the down arrow beside the button to select among three types
of addresses, and then click in the text box to enter detailed information; or type the
address in the text box. If you have more than one address for a contact, click This
Is The Mailing Address to specify the address to be used for mail.

h. Notes Type any comments or notes in the large text box.

0]}
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4. In the Contact tab Show group, click Details to display

the Detalil fields. Birthday: |Fri 1171372009 -
. ) B Anniversans:
a. Specific Office Information Complete the text 4 November2003
. . SuMo TuWe Th Fr Sa
fields as needed, such as department, manager’s 5 55 n S5 5
——— 1 b e L
name’ etC. & 0-antt 1SR 14
. . . 15 16 17 18 19 20 21
b. Personal Information Type information such w2 3 34 25 3% a7 28
as the person’s nickname, spouse’s name, and L el :
birthday, selecting from drop-down date boxes, as Todsy Hone
appropriate.

C. Internet Free-Busy Type an Internet address (Uniform Resource Locator, or
URL) that has information about the person’s schedule availability.

5. In the Contact tab Show group, click Activities, click the Show down arrow, and select
an area from which to list items related to the person. The search can take quite a
while before producing a list.

6. In the Contact tab Show group, click Certificates, and click Import to browse for the
person’s digital certificate. (See Chapter 3 for information about digital certificates.)
Click a certificate in the list, and click Properties to review details. Click Set As
Default to use the selected certificate by default.

7. In the Contact tab Show group, click All Fields, select a type of field from the drop-
down list, and review the contents of the associated fields.

8. In the Contact tab Actions group, click Save & Close when finished. If you need to
enter another contact, click Save & New to open a new Contact window.

ADD A CONTACT FROM THE SAME COMPANY

If you already have a contact for someone in a company and you want to add
another, Outlook helps you out by filling in the company information.

1. Open an existing contact from the company.

2. In the Contact tab Actions group, click the
Save & New down arrow. Click Contact File:
From Same Company. A new Contact | | B
window opens with the company data l'-i x hﬁ | =1

save & Delete |Save &!Forward

displayed. Close [ Mew=| -
ACt. % Save & Plew
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| Contact Insert Format Text R

General| Details

3. Fill in any other information, save the
contact, and close the window.

Full Mame..




Copy Contacts from E-mail

£ | cut N
By Copy When you copy an address in the From or Cc e-mail message fields, the Contact
B Past window opens with the name and e-mail address fields filled in.
R 1. Open an e-mail message you have received.
Add to Outlook Contacts 2. Right-click the name in the message window, and click Add To Outlook Contacts. Fill w

Fe

[8d Llook Up Qutlook Contact in any additional information you want.
Copect 3. Click Save & Close. The name and e-mail address are added to your contacts.

CREATE CONTACTS BY DRAGGING

Any Outlook item, like an e-mail message, turns into a contact if you drag

it onto the Contacts view bar in Outlook View. This is especially useful with
EDITING CONTACTS important e-mail messages whose senders you need in your contacts. The name
Once you have created a contact, you can change the and e-mail address go into their respective fields, and the important message
information as much as you want. Just open the contact displays in the Contact window Notes text box. The New Contact window (&)
and change or enter new information. The following tasks opens in back of the Mail window, and when it is saved, it closes automatically.
all begin with an open Contact window and end with
dlicking Save & Close. CREATE A CONTACT FROM AN ELECTRONIC BUSINESS CARD
ADD A PICTURE Electronic business cards pack contact information into a small, easy-to-share .
o insertlaniinage inta your lecionic bsmess card: package. If another Outlook user sends you an electronic business card attached
to an e-mail messa u can automatically create a new contact when you
1. In the Contact tab Options group, click Business 0 € essage, you ¢ 0 cally create ew contac enyo
Card to open the Edit Business Card dialog box. save the message.
2. Click Change in the Image field. 1. Open the e-mail message. ~
3. Locate the photo file on your computer, and 2. Double-click the electronic business card attachment (it should be a .vcf file). You might
double-click the image to select it. see a warning about only opening trustworthy attachments. If so, click Open if this is a
4. Click OK. business card you trust.
ot 3. The Add A Contact dialog box appears. You may modify the information. To save the ©
Lot [magetefe  v) Backyround: (3] contact, click Add Contact. If you do not want to save the information, click Cancel.
e D = Create a Contact Group
g | — Avoid entering the address for each member of an organization to which you ©
) send messages. Instead, create and name a contract group for the organization,
Continued . . .
—h
(@)
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g‘l 3
6 e - - m\fAdam; - Contact I_E;_EE
Contack Insert Format Text Review =1 0
o EDITING CONTACTS (Continued) ] i L _ I s
0 ﬁ’ 7 —“ EHE JJ shapes ~ @ Hyperink  EdTeasox+  ASoropcap+  TT Equation -
ADD A FILE : Contact Insert LT s | . Jt T ;a—l c[ B smarart | 4 Bookmark | 3 Quick Parts » (5 Date & Time | £2 Symbol v
- Aach utlook Dusiness Jlgllﬂ ure able ure p " -
0 —— Tag File  Mem  Card- - At il char Al wnrazst - ?ﬁ(]thﬂ‘ £= Hanzantal Ling
To place a copy of a photo, @ = &) | ;’T Include. L Tabies | mustations | unks symbols
documtlant, sp|.'ea.dsheet, or any A:::t”aech O;:t:;ok Bé::;e'ss Signature T fro— — m&mms
™ other kind of file in the contact: Company; FineCu pe
Job fitle; [260) 553-5571 Wiork
1. From the Contact window’s Insert tab Include T R T =l e keepdlitnads ,
group, click Attach File. The Insert File dialog box Intemet S
. 1 c-mail... = Mary@whosis.crg Ther. 3T 22554
will appear. = s
pp Display as! Mary Adams [Maryignwhnsic.nrg) Nikss o
2. Select the file you want to attach by double- Web page sddress: | =
clicking the file name. A link to the file is displayed st | E— B4 | L E 3
in the Notes section, as shown in Figure 4-3. Business.. - pewssiseTy Reclasies  “lggashoal - SScurc ol
- -fil Ul
3. Double-click the file to open it. BN - _
p [ Dusiness Max. =15 G55) 321-677E |i]
0 4. Reopen the Contact tab to save and close the | mebite.. .| |sssiotassnt Mccm-:. Ure  samppistif
contact. Nl Addresses :
I Business... - PO Hoe 12
ADD AN ITEM ' I ﬂ;ic: i the mailing [EESTREEESE ﬂ
address Map I
You can place a copy of an Outlook item (e-mail I e T,
message, task, appointment, and so on) in the contact. —
1. n th n nd in the Inser Incl Figure 4-3: Attach any type of file in your Contact window for easy reference.
Open the contact and in the Insert tab Include
group, click Outlook Item. The Insert ltem dialog o ) ) )
as shown in Figure 4-4. It will appear as an entry of its own in your Contacts
box appears y y
) Gl Ve e wE e e O wilh o list, so sending a message to the group will send a message to each member.
N~ contact. You may insert the item as: Review Chapter 3 to see how to send e-mail messages using a contact group.
® Text only 1. From the Contacts window, in the Home tab, select New Contact Group. The Contact
® An attachment Group window opens.
@ A shortcut to the item 2. Type a name for the group in the Name text box. In the ribbon’s Contact Group tab
(e o) 5 e e el Al G17 Members group, click Add Members to choose the location of the members you want
' ' i to include.

3. Click From Outlook Contacts or Address Book to choose names.

4. Click New E-mail Contact to enter a name and e-mail address. The Add New Member
dialog box appears.

(o))
U RS D O U ® Click Add To Contacts if you want to include the name in your regular Contacts list.
Add Members dialog box, hold down the CTRL key as you ) ) ] ] ]
click each name you want to include. ® Clear the Add To Contacts check box if you only want this name included with this
4 contact group.
o
-
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= = IERTIN " Community Board - Contact Group [E=SEEE = ® Click OK to close the Add New Member dialog box.
| Fife | Contact Group Insert Format Text Review o 0 . I\)
A . N = 3 c Add New Member " M
Fo B (e ‘]: [ Q@ i A Ej Categorize - .L L f
X & @ & &@ S o K —
Save & Delete Forward |Members Motes Add Remove Update  E-mail Meeting Zoom % Display name: Raymond Zyclo
Close  Group Group ™ | | Members = Member  Mow &j Private %
Actions Show Iembers Communicate Tags Zoom E-mail address: | ray.zy@there.com
Name: [CommuniyBoard E—— = = B Emaltype:  |SMTP w
) Mame & E-mail : 3 7
|85 Cruz Juan and Song (cruzfam@whther,com) R T Internet Format: | Let Outlook decide the best sending format E
18] Davidbloom Molly [davandmol@wheethen.net] davandmol@wheethen.net [¥] add to Contacts
18] Debroah Millner [d.millner@theris.net] d.millner@theris.net o
8] Cvans Marlene [markyee @thiiscnet) marlyee@thiiscnet [ ok ] [ e ]
18] Field Montrose [m.field@hereco.net] m.field@hereco.net
18] Marinez Mathew [mat@wherein.net] mat@wherein.net
8] Raymond Zyclo ray.zZy@there.com
5. You may add notes to your group. In the Contact Group
tab Show group, click Notes to display the Notes window.
Figure 4-4: Contact groups make it easy to send a message to every member of your Type any notes that pertain to this contact group.
organization.
6. In the Contact Group tab Actions group, click Save & o
Close to save your new list.
Remove a Name from a Contact Group
You can count on change affecting the people in your list. To keep your .
messages going to the right places, you can add or remove members and update
When you send e-mail to a contact group, you don't have current information directly from your contacts.
to let the members see who’s on it—enter the name of 1. To remove a name, open the Contact window, and locate the contact group. Double-
the list into the Bec field. To display the Bcc field from the click the list to open it.
e-mail message window, in the Options tab Show Fields ) ) ) ) ~
group, select Bee 2. In the Contact Group tab Show group, click Members to display the list of members, if
' y it isn’'t already displayed.
3. Click the member name you want to remove. In the Members group, click Remove
Member. The name is removed from your contact group. This does not remove the ©
name from your Contacts list, only from the contact group.
4. In the Actions group, click Save & Close to save your changes.
You can create a new contact group from anywhere @ &r |
in Outlook 2010. Press CTRL+SHIFT+L to open a new |Membets| Motss ©
Contact Group window. e
—h
(@)
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o Use Contacts

Once you enter a contact, you can do a lot with it besides fill in e-mail addresses
quickly and accurately—though that alone makes it worth far more than any
effort involved. You can share contact information, sort contacts, flag them for

™ future action, use an automated telephone dialer built into the contact, and even
create a Postal Service letter using the contact.

Add Contacts to E-mail

The information you have for a contact may be useful to someone else. Whether

it’s a business associate or a relative, sharing the information by way of e-mail
prevents typos, copying errors, and tedium. You can send the contact as an
item—both in text and as an attachment—or as an electronic business card,

o) which you can send to other Outlook users, or you can send a vCard (.vcf file)
to those who don’t use Outlook. No matter how you send it, the recipient treats
the contact like any other attached file.

ADD A CONTACT TO E-MAIL

© . .
You can include an Outlook contact as an attachment to an e-mail message, as
plain text, or as an electronic business card.
Insert Item S| . . . .
To include a contact with your e-mail as an attachment or as plain text:
Look in:
N~ « % Outiook DataFile - oK 1. In the e-mail message window, in the Message tab @ 8 iT
tj I[;‘r::; ‘E [ concsl | Include group, click the Attach ltem down arrow. Aftach Attach Signature
. . File 'Tem™ ot
e £ I A menu is displayed. Include
& Deleted Ttems ) Test arly ) . .
B Calendar s 2. Click Outlook Item. The Insert Item dialog box will appear.
e acnmen
85 Contact = .
] Bl Contact . 3. Under Look In, click Contacts and under Items, select the contact you
Lkems: want to include.
[ || Filed &5/ |Job Title | Compary -
B3 Adams, Chiis K 4. Click Attachment to send the information as an attachment.
Ea_l Adams, Mary Fineta 3 o
&= Alexson, Linda Contraller FineCo == —or=
oy ﬁ Er°the'tL?lT' Raloh Click Text Only to send the information as plain text. All of the contact’s
] roven, Lilly . . . K .
89 Calliope, Brorwyn information will appear in the body of the e-mail message.
e Collins, Manette Human Resource Man... Canter Industries . .
_—]. T - & 5. Click OK to close the Insert ltem dialog box.
o
—
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Tnsert Business Card 5  To include a contact as an electronic business card:
Lookin: |Contacts & 1. In the e-mail message window, in the Insert tab Include group, click Attach Item.
[ || Filed &5/ | lob Title | Company - ) ;
& (% 2. From the drop-down menu, click Business Card.
Bdl _icansichrs , L 3. Click Other Business Cards to display the Insert Business Card dialog box.
M Adams, Mary FineCo
ﬁ SlEnmlinna 4. Click the contact name you want to include. The electronic business card will appear in w
8=  Brown Lilly . . .
&= Collins Manette Hurnan Resourc.,  Canter Industries the bOdy of the e-mail message as seen In Flgure 4-5.
%5 Cruzluanand Song . .
= ——— £ 5. Click OK to close the dialog box.
HoshossCard Re ne sl = ' If you choose to send your contact as an electronic business card, the way your
Mary Ad . . . .
et st e-mail recipient sees it depends on his or her computer system.
S ® |f your recipient uses Outlook 2010, she will see the card exactly as you see it, with all
S of its graphics and color. She may save the information on the card by right-clicking it
M and saving it to her Contacts list.
® |f the recipient uses an e-mail application that views e-mail as HTML (HyperText (é)
Markup Language), he will see the electronic business card as an image. The same
[ o ][ conel recipient receives the information in the form of a .vcf file that is attached to the e-mail.

He can save the contact information to his Address Book from that .vcf file.

Figure 4-5: You can insert any business card in your ° . . . . . .
Contacts list into an e-mail message. If the recipient uses a plain-text e-mail viewer, she will not see the graphic electronic

business card. Instead, the recipient will receive an attached .vcf file from which the o
information can be saved.
SEND A CONTACT GROUP
‘ You can send a contact group through e-mail. -
el 7 10 s ) € LSSt alasu Greiiig & Ui 1. Open the Contacts window, and locate and select the contact group you want to send.
electronic business cards.
y 2. Press CTRL+F. This opens an e-mail message window. The contact group appears as
an attachment.
3. Create and send the message as usual. [e'e)
Arrange Contacts
You can select multiple contacts using the keyboard You probably create contacts for different reasons, to serve various purposes,
and mouse. Hold down CTRL while you click all desired . . . .
) , , with some more important than others. Therefore, Outlook provides different ©
contacts. Or hold down SHIFT while you click the first ]
contact in a sequence, and then click the last contact. ways for you to organize and look at them.
4
—h
o
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CATEGORIZE YOUR CONTACT GROUP
AN WORKING WITH COLOR If you use color categories to organize Outlook 2010, you can easily assign one
CATEGORIES or more to your contact group. See the “Working with Color ., ..,
Outlook 2010 color categories give you a way to Categories” QuickSteps for further information. B3 Duik Print
organize your contacts and other items. You can assign i Gl Forward Contact »
: : 1. To assign one color category to your contact group, open the 3
™ a color category not just to a contact, but also to e-malil i } iehis N
. Contacts window, and locate the contact group. Double-click the i
messages, calendar items, and so forth. There are ] . R call »
. . ) list to open it. 5
25 colors you can use to designate a category, including RE 5
the 6 standard colors that are displayed. Only the 10 2. In the Contact Group tab Tags group, click Categorize to display V¥ Followlp v
most recently viewed color categories are displayed the Categorize menu. 23 Move »
on the Categorize menu, but you can see the rest by 3. Click the category you want. The category is displayed above the ' & cnenote
clicking All Categories in the Categorize menu. name of your contact group. The menu closes automatically. % | Delete
CREATE A NEW COLOR CATEGORY 4. To assign more than one color category, follow steps 1-3, except
To create a new color category: click All Categories at the bottom of the Categorize menu. The Color Categories
{e} 1. In the Contacts ribbon Home tab Tags group, click dialog box appears.
Categories. 5. Click the check boxes for the categories you want.
2. Click All Categories to display the Color 6. Click OK to close the dialog box and return to your contact group. All of the color
Categories dialog box. categories you chose appear above the name of your contact group.
(o] 3. Click New. The Add New Category dialog box 7. In the Contact group tab Actions group, click Save & Close to close the Contact group
appears. window.
a. Enter the name you want for this category. CATEGORIZE MULTIPLE CONTACTS
b. Click the Color down arrow, and click a color After you have created a number of contacts, you might want to group them
N~ from the palette. You can use any of the into their respective categories.
25 colors.
) i 1. In the Contacts window, select the contacts you wish to place in a specific category.
c. Click the Shortcut Key down arrow, and click _ _
a keyboard shortcut. You have 11 choices of 2. Right-click any of the selected contacts to open a menu.
o keyboard shortcut keys. Add New Category i 3. Click Categorize and select the color category into which you want them
d. Choose one of the keyboard grouped.
: [clRipz =) . .
shortcuts displayed, or leave shotoit ket \EIRFRes) 4. The menu closes automatically, and the color category is added to your
the default selection (None). tancel | contact grouping.
e. Click OK to complete the process and close
o the Color Categories dialog box.
Continued . . .
o
-

86 Microsoft Office Outlook 2010 QuickSteps Managing Contacts




—

1(\{3
9

6

WORKING WITH COLOR
CATEGORIES (Continued)

RENAME A COLOR CATEGORY
To rename an existing color category:

1. Open the Color Categories dialog box, as described
in the previous section, or by clicking Categorize on
the ribbon and clicking All Categories.

2. Select the category and click Rename.

3. Type a new name for this category in the text box
that is now selected.

4. Press ENTER to complete the process.
5. Click OK to close the Color Categories dialog box.
DELETE A COLOR CATEGORY
To delete an existing color category:

1. Open the Color Categories dialog box in either of
the two ways described previously.

2. Select the category and click Delete.

3. A warning message will appear, informing you
that deleting the category removes it from your list
but does not affect previously categorized items.

4. Click Yes to delete the category, or click No to
leave it on the list.

CHANGE THE VIEW OF CONTACTS

Just as you can select and customize the view of other parts of Outlook, you can
choose from four standard views of the Contacts window, and you can change
the view to suit your needs.

8 <

Card Fhone

Business €.

Current Wigwn

® Business Cards shows the electronic business cards for each contact.

® Cards shows names, e-mail addresses, phone numbers, mailing addresses, and notes
for the contact.

® Phone List gives each contact one line in a table, with telephone and fax numbers
displayed, as seen in Figure 4-6.

® List displays each contact on one line in the same manner as Phone List. However,
the contact’s e-mail address is displayed first.

Manage Your Contact Views

It's easy to try the various views to
find which one works best for you and =)

. . Busi G Card Ph
then to customize that view. sl 5 S

Manage Wiews..,

1. From the Contacts window Home tab,
click the More button on the lower-right
area of the Current View group.

Save Current Wiew A3 a Mew Wiew..,

Apply Current Wiew to Other Contact Folders..,

Linda Alexson
Lilly Browen
Manette Collins Canter Industries

Community Board

Juan and Song Cruz

[ @ Full Mame Comparny File &s =
Click here to add a new ...
Chris Adams Adams Chris
Kary Adams Fine(n Adams, hMaryg

Alexson Linda
Brown Lilly

Collins Manette
Community Board
Cruz Juan and Song

Business Phone Business Fax Home Phone Maobile Phone E-miail Journal | Categories %
;|
360-555-3214 360-555-1435 chris.ai@admas.com o
[%AN) 553-5571 [555] 3M1-ATTH [S55) 371-RETT [555) 9144571 Mans@whnsis.org I
360-555-5712 linda@homwork.com (P
[555) 123-5711 [555) 957-6542 operator@wherethen.net [
[555] 123-6547 [555) 123-5674 [555) 321-7457 m.collins@ canterLnet O
O [[] Personal Errands/Tasks,...
(555) 654-3211 [555) 555-1234 cruzfam@uwhther.com O

Figure 4-6: Displaying Outlook Contacts in Phone List view gives quick access to both work and home phone numbers.
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Manage All Views - - -— e S| —Or— Create a New View o)
AN Wieds IORToleCon ot s : , From the Contacts window’s View tab, click Hape ol et ey
Wiew Mame Can Be Used On Wiew Type Mew... | | Mew view
<Crrert view settings | All Corlact folders | Table Change Views in the Current View group. R
Business Card All Contact Folders Business Card I Copy... | el
card All Cortact foiders [ Card . 2. In either case, choose Manage Views from the E‘n'féﬁne
Phong All Contact Folders Table Hodify... | . . . Card
i Aot fdders— |Tane context menu that displays. This will open the s e

Rename. ..

o™ Manage All Views dialog box, seen in Figure 4-7.
Resst |
CREATE A NEW VIEW

Davyweek/Maonth
Icon

Deserpboi If none of the preset views meet your needs, Conbensedion
Fields: File &s, Full Name, Last Mame, E-mail, Home Phone, Mobile Phone, . () This folder, visible to everyone
you can create a new view. (7 This Falder, visible only to me
Group By: Mone =
. . i @ All Contact folders

Sort: Last Hame {ascending) 1. Inthe Manage All Views dialog box, click New.

. . o]4 Lt |
o off The Create A New View dialog box appears. [ | [ conce

Bl T 2. Type a name for your new view.

aply View 3. Select the type of view you want. There are several from which you can choose.
(o]

Close |

. i . ® Table displays your information in a list, such as the Phone or List views.
Figure 4-7: Use the Manage All Views dialog box to
customize the way you view your contacts. (]

Timeline displays your contacts in a timeline format, showing the contact name on
the date you added the contact. For example, you might have added a new contact
at the last company conference, but you don’t remember the person’s name. Use a
timeline view to see the names you added around the date of the conference.

® Card view displays your contacts with all of the information entered for each contact.

® Business Card view displays only that information shown on a business card, such
as name, address and phone numbers.

® Day/Week/Month views show the same information as the Timeline view, but in a
calendar grid with the Task pane visible.

® |con view shows each contact as a small icon in your Contact window.

BE= E5

dams, Mary  Alexson Charles, Collins
Linda Catzmer harette

E=E

Cruz Juan Evans Field
and Song Marlene Mantrose

= 2
Hightower, lohnson MNeighbaorh..,
Tom Jackson

Browwn Lilly

i

Comrnunity

Board
(o))

Eliison
haxine

Davidbloarm,
Mally

Marinez
hathew

rmary, brown tillner,

Debroah
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4. Click OK. The Advanced View Settings dialog box appears for your new view.

. N
Advanced View Settings: New view i)
Descripkion
Show Columns M :
Icon, Attachment, Flag Status, Full Mame, Company, File s,
i i i 2 —————
Mazximum number of lines in compact mode lz‘ Groun By i
Select available columns From: w
Frequently-used fields Iz‘ File A {ascending)
Available columns: Show these columns in this order: Filer. . off
Ass!stant‘s Phone - Icon -
s M=y
Business Phone 2 = PR Full Mame e —————
Callback, | Company Conditional Formatting... | User defined Fonts on each message
Car Phone v File: s
Eompany Main Phene COI.!ntry,l'Reglon Specify the display formats For each Field
| Contacks Business Phone
HE Business Fax
Home Phone .
Flag Completed Date | Mobile Phone RessE izt ien) [ 25 ] I fEaiicel ]
Fallow Up Flag E-mnail
Home Address Journal ] O
bt Bas etones 5. Each element on the Advanced View Settings dialog box has its own dialog box.
B Lelge R G AR You click a button to edit each element of the view. The availability of each element
ok | [ caneal | depends on the view type you chose in Manage All Views.
® Columns displays available fields on the left side of the Show Columns dialog box
and fields that are actually used on the right. The fields displayed on the right are in o))
Bt Coliis [ the order in which they appear in the view you selected.
Available Filds ® Group By allows you to choose how your items are grouped.
Format: Icon lz‘
L [l | Cabel: pr— ® Sort alphabetically orders the contents. If Group By is also used, Sort will provide a
File As | secondary ordering within the groups. ~
CoL!ntry,l’Region =] ) = o
B ehies hane | ‘ it S peche e 00 ® Filter lets you filter by words, categories, and other advanced options.
Best fit
Home Phone . .
Mobile Phone el | [ : ® Other Settings control how the data looks, such as the font style and size.
Esmal Alignment: Left (@) Center Right
|Jaurnal = ' : @ Conditional Formatting lets you set rules for the selected view.
[ o ][ cancel | ® Format Columns lets you change the format and labels of columns within a view. o)
6. Make your selections for each element, and click OK to close the dialog box. When
you have completed your selections, click OK at the Advanced View Settings dialog
‘—/ | 'Q"J = & box to return to the Manage All Views dialog box.
[ mvatewe | Business .. Py Bl otie - 7. Click OK to save your new view. Your new view will appear on the list of available ©
: views.
Current Wigw
—h
(@)
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MODIFY A VIEW
You can modify an existing view to meet your needs.
1. Open the Manage Views dialog box as described earlier. Select an existing view, and
click Modify. The Advanced View Settings dialog box appears.
2. Follow steps 5-7 in “Create a New View.”
3. Click OK as required to close the dialog boxes.
RESET A VIEW
If you have made changes to an existing view, you can reset that view to its
original settings.
1. Open the Manage Views dialog box as described in “Manage Your Contact Views”
earlier in this chapter.
2. Select the view you modified. Click the Reset button.

3. A warning appears asking if you are sure you want to restore the view to its original
settings. Click Yes to restore the original settings.

SORT CONTACTS BY FIELDS OR COLUMNS
When you work with either the Phone or List view, you can change how your
contact information displays from the list without using the Manage All Views
dialog box.
1. From your Outlook window, click Contacts in the Outlook View. Your Contacts list
displays in the Contacts window.

2. In the Contacts window, click the column name by which you want to sort. A small
arrow appears to the right of the column you selected.  Lastmame [l

3. The default is to sort by ascending sequence—lowest number to highest number
and then by A to Z. Click the column name a second time to reverse the sort order in
descending sequence from highest number to lowest number and then by Z to A.

CHOOSE OTHER SORTING OPTIONS
You can arrange your list views in other ways as well.
1. Open Outlook Contacts and click the View tab. Go to the Arrangement group.
® Click Date to arrange your list by the date the contact was entered.

® Click Company to sort your list by company name. Any contacts that do not include
a company name appear at the top of the list.
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M %<6

Arrange By

Reverse Sork

Field Chooser
Bemaowe This Column
Group By This Field
Group by Box

Wiew Settings..

Date
Categories
LCompany
Location

Showe in Groups

Lgg Wiew Settings.

® Click Categories to organize your list by category. Again, any contacts without a
category are shown at the top.

® Click Location to organize the list by geographic location.

® Click the More arrow at the lower-right area of the Arrange group to open a context
menu. From this menu, click Show In Groups to organize the contacts by groups.

® Click Reverse Sort to sort the column in Z—A order rather than the default A—Z.
® Click Add Column to open the Show Columns dialog box and add columns to your list.

2. To move one column to another location on your list, click the column name you want
to change, hold down your left mouse key and drag it to its new location. Red arrows
above and below the column names indicate where the dragged column will be
inserted.

First Mame

3. Right-click any column heading to see a context menu.

® Click Arrange By to open an additional context menu that allows you to specify
how the column is sorted.

Click Reverse Sort to sort from Z-A.
Click Field Chooser to add fields (columns) to this list view.
Click Remove This Column to delete the current column from this list.

Click Group By This Field to group this list by the selected column.

Click Group By Box to open a box above the column headers. Then drag a column
header into the box in order to sort the contacts by that column.

® Click View Settings to open the Advanced View Settings dialog box.

Find a Contact

While you may use the Address Book that appears in the new message window
for e-mail messages, you need to know how to find a contact for the other
information it contains. The method you use will probably depend on how
many contacts you have and the views you use. As with your e-mail items, the
number of contacts you have in your Contacts folder is displayed on the lower-
left corner of the Contacts window.
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USE THE SCROLL BAR

N If you have fewer than 50 contacts, scrolling will probably work just fine. When
you use the Business Card view, the contacts move vertically when you drag
the scroll button or click the scroll bar or scroll arrows. The Card view uses a
horizontal scroll bar, which works in the same way as the vertical scroll bar.

USE THE SEARCH TOOL

With the Search tool, you don't have to know the contact’s whole name to start
sifting through your contacts. This can be useful when you work with hundreds
of contacts.

® Click in the Search Contacts text box above the column headers. Type as much of the
name as needed to get the contact you want, and press ENTER. If there are several
contacts with that name, the Choose Contact dialog box will appear. Double-click the
contact you want to open that person’s Contact window.

Search Contacts [Ctri+E] 0

® You can use the Search Contacts box to search for any information that is included in
your Contacts list. For example, to find all of your contacts in a certain city:

© 1. Click in the Search Contacts box at the top of the Contacts list.
2. Type in the name of the city.

cd 3. All of the contacts that meet the criteria you typed will immediately display without
£f; you needing to press ENTER.

4. Click X to clear the search.
USE THE ALPHABETIC INDEX TO FIND A CONTACT

e

If you have a hundred or more contacts and the current view is one of the card

views, you'll find the alphabet bar handy. The alphabet bar searches by the File

As name. To use the alphabet bar:

1. In the Contacts window, click a letter button on the alphabet bar to display the first
name in your list beginning with that letter.

(o)) - 2. Use either the horizontal or vertical scroll bar (depending on the view you are in) to
5 scroll to the name you want to use.

10
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USE FIND A CONTACT
The Find tool, located in the Contacts window Home tab Find group, is another N

useful way of locating a contact.

@ (Click in the Find A Contact text box in Outlook View, and type the name you want.
A small text box of possible matches will be displayed. Double-click the one you want.
Find A Contact is also available on the title bar next to the Quick Access toolbar. w

® Click Address Book in the Find group. The Address Book: Contacts window appears
as search box.

1. Choose whether you want to search using the name only or more Fifieha Gorbait-»

columns. Enter the name you want, and click Go. In the results, [l Address Book
scroll to find the name, and double-click to open that person’s
Contact window. Find

2. Click Advanced Find to open the Find dialog box. From this dialog box, type any
part of the name you want to find, and click OK.

Print Contact Information

Outlook lets you print contacts to fit a variety of standard organizers, as well as
a standard list. o
1. Sort your contacts, as described in “Arrange Contacts” earlier in this chapter, so that

you print only the group you want in the order you want.

2. Click the File tab, and click Print. The Print Settings dialog box appears, as seen in
Figure 4-8. ~

3. Click the Printer down arrow to choose the printer you want to use.

4. Click Print Options to open the Print dialog box. Choose the print style in which you
want to print. Not all options are available in every view. The options are:

® Card Style prints your selected items on the selected paper size, grouped with o
each contact immediately following the one before it.

Small Booklet Style prints your list in a ¥%s-sheet booklet format.

Medium Booklet Style prints in a %4-sheet booklet format.

°
°
® Table Style prints each chosen record in a columnar style. ©
® Memo Style prints only one contact.

°

Phone Directory Style prints on an 82 x 11-inch sheet of paper.

0]}
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Bl =5 9 Contacts - Qutlook Data File - Microsoft Outlook |_EM
| File Home Send / Receive Folder e Add-Ins (7]
R Sawe Ay
- Print
“'Efg Specify how you want the item to be printed and
then click Print.
Info Print
Pl Mares. Loy Adaws
- LasT Mamsa. Ao we
A AGT Mams. Uy
Open i g Fuora
P Printer ity
PR — o e 11
i y Tug., 57 22854
Print 4 . Bruther HL-4070CDW
- Budnass (260} 553- 5571
= Ready Hama (555} 221-6677
- Mk, (555 L4571
Help g&PrintOptions Buginss Fax (8555 221-6775
] Opti .
) options Settings
B3 Ext
Table Style
| lema Style
!
1 afl =&

Figure 4-8: You may print your contacts in several styles, depending on the view you are using.

Microsoft Office Outlook 2010 QuickSteps

5. Click Copies to tell Outiook how many copies to print and so forth, as shown in Figure 4-9.
6. Click Page Setup to open the Page Setup dialog box for the style you have chosen.
a. Click the Format tab to:
® See a preview of how your list will look when it is printed
® Choose how the sections will print
® Set the number of columns and any blank forms to be printed at the end of the list

® Set the font face and size for both the headings and the body of your list, as well
as choose to have gray shading to make the list easier to read

Managing Contacts




Pt 28— b. Click the Paper tab to:
Printer ® Select the paper size. The default is letter-size paper, 8%2 x 11 inches. N
::“;3: i =] (LProportis | ® Set the margins for your printed list
atus:
gt iz et e ® Define the orientation: Portrait or Landscape
‘Where: | Prink ko file
Somment: ® Define what paper tray on your printer to use
Print style Copies w
— 2| (Eas T Frp— C. Click Header/Footer to:
= iE Number of copies: |1 -l ® Create a header and set its font
5| Small Booklet Style B | [ collate copies

Shes.. ® Create a footer and set its font

Mediumn Booklet Sty _ il
EEEE'EE[ ® Delete the page number that appears on each page of your list by default by

P,
__:_g:"ram clicking the center Footer box, highlighting [Page #], and pressing DELETE.
B s d. Click OK to close the Page Setup dialog box and return to the Print Options dialog
Type page numbers andfor page ranges separated by
commas counting from the start of the item. For box.
example, type 1, 3 or 5-12,
P_rint felod Define Print Styles [ﬁﬂ o
@ allitems
() Only selected ikems Print stylas:
= DE Card Style ﬂ]
[ et | [ ereview | [ cancel | B small Boskist style [ e o
Medium Booklet Skyle e
Figure 4-9: Use Print Options to tell Outlook where to print d s
your contact list and which style to use. Mema Style
Fhone Directory Style
LS 4 \l
7. Click Define Styles to make any changes to your selected print style.
a. Click Edit to make changes.
b. Click Close when you have completed your changes.
(00)
8. Click Page Range to select which pages to print.
9. Click Print Range to select the items you want to print.
10. Select the number of pages and copies you want to print.
11. Click Preview to see how your list will look when printed. ©
12. When you are satisfied with all of the settings, click Print to print your page.
—h
(@)
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PRINT A SINGLE CONTACT
(9 1. From the Contacts window, double-click a contact to open the Contact window.

2. Click the File tab, and choose Print to open the Print Settings dialog box.

3. Click the Printer down arrow to choose a printer, and click Print Options to review the
settings. Make any changes you want, and click Print to print the information.

0') _O r—

On the Print Options dialog box, click Preview if you want to see how the information
will look when printed.

4. From the Print view, click Print to print the information.

Phone a Contact

If your computer has a modem and is connected to a phone line, you can have
Outlook dial your contacts. If you have to dial up to connect to the Internet or

o use e-mail, then the modem is probably set up for automatic phone dialing.
(Many new computers do not have a modem.) Give it a try and find out.
1. Make sure you are not online if you have &3 (8] @@ & -
. you ot y gu| M & E =i
a dlal'up connection. Mare Address Check | Business Picture | Categorize
((e] . . i Book Mames Card : x
2. In the Contacts window, double-click a —— ] ) :
& call r Business: (360) 553-5571
contact for whom you have entered a B | wenpa Home: (§55] 3246677
phone number. From the Contact tab B mssign Task Mabile: (555 8146571
_ Communicate group, click the More down 8 Journal Entry Business Faw (555 3216776
N~ & New Call S arrow. B Mepr Redial
Lieib=g 3. Click Call. The list of telephone numbers _ speed Dial
Contact: | Johnsan, Jackson [=] for this contact is displayed. | R | Mew Call..
; |(360) 555-5444 . . .
Bl (_ : o] (coinapropenes 4. Click a phone number. The New Call dialog box appears with the selected phone
|| create new Journal Entry when starting new cal . .
o0 L number in the Number field.
Call status:  ©n hook
- = : 5. Click Start Call to dial the number. The Call Status dialog box appears. You are
End Call [ Dialing Options. .. ] [ Close I K . . .
directed to lift the receiver and click Talk.
6. A message appears if Outlook cannot locate a dial tone. Click OK to close the
o)) message box.
7. When you are finished with your call, hang up, click End Call, and click Close.
o
-
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Dialing Cptions

2ethings for speed dialng

Mame Phone number
Bronwyn Calliope 360 555 1138 =]
Mame Mumber
: Delete
Zhatles Catzmer {5551 551-1234 | OREicEE |
Bronwyn Calliops (3600 555-1438

Settings For phone number formatting and dialing
| Automatically add counkry/region code ko local phone numbers

Dialing Properties, ., |

Connect using line

Line Properties. ..

[ OK [ Cancel

Click the Create New Journal Entry When Starting A
New Call check box in the New Call dialog box if you
want Outlook to time the call while you type notes. When
you are finished, in the Journal Entry tab Actions group,
click Save & Close.

Addresses
Business... - 1 Microsoft Way ;
. |Redmand Vs 93052 Ltﬁ

Map It

If you have not used the 3D feature before, you are ‘

prompted to download and run the Bing Maps 3D Installer.
»y

™% USE SPEED DIALING

For faster connections, there’s speed dialing. Of course, you first need to enter
the numbers.

. From your Contacts window, double-click any contact to open the Contact window.

. In the Contact tab Communicate group, click More and then click Call.

. In the New Call dialog box, click Dialing Options to open the Dialing Options dialog box.
. Type a name and phone number in the text boxes.

. Click Add to add this number to the speed dialing settings.

. Enter any additional information required.

. Click OK and click Close.

O NO G A WN =

. To place a speed dial call, in the Communicate group, click the More down arrow. From
the context menu that appears, click the Call arrow to display the Call submenu.

©

. Click Speed Dial and choose a number. The New Call dialog box appears.

Tags Zoam

Redial 3
Speed Dial » Charles Catzmer: (555) 551-1234

&, Mew Call.

10. Proceed as described earlier in “Phone a Contact”

See a Map for a Contact’s Address

If you have an Internet connection, you can use Outlook 2010 to obtain a map
and get directions to an address you have recorded in your list of contacts. To
see a map:

1. Open the Contact window for your selected contact.

2. Click the Addresses down arrow, and select the address you want from the menu that
appears.

. Click Map It to the right of the Address field.

H W

. A map displays, as seen in Figure 4-10.

5. By default, the map is displayed in two dimensions. On the top edge of the map, click
3D to see the map in a three-dimensional format.

6. Click Road to view the map as a standard road map.
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NE 44ih Gt

N,
G“Sm Ct

162nd Ave NE

1 Microsoft Way,
Redmond, WA 98052-
8300

Search for Businesses, People, User Contributions

L Bird's eye
Mure delailed phulu rmap

rosoft "
2 g5 w
Directions « 1-click - Save - Send '_g . ;
E <
Popular categories g . -r §h
i Mk:msoﬂﬂ 2 v
Apartments & Buiding 16,8 Microsoft T
Banks NEIBhS  NEd%M S B:&:;—:;h 3\:‘\
Taverns, Bars & Cockiail Lounges : i 5
New & Used Car Dealers ] g .
L8 |¥ Mi ft
Child Care Services ' NE 299, . / J.Mr’“m" Buikdeg 6 &
Florists st ‘ v a f. K x 4
Icl'm
Hotels & Motels y ’ ' s I
Movie Theaters £ ‘ o M M

Figure 4-10: Using the Internet, the Outlook 2010 Map It utility can create a map for any address in your Contacts list.

7. Click Aerial to open a menu with two choices.
® Click Aerial to see a satellite photo of this address.
® Click Bird’s Eye for details that you might see if you were flying over the address.

8. Click Close to close the map and return to your Contact window.

GET DRIVING DIRECTIONS TO A CONTACT’S LOCATION

On the map of the location:

1. On the left navigational pane, click Directions. Type the address from which you want
to start into the A field. The B field displays your contact address.

2. Click Shortest Time, Shortest Distance, or Get A Route Based On Traffic,
depending on which option you want.

3. Click Miles or Km.

=

. If you choose not to save your destination history, clear the Destination History check box.

5. Click Get Directions. A driving map appears with the driving directions on the left side
of the map.
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QUICKFACTS
6. Click the Print icon at the bottom of the driving directions to open the Print Settings

USING KEYBOARD SHORTCUTS dialog box. N
WITH CONTACTS

. . Map and text | Map only | Text only - i [
To save time in Outlook 2010, you can use keyboard ¢ I gl ! & Print @ Help
shortcuts. A keyboard shortcut usually requires that Bing Maps Type your route notes here P
hold d K dth h (up to 120 characters).
you hold down one or two keys and then press another. A Space Needle, WA o
Some of the most popular contact-related shortcuts in B 1 Microsoft Way, Redmond, WA 930528300
Outlook are shown in the following table. Route: 13.0 mi, 19 min

w| FREE! Usw= Bing 411 Lo lind nnuvies,
Ul businesses &% more: 800-BING-411

SHORTCUT ACTION PERFORMED
CTRL+N Creates a new contact from P Fpzcs Hinedle, I ASss e
anywhere in Contacts
1. Depart from Space Neeadle, WA 0.0 mi
CTRL+SHIFT+C | Creates a new contact from |
anywhere else in Outlook ¢= 2. Turn left onto Broad St 0.1 i
2010 :
q 3. Bear laft onto Sth Ave N 0.3 mi
CTRL+D Deletes a contact from any | o
view =) 4. Turnright onto Mercer St 06 mi
CTRL+1 Switches to your Mail folder Ky 5. Take ramp left and follow signs for 15 North 13mi
CTRL+2 Switches to your Calendar -
folder ? B. At exit 1688, take ramp right for SR-$520 East toward Bellevue / Kirkland 98 mi
CTRL+3 Switches to your Contacts o
folder from anywhere else ® Click Map And Text to print both.
in Outlook ® Click Map Only to print just the map.
CTRL+4 Switches to your Tasks folder ® Click Text Only to print just the driving directions.
LAl Cregtes a ngw e gro_up ® Click Print to open the Print dialog box. Choose the printer you want to use, and ~
(Inside a mail message, this click Print
shortcut produces a bullet) ’
7. Click Close twice to close the map and return to Outlook.
Create a Mail-Merged E-mail o0

From time to time, you might want to send a personalized message to several
different contacts. You can use the Outlook Mail Merge feature, which works

Y with Microsoft Word, to easily accomplish this task.

| ((o)
;m Ml 1. Open any Contacts view, and select the contacts you want to receive the e-mail.
» Merge . . . .
i 2. From the Home tab, click Mail Merge in the Actions group.
3. The Mail Merge Contacts dialog box appears, as seen in Figure 4-11.
—
(@)
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To filker contacts or ko change the columns in the current view, on the Wiew tab, point to Current Wiew,
and then choose a command.
Dacument file —

@ Mew document

Contack data file

To save this contact data For future use or reference, specify a file name.,

Merge options -
Document type: Merge ta:
Form Letters Iz‘ Mew Document lz‘

(7 Existing document:

[¥]Permanent file: Manthly Specials Advisory

r Ok _l [ Cancel

|

® Click All Contacts In Current View to choose all the contacts in your
current view.

Mail Merge Contacts l=e3w| 4. From the Contacts section:
Contacks - ~ Fields to merge -
() &l conkacts in current view @ Al contact Fields
@ Orly selected contacks () Conkack Fields in current view

® Click Only Selected Contacts to send the e-mail message to only the
contacts you selected in step 1.

5. Depending on your choices in step 4, make any changes in the Fields To
Merge section.

6. In the Document File section:
® Click New Document if you are creating a message for the first time.

® Click Existing Document and Browse to find a document you have
already created.

7. In the Contact Data File section, specify a file name to save this contact data.

® Click the Permanent File check box to save the set permanently.

Figure 4-11: Use the Mail Merge tool in Outlook to efficiently create
personalized messages

® Click Browse to find a file elsewhere on your computer and replace it
with the information in this file.

8. In the Merge Options section:

® Click the Document Type down arrow to choose what type of document you are

creating: Form Letters, Mailing Labels, Envelopes, or Catalog.

® Click the Merge To down arrow to choose between:

® New Document, which creates a Word document that you can e-mail
® Printer to send the messages directly to the printer

® E-Mail to create a group of e-mails to be sent at the same time. If you choose to
merge to e-mail, you are prompted to insert a message subject.

9. Click OK to continue.

If you have chosen either Mailing Labels or Envelopes, a Mail Merge Helper dialog box
appears.

10. Continue through the Mail Merge Helper to complete your document. A new Word
document appears, with the Mailings tab displayed.

Hame Insert Page Layout References Mailings Rewiew Wiewy
= —

= @ & S E e X " &
3 = ; L 95 Match Fields e
Ervelopes Labels | Stark Mail Select Edit Address Greeting Insert Merge g Finish &

Merge = Recipients = Recipient List | I

Create Start Mail Merge
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11. Click Start Mail Merge. From the context menu, choose between the following types of

Click Start Mail Merge, and from the menu, click Step By Step Mail Merge Wizard

to begin the mail merge. The Mail Merge task pane appears at the right side of your

documents:
3| Letters ® | etters
b=d| E-mail Messages ® E-mail Messages
=1 Enuelopes..
. [ J
3 el Envelopes
; Directory ® |abels
@ Mormal Word Document [ Directory
#)  Step by Step Mail Merge Wizard..,
a ® Normal Word Document
Word window.
ﬁ Home  Insert  Fagelayout  References Mallings Review  Wiew @ d
1 = D p— oy j j j 2 Rules ~ ,@{4 H 42 N A=Y
- == o : =
J EE —ﬁ “‘T - - 24 Match Fields | 2 Find Redplent e
Ervelopes Labels | StartMall  Select Edilt Highlight Address Greeting Insert Merge Preview | Finish &
Merge * Recipients = Hecipient List | Merge Fields  Block  Line FHelg = ] L Results = Auto Check for Dirors | paerge =
Create Stark Mail Merge Wirite 2o Insert Fields Preview Results Finish
F_’:, bdail Merge - x|

Dear wAddressBlocks

currently available at a special price justfor youl Please let us know how many you need and we will
quote a shipment date within two business days.

Sincerely

THE GREAT COMPANY

1 |
Page: Lot L | words: 52 | o3

(==

a
virlte your letter

Itiz another new buying season and we are pleased to announce our newest productionl The ER12-47 is

-
z

o
F

Ly

IF you have not already done so,
warite your letber now.

Tn add recinient information tn
your letter, click a location in the
document, and then dick one of
the items below,

3 Address block...
2 Gresting line...
_; Electronic poctage. .
E Mare Rems. ..
Wihen you have finished writing
your letber, click Mext. Then you

can preview and personalize cach
reLipisl's letler,

Step 4 of b
% Next: Preview your letters

% Previous: Select recplents

118% (=} ) {+)

Figure 4-12: Use Microsoft Word to create personalized messages for a group of contacts.

Microsoft Office Outlook 2010 QuickSteps

13. In the Select Recipients section,

14

15

16

Use An Existing List is
selected by default. This is the
list you designated in step 1.

At the bottom of the pane, click
Next: Write Your Letter.

Step 3of6
& Plext: Write your letter

4 Previous: Starting docurent

Write your letter. Make sure you
leave a space for the address
and name for each letter, as
shown in Figure 4-12.

Click Address Block to enter
the recipients’ information. The
Insert Address Block dialog box
appears.

Select the format in which you
want the recipient’s name to
appear. At the right of the dialog
box, the preview area displays
how the information will be
shown on the document.
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Click Match Fields to correct any problems with the elements of your address block.
Click OK.

Match Fields

|2 ez

In order to use spedal features, Mail Merge needs to know which fields in your

Insert Address Block

Specify address elements

[¥] Inscrt recipicrit’s name in this Format:

| Joshua -
| Joshuz Randall Jr.

| Joshua Q. Randall Ir.
|Mr, Josh Randall Jr.
|Mr, Josh . Randall Jr,
[Mr. Joshua Ran

[¥] nsert company name
[¥] Insert: postal address:

Mewer inclede the countryregion in the address

Alvazys inchude the countryregion in the address
@) Only include the countryfregion if different than:
|United States

E Format address according bo the destination countryfregion

Preview

Hers is a preview from your recipient list:

1 > M

Chris Adams
12874 S Ellingwood
Linden, 5T 95260

Correct Problems

If iterns in your address block are missing or out of order, use
IMatch Fields to identify the correct address elements From your

mading list.

l ] s recipient lisk ma_tc_h o _the _required fields. Use Hje drop-down list to select the
appropriate recipient list field for each address field component
| Imir e TrkenkiFier .(nn'l' mal‘r}p.ri‘) s | -
Courtesy Title Title = |
Firsk Marne [irst_Mame 3 |
Middle Name Middie_Name = |3
Last Mame Last_Mame = ‘
Suffic Suffix &l
Micknarne Micknarne [l
Job Title Job_Title [=l
Company C_@rrpény ;_[
Adddress 1 q}'r_ﬁ.él‘_ﬂdfiﬁ:: ;[
Address 2 {not matd\edj 3
City | Ciky =1
Shaba Shata o
Use the drop-down ksts to choose the field from your database that
corresponds bo the address information Mail Merge expects (isted on the left.}
| Match Figlds... | Remember this matching For this set of data sources on this computer
&) (oo ] oo

17.

18.

19.

Microsoft Office Outlook 2010 QuickSteps Managing Contacts

Click Next: Preview Your Letters to see how the merged document will appear. You
can go through the letters one by one to verify their merges by clicking the back and
next arrows in the Preview Results group.

M 43 boM

ind Recipient

<

Preuiew j.
Results | =7 Auto Check for Errors

Preview: Results

Click Next: Complete The Merge to continue.
Step 50f6

% Mexk: Complete the merge

@ Previous: Write vour letter

Click Print to print your letters.




Explore the Calendar
Navigating the Calendar
Customize the Calendar

Using the Navigation and
Reading Panes

Customize Calendar Views
Set Up the Calendar
Maintain Multiple Calendars
Share a Calendar

Understanding Internet
Calendars

Entering Dates and Times
Create Appointments

Enter Recurring Appointments
Move Appointments

Use Reminders

Print Calendars

Schedule a Meeting

Respond to an Invitation

Chapter 5

Scheduling and
the Calendar

The Calendar is second only to mail in its importance in
Outlook. The Calendar works closely with Contacts and
Tasks to coordinate the use of your time and your interactions
with others. The Calendar lets you schedule appointments
and meetings, establish recurring activities, and tailor the
Calendar to your area, region, and workdays.

In this chapter, you will see how to use and customize the
Calendar, schedule and manage appointments, and schedule
and track meetings and resources.

Use the Calendar

The Calendar has a number of unique items in its Outlook window, as seen in
Figure 5-1.

@ Buttons allow you to quickly switch the view of your calendar between daily, weekly,
and monthly views, as well as to show or hide details of your activities.
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® The current date and each appointment are displayed on the calendar in Normal view.

® Your tasks appear at the bottom of each day in the Day, Work Week, and Week views.

Ribbon tabs Calendar grid Current date Recurring appointments Event banner
— A p—
AR / Calendar - Outnak Data Tile - Micr sl Outlook = | © e
Home send [ Receive Folder Wiew Add-1i (-] a
B = I —— o B [cxwa] ay | PR
mEE =S EEE R 8 S 2R
Ribbon Mew Mew  Mew | loday Met/ | Day  work |Wedk |Month Schedule | Open  Calendar | Email Publish
Appointment Meeting Ttems Cays Week 1 i Wiew Calendar* Groups~  Calendar « r Online > Per
Mt G Tu “ Arrange W | Manage Calerdan hare Firul
4 Decamper 20t < |
sumao Tuwe Tho ke | 4 » December 13 - 19, 2009 ) search Calendar (Kt E1 #
s 012 3 4 T PR T Thursday 18\ Fridey 100 Sataniay E

13 14 15[16]17 18
FURF) B E A2
2728 29 30 3t

Date navigator |——®

am |
- NET
4| My Calengars oy |

[¥] Calendar i

[T Many's Calendar [T~ Py
e
L3I |
iy |

B

Time bar |

B s ey ra Sunday ‘n

o Calendar
E Conladts Shorw Lasks ore: Starl Dale
: w
o] Tasks &
: =
| FolderList ?

Take catto

W | drop off deaning

|

¥ | Type notes forcon. . 1Y

Total reminders |—lqnms; 1 |

[Oz@En s 0

Task pane

Appointment indicators

—\

View buttons

Figure 5-1: The Outlook Calendar displays your day, week, work week, month, or schedule at a glance.
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Appointments Appointments only involve you. ﬁ
N
Meetings Meetings happen at a scheduled time, just like an appointment. The difference is that other people are i_
involved. You invite others via e-mail, and the meeting displays in your calendar with the location and E
organizer's name.
Events Events last all day. Events that you put on your calendar do not block out time like a meeting or an
appointment, so you can have other entries for that day display on your calendar. w
Tasks Tasks are activities that do not need time scheduled for them and are your own personal tasks, even if they @
are part of a larger project of which you are a team member. Your tasks will display in the Day and Week
views of your calendar, as well as on your To-Do bar.
Table 5-1: Common Calendar Activities £

Explore the Calendar

The Calendar is designed for you to easily keep track of appointments,
meetings, events, due dates, anniversaries, birthdays, and any other date-

related happening. You can schedule several different types of activities, as
shown in Table 5-1.

|| Bring the thres exicting quntes
Have Helene & Juseph review new codes for Lhein areas

|

5]

Figure 5-2: An appointment or an all-day event can be any date-related activity, such as due dates or birthdays.

Microsoft Office Outlook 2010 QuickSteps

in Day view. If the calendar shows
in Work Week, Week, or Month
view, double-click any date on the
calendar.

3. A new Appointment window
opens, as shown in Figure 5-2.
See “Create Appointments”
later in this chapter for more
information.
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H920 =« + |5 Call on Sam & Royce to discuss building plans - Appointment = @ = To open your Calendar, start
| Fife. | Appointment Insert Format Text Review Add-Ins e OuthOk in one Of the Ways m
®  Glcalendar | ] £ . . £ WL & Private e . .
Ej- X 5 & rioisi || ] = % B showas: | [ busy < Q W el N | described in Chapter 1. Then:
Scal:ljesft Delete (8‘:3'3;::1?1:3: .!Elonelllole \Appointment| Scheduling At:E:;:es A Reminder: 15 minutes - Recurrence 2Iaiﬁ:s Categorize 3 L Grice Zoom [
Actions Show Aftendess Options Tags Zoom || 1. Click Calendar in Outlook View.
| Management | —Or—
| Suhbjert: ;.(ail nn Sam & Royee o ditruss huilding_rllans PreSS CTRL+2 on the keyboard. N
lnratinn: | B
Starttime: | Tue 12/22/2009 |7 530 AM Lm0 100 A day ewent i .
Endtine:  |Tue 1272272009 - [maoam |- Navigator, and that day displays

0]}



4. After you have entered your information, click Save & Close to close the Appointment

N NAVIGATING THE CALENDAR window.
The Date Navigator, which by default is S 5. In the ribbon’s Home tab, click New ltems and Task to open a Task window. In
ecember
in the upper-left corner of the Outlook SuMa Tu'Me Th Fr Sa Outlook, a task is an item you track until it is completed. It may not have a specific
View, allows you to pick any date from 22 32 ; ; 13 1‘1‘ 12 timetable, but is something you want to monitor.
™ April 1, 1601, to September 30, 4500. ;EU‘ ;‘11 ;: ;Z ;: ;‘-; 6. After you have entered the task, click the appropriate choice in the Task ribbon’s Follow
To cover this almost 2,900-year span, 2728203031 1 2 Up group. Click Save & Close to close the Task window.
Outlook provides several efficient tools. 5. 6 1 8
e Display a day by clicking it in the Date Navigator. Customize the Calendar
Or, from anywhere in Outlook, click Calendar on

As you have seen with the rest of Outlook, there are many ways you can
< the Outlook View. ,
customize the calendar to meet your needs. You can change the way the

® Display a day with appointments by clicking a

calendar displays time intervals, the font size and face, the background color,
boldface day in the Date Navigator.

and any additional options you require.
® Display a week by clicking to the left of the first

day of the week. CHANGE THE TIME SCALES
e Display several weeks by holding down CTRL The default display of time intervals, or scales, on your Calendar grid is
while clicking to the left of the weeks. 30 minutes. If you want to change these scales to reflect another time interval:
® Display a month by dragging across the weeks of 1. In the Calendar grid, right-click any blank area.
© the month.

2. Click View Settings to open the Advanced View Settings | Calendar dialog box.
® Change the month from one to the next by

clicking the left or right arrow in the month bar. dianced Vichwe = fiing Calendar e
e Scroll through a list of months by clicking the o
N~ month name in the Calendar Navigator to display Soumns Sk
a month list, and moving the pointer up or down to Group By ..
select an individual month. E=om
® Directly display any date by clicking the Go To o
Date Dialog Box Launcher at the right of the Go To
0 group i) dhe [Heme s Fonts and other Dayweek/Month Yiew settings
This opens the Go To Go To Date @ User defined colors For appointments
Date diaIOQ box. Type in Date: Wed 12{30{2009 B Format Columns...
the date, and click OK. chowin: [ Month Calendar =
(o)) You can also open the [ ok [ cowal |

Go To Date dialog box (o ][ concel |

by pressing CTRL+G. ' " 3. Click Other Settings to open the Format Day/Week/Month View Settings dialog box.
4. Click the Time Scale down arrow to display a list of choices.
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5. Click the scale you want to show in the calendar.

6. Click OK to close the Format Day/Week/Month dialog box, and click OK again to close N

the Advanced View Settings Calendar dialog box.
CHANGE THE FONT FACE AND SIZE

You can change the font in both your calendar and your Task list.

1. Right-click any blank area in the Calendar grid. “

2. Click View Settings to open the Advanced View Settings Calendar dialog box.

3. Click Other Settings to open the Format Day/Week/Month View dialog box.
-Or- -

In the ribbon’s View tab, click View Settings to open the Advanced View Settings
Calendar dialog box, and click Other Settings.

- 5
Format Day/Week/Month View M

Day and Week

Time Fant. .. _:I..G_._[:.d-:.s;a_g_oeL-II- | Timescale: |30 minutes '] | OK |

ot g

Month

.8 pt. Segoe UL | [V show end time
Font M =

General settings
[ Bolded dates in Date Mavigator represent days containing items

[ 0k ] [¥] Bold Subjects in the Calendar

Fort: Fant style:
drial Bounded MT EBald

hgency Bjcoad B
ALSERIAN L | Bold Obigue
Arial

Arial Rounded MT

Bagkerville Old Face - =

4. Click Time Font to open the Font dialog box to change the font face and size for times ~
in the Day, Work Week, and Week views.

a. Click Font to change the font face.

Sample
b. Click Font Style to choose from the various font styles, such as Regular, Italic,

AaBbYyZz Bold, and so on. The styles available will vary, depending on which font face you
have chosen in step 4a.

Script:
ﬁi‘tem 3 C. Click Size to set the size of the font that will show the times on your calendar in
Day, Work Week, and Week view.

d. Click OK to close the Font dialog box and save your choices.

5. Click Font to open the Font dialog box to change how information other than the time
displays in Day, Work Week, and Week views.

0]}
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6. Click OK to close the Font dialog box and save your choices.
7. Click Font under Month, and follow steps 5-7.

8. Click OK to close the Format Day/Week/Month View dialog box. Click OK once more
to close the Advanced View Settings Calendar dialog box.

SET ADDITIONAL SETTINGS

o You can also access the time scale in the View tab
Arrangement group.

You can open the Advanced View Settings dialog box in two different ways:

® From the Calendar ribbon’s View tab, click View Settings in the Current View group
—Or—

® Right-click any blank section of the Calendar grid, and click View Settings at the
bottom of the context menu.

From the Advanced View Settings dialog box, you can tell Calendar how to

display the items in your Calendar and Date Navigators.

1. In the Format Day/Week/Month View dialog box, under General Settings, Bolded
To quickly change your Calendar display from Day view Dates In Date Navigator is set by default. If you do not want these dates to appear in
to Work Week, Week, or Month view, click the appropriate bold text, clear this check box.

button in the ribbon’s View tab in the Arrangement group. 2. Clear the Bold Subjects In The Calendar check box to have the headings or subjects
The ribbon appears above the Calendar grid. of your activities appear in regular font in your Calendar grid.

3. Click OK to close the dialog box.
UNDERSTANDING THE VIEW TAB

The View tab includes several options, some of which are also available when
N~ you display a menu by right-clicking in a blank area of the Calendar grid

1. Open the Outlook Calendar, and click the View tab. The ribbon displays various options.
2. In the Arrangement group, you see several button options, including:
® Day displays detailed information about each appointment in Day view.

® Work Week displays all the appointments you have set on this calendar for the days
you have set in your work week, normally Monday through Friday.

® Week displays a seven-day work week, including Sunday, shown on the left of the
week’s Calendar grid, and Saturday, shown on the right.

Month shows an entire month on the Calendar grid. If you click the down arrow,
a menu opens with options for displaying appointments in various degrees of
details—from low detail to high detail.

10
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® Schedule displays your appointments, meetings, and other commitments in a

USING THE NAVIGATION AND timeline format. N
READING PANES ® Time Scale opens a menu on which you can change how time intervals in the time

While the default views in Outlook Calendar are bar display on your Calendar grid, as well as a link to change the time zone.

Bl EI 0 e 2y LRI T e I e G (e 3. Click Color in the Color group to change the default grid colors.

users need to see it, you can change how the Navigation

and Reading panes display information. 4. The Layout group lets you tell Outlook how to display the information you have entered.

® Click Daily Task List to tell Outlook how to display your tasks in the Day, Work

USE THE OUTLOOK VIEW Week, and Week views.

By default, the Outlook View appears at the left of the ) . . _ _
® Click Outlook View and Reading Pane to choose which buttons are displayed and

in which order. See “Using the Navigation and Reading Panes” QuickSteps for more EAN
information.

® Click To-Do Bar to tell Outlook how to display the To-Do bar.

Calendar grid. However, you can choose to minimize it,
turn it off entirely, or change the buttons that display on it.
To make these changes:
1. On the View tab Layout group, click Outlook View
5. The People Pane group connects Outlook to online social networks such as LinkedIn
and Facebook. You can connect with both your business and personal contacts without
leaving Outlook. Click the down arrow to set your options.

to open a drop-down menu.

a. Click Minimized to minimize the Outlook View’s
display.

b. Click Off to turn it off entirely.

® Click Normal to display the People pane at the bottom of the Calendar grid.

: . i i ® Click the Minimized setting to shrink the People pane.
2. Click Options to open the Outlook View Options

dialog box from which you can choose which ® Click Off to turn off the Internet connection. o))
buttons appear on the Outlook View and the order ® Click Account Settings to add new settings or modify your current settings.
i 8y 2 g 6. The Window group has several buttons.
3. Click OK when you are finished making changes. ® Click Reminders Window to see a list of open reminders.
USE THE READING PANE ® Click Open In New Window to open your calendar in a new window. ~
In Outlook Calendar, the Reading Pane is available ® Click Close All ltems to open the Close Meeting dialog box.
when you want to see the contents of the appointments,
meetings, and tasks displayed on your Calendar. By - -
default it is turned off, but you can change this. From CUStom 1ze calendar VI ews foe)
the Layout group in the View tab, click Reading Pane to As with Mail and Contacts, you can create customized calendar views, either
EIEI VIl B O by modifying an existing view or by creating a new one. You create or modify
1. Choose Right to display the Reading pane at the a view from the ribbon’s View tab Current View group.
right side of the Calendar grid.
MODIFY A DAY, WORK WEEK, WEEK, OR MONTH VIEW O
2. Select Bottom to display it at the bottom of the grid. . ) i
1. In Outlook, click Calendar in Outlook View to open the Calendar.
Continued . . .
—
o
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2. From the View tab, click Change View in the Current View group.

N USING THE NAVIGATION AND o
READING PANES (Continued) =5 g
Calendar Preview
3. Click Off to turn off the Reading pane entirely. T
4. If the Options button is grayed out (unavailable), Sau Citrrant Wiewe hoablewiiew;:
™ click Right or Bottom again to make the Options ApclyCurient Viewto Oter Calendar Falder.
hoi i . Cli i X
@ 0|c§ avallable. Click Options to open the - S
Reading Pane dialog box to make the following
ahalieess Wiews for folder "Calendar™;
: | \iew Mame Can Be Used On \fiew Type - Hew... |
) . feiCurrent view settings> | All Calendar Folders | Diayfiesk/Month
< a. Click Mark Items As Read When Viewed In Calsndar - ‘Al Calendar Foldore D:IWwHMmth o
the Reading Pane to have each item marked Ficumen £l Calendar folders: | DayiWeok/ 1ot :
) List Al Calendar Folders | Table Mty
as being read. Active Al Calendar Folders | Table =
b. Type the number of seconds you want Outlook 'F;se
to wait before marking the item. =
c. Click Mark Item As Read When Selection .
Fields: Start, End
Changes to show items as having been read ' e
without any time delay. Fiter: off
d. Clear the Single Key Reading Using Space
(o} Bar to turn off the ability to read through items
one key at a time by pressing the space bar on [l Only show visws crasted Far this felder
your keyboard. Apply view
5. Click OK to close the Reading Pane dialog box. )
N~ 3. From the drop-down menu, click Manage Views to open the Manage All Views dialog
box.

4. Select the view name you want to modify. Click Modify to open the Advanced View
Settings dialog box for your selection as seen in Figure 5-3. To simplify your choices,
click Only Show Views Created For This Folder.

(e o)

5. Click the Columns button to open the Date/Time Fields dialog box. Select a field from
the Available Date/Time Fields list. The Start and End fields set how each date and
time item is displayed within the current view. Choose from the following:

a. Click Created if you want the start or end time to be the time and date the item was
o created.
b. Click Due By to have either the start or end time be the date and time at which the
item must be completed.
o
-
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Manage All Views 53 J

- N
Wigws for Folder "Calendar”; Advanced View Settings: Calendar M

Wiew Mame Can Be Used On View Type - Mew. ..

<Current view settings> | All Calendar folders | Dav/Wesk/Manth Description

Calendar &l Calendar Folders | Dav/Week/Month Copy... Start, End

Preview All Calendar Folders | Dav/'Week/Manth

- Modify, ..

Llst. A:: Ca:en:ar :o:jers TaE:e Group By...

Active All Calendar Folders Table FeraTe w

Sark.

j

Reset

Filter. .. Off
Deescription Cther Settings... Fonts and other Day/Week/Month View settings
Fields: Start, End
Conditional Formatting... | User defined colors for appointments D

Farmat Columns. ..

Reset Current Yiew QK ] [ Cancel

Filker: eli

Only show views created For this Folder

[ K ] [Apply it ] [ Close ]

L ’.

Figure 5-3: You can modify existing views as well as create new views to suit your needs.

C. Click End to display the ending time or date in either the Start or End field.

d. Click Recurrence Range End or Recurrence Range Start to show when a
recurring appointment starts or ends.

€. Click Start to show when an appointment begins.

—h

. Click End if the new field is to replace the End field.
g. Click OK to close the dialog box.

6. After you have made your selection from the Available Date/Time Fields list, click Start
to have your choice appear in the Start field.

7. Click End to have it appear in the End field.

8. Click the Select Available Fields From down arrow to open a list of other field lists
from which you can choose.

9. Click OK when you have completed your choices. You are returned to the Advanced
View Settings dialog box.

-
(@)
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10. Click Filter to open the Filter dialog box. You can use filters to create a customized
Al view that shows only specific types of appointments. For example, you can create a
view that shows only management meetings or family events.

a. In the Appointments And Meetings tab, enter any words by which you want to filter
your calendar entries for this view.

o™ b. In the More Choices tab, click Categories to select the category or multiple
categories that you want to display.

C. Select what types of items you want to include in this view, as well as the size of
the items to display.

< d. In the Advanced tab, you can enter specific criteria to display in your view, as well
as set conditions.

€. After you have finished making your choices, click OK to save your view and return
to the Advanced View Settings dialog box.

f. Click OK one more time to return to the Manage All Views dialog box.

g. Click Apply View to set your new view.
h. Click OK or Close to close the dialog box.

11. Click Other Settings to open the Format Day/Week/Month View Settings dialog box as
7o) described in “Customize the Calendar” earlier in this chapter.

12. Click Conditional Formatting to open the Conditional Formatting dialog box.

a. Click Add to create a new rule.

b. Click in the Name text box, and type a name for this rule.
™~ C. Click the Color down arrow to choose a color for this rule.
d. Click Condition to open the Filter dialog box. Type the word or words to create this
filter.
€. Click In to choose where Outlook is to find the words you are searching for.
(e o)
f. Enter any additional filter information you require.
g. Click OK to close the Filter dialog box.
You can also open the Advanced View Settings dialog h. Click OK to close the Customize View dialog box.
o box from a Day, Work Week, Week, or Month view by 13. Click OK to save your changes.
ng.;ht.-chck{ng an er'npty part of your Calendar grid and 14. If you want to undo a change you made to the current view, click Reset Current View
clicking View Settings. in the Advanced View Settings dialog box.
o
-
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@Es| MODIFY A LIST VIEW

Advanced View Settings: List

EimsmEton 1. In Outlook, click Calendar on Outlook View to open the calendar. N
lcog) ditachment slilect 2Lotakiog; Statty ikl Rao e 2. Click Change View in the Current View group to view your choices.
RESNEVBSSELI ) 3. Select List and Manage Views to open the Manage All Views dialog box, and click Modify.
B0k Slatkatenis) 4. The Advanced View Settings: List dialog box will appear, as seen in Figure 5-4.
Off 5. Click Columns to set the columns that will display in this modified view. Choose from w
ke s ottver Table Misw settings the Available Columns list, and click Add to add them to your list.
User defined fonts on each message ® Select an item in the Show These Columns In This Order list, and click Move Up or
Move Down to change its position in your modified list.

Specify the display Formats for each field

® Select an item in the Show These Columns In This Order list, and click Remove to ~

Remt s i vem [ ox ][ cama ] delete the item from the list.
6. Click Group By to set how items are grouped.

Figure 5-4: The Advanced View Settings: List dialog box
offers more choices than the Calendar view. 7. Click Sort to determine how the items are sorted. You can select up to four fields, and

each field can be sorted either A—Z (ascending) or Z—A (descending).

8. Click Filter to set filters for this view.

9. Follow the same steps as described in “Modify a Day, Work Week, Week, or Month

T e el Ger G ET CaTEaT View” earlier in this chapter for the Other Settings, Conditional Formatting, and Format

items in a table. You can change how the items display in Columns fields. o
the Advanced View Settings dialog box. 10. Click OK to close the Advanced View Settings: List dialog box.
CREATE A NEW VIEW
1. In Outlook, click Calendar on Outlook View to open the calendar.
[creste s ew view o 2. Click Change View in the Current View group to view your choices. ~

N;:;:LHEW e 3. Select Manage Views to open the Manage All Views dialog box, and click New.

L5 4. The Create A New View dialog box appears.

i“%ine i' a. Type a name for this new view.

o e b. Click the type of view this will be from the six options displayed. oo

Icon

C. Click This Folder, Visible To Everyone if you want to make your new view
available in this folder to everyone. Choose one of the other two options, if required.

Can be used on

B Thie s visBe toaveryone d. Click OK to open the Advanced View Settings dialog box for your new view.

c TT FID'd:n \’F'S::'E aulifane Depending on the view you are creating, options in the Advanced View Settings
@ Al Calendar Folders

dialog box vary. Not all the options described in the “Modify a Day, Work Week,
(o J[ coxd ] Week, or Month View” section are available for every type of view.

€. Click OK to save the new view and close the dialog box.

0]}
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5. Your new view will appear on the Manage ﬂ ﬂ
o\ All Views dialog box. =

Calendar Prewiew:

6. Click Apply View to immediately see the
new view, or click Close to close the dialog
box and stay in the current view. The next

Manage YWiews...

™ time you click Change View, the new view is Save Current View As a New View..
included on the list. Apply Current Wiew to Other Calendar Folders...
Qutiook Options M
[ 71| Set Up the Calendar
i ﬁ Change the settings for calendars, meetings, and time zones. B .
< [| aai Calendar allows you to define your normal work
|| Yethes week in terms of the days it contains and when it
Contacts ) work hours: ]
™ EE sartime: s00AM [=] starts, the normal start and end of your working
asks
Notes and Jourma & time: 20 B__ - ) - day, the holidays you observe, and what you
st Dol Workweek: [ sun [ Mon [J] Tue [ wed [ Thu [ Fri [O] sat . .
search First day of week: |Sunday [ consider the first week of the year. To set up your
Mobile First week of year Starts on Jan 1 3 Calendar:
|| tenguage Calendar options . . .
3 1. Click Calendar in the Outlook View. From the
Adwaneen . :ZI Drefault reminders: .15 mim:llesE . s .
Custamire Rikbon ‘ [¥] Aligw attendees to propose new times for meetings rlbbon S Arrange grOUp, CIICk the calendar
© Quick Aocess Taolbar Use this response when proposing a new meeting time: 7 IE_n'fatMEZI Options Dialog Box Launcher at the bottom-right
sdins Add holidays to the Calendar: | Add Holidays... | area to open the Outlook Options dialog box.

Change the permissions for viewing Free/Dusy information: Free/Dusy Options.
Trust Center

D Enable an alternate calendar

Fnglish - Gregnrian »I

L?! When iending meeting requests nutside of wour nrganization, use the iCalendar format

N |___] Show bell iIcon on the calendar Tor appointments and meetings with reminders Month Schedule
- . 3 * Wie
Display options Arrange
H 50 Default calendar color: 2_ -
(] Use this color on 3ll calendars 2. In the Outlook Options dialog box, click Calendar
Date Navigator font: . . . .
- (5 Eontu ] [6ptsegoetn to display the Calendar Options view, if it does not
E St Click Lo Adu prompls in calendar already appear, as ShOWn |n Flgure 5'5
EI Showweeek numhbers in the month view and in the Date Nawigator
[T wihen in schedule iew, show free appointments 3. Click the Start Time down arrow to choose the
T dvtomatieuly s rmusctionl lpaul s chetuis oot [ T i riiden normal start time for your working day if it is other
7] sutomatically switch fram schedule vieus to vertical laynubwhen the ()7 T oo rogen) than 8:00 A.M. Click the End Time down arrow to
rnumber of displayed calendars is fewer than or equal to:
o = change the end of your working day if it is other
OK i I
o) [comen | than 5:00 P.M.
Figure 5-5: You can set Calendar options, such as defining your work week and displaying week
numbers, the time zone, and holidays.
o
-
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10.

11.

12.

13.

14.
15.

16.

17.

18.
19.

of Monday through Friday.

. Click the First Day Of Week down arrow to select the day of the week you want

. Click the days of the week you consider workdays if they are different from the default

considered the first day of the week if it is a day other than Sunday. The weeks in the
Date Navigator will begin with this day.

. Click the First Week Of Year down arrow to choose a definition for the first week of the

year if it does not begin January 1. If you turn on week numbering, week number 1 is
defined in this manner.

15 minutes that shows, if necessary.

this.

. Under Calendar Options, change the Default Reminder times to other than the

Click Add Holidays to open the Add Holidays To Calendar dialog box.

a. Click the check box for the country and/or religious holidays you want added.

b. Click OK to close the dialog box.

. Click Allow Attendees To Propose New Times For Meetings if you choose to allow

. Click the Use This Response When You Propose New Meeting Times down arrow to
change the automatic response to new meetings.

Click the Free/Busy Options button if you want to make changes to how your time is
displayed to others. See “Set Free/Busy Options” later in this chapter.

Click Enable Alternate Calendar, if desired, and use the drop-down lists to choose

them.

Under most circumstances, it is best to leave the When Sending Meeting Requests
check box selected.

Clear the Show Bell Icon check box if you do not want this reminder icon to display.

Clear Show “Click To Add” Prompts On The Calendar if you do not want this default

prompt to display.

Under Display Options, click the Default Color down arrow to choose from a list of
colors other than the default blue for the background on your Calendar grid.

Click Use This Color On All Calendars if you want this new color to be used on all
calendars you create.

Click the Font button to change the Date Navigator font.

Click Show Week Numbers In The Month View And Date Navigator to display week

numbers.
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20. Make any necessary changes to remaining options, including when you want to show
Q] your free time in Schedule View and to vary views when more than one calendar is
displayed.

21. Under Time Zones, make any changes necessary in the Time Zones section. You can
define and name your current time zone, as well as an additional one, if you choose.

™ a. If you are going to use two time zones, click in the Label text box, and type a name
that will identify the current time zone appearing in the Time Zone drop-down list.

b. Click Show A Second Time Zone to add a second time zone.

C. Click in the Label text box, and type a name identifying this second time zone.
< d. Click the Time Zone down arrow to display a list of time zones from which you can
choose.
Time zones
@ e e €. Click Adjust For Daylight Saving Time if it applies to either time zone you've
T Timezone: | (UTC-08:00) Facific Time (US & Canada) =] selected.
B Auintealy/ st St g s e f. Click Swap Time Zones to swap which time zone displays on the left of the time bar.
] showa second time zone 22. Make any necessary adjustments in the Scheduling Assistant and Resource
Label: YOLR TIME . . . .
s — : Scheduling sections to display calendar details or to manage resources, such as
Time zone: _[I_JTC-D?:IJ_II_] Mountain Time_[_US &Canada] : EI ; . .
[7] Automatically adjust for daylight saving time conference room or automobile availability.
© SugnlipeZones 23. Click OK to save your changes.
SET FREE/BUSY OPTIONS
[ Ere/Busy Opiine ) If you and your coworkers are part of a Microsoft Exchange network, are
Options willing to share your schedules over the Internet, or can all access a common
Free/busy information is used by people sending meeting requests, to : :
N~ @ oy £ D et e o e server, you can store your free/busy times and make them available to each

REESR (| el e i S e o other to schedule meetings and other times together. In this case, requests for
Update freefbusy information on the server every |15 | minutes

meetings are handled automatically. The request will be matched against the

Internet Free/Busy
[ Publish at my lacation:
0 For an individual to set up his or her free /busy options:

Search location:

group’s free /busy schedule, and meetings will be scheduled at available times.

1. From the File tab, click Options and click Calendar.

[ o ][ cancel 2. In the Calendar Options section, click Free/Busy Options. The Free/Busy Options
s dialog box appears.

10

116 Microsoft Office Outlook 2010 QuickSteps Scheduling and the Calendar




3. Click in the Publish box to type the number of months of free/busy information you
want to store on the server. N

4. Click the Update Free/Busy Information text box to enter how often you want the
server to update your information.

5. In the Internet Free/Busy section, click Publish At My Location, and enter the URL
(Uniform Resource Locator, or Web address) of your Internet calendar if that applies w
to your situation. See the “Understanding Internet Calendars” QuickFacts later in this
chapter.

6. Click Search Location and type the URL of servers you want Outlook to search for
the free/busy information of others.

st B rolier [ 7. Click OK to return to the Outlook Options dialog box.

Marne:

wWork Calendr Maintain Multiple Calendars

Folder contains:

If your calendar is becoming cluttered and hard to use, you might try separating

[Calendar Itemns hd

it into two side-by-side calendars. For example, create one for business
Select where to place the folder:

a ‘@ Cutlook Data File
L:] Inbox
[ Drafts [1]
L:J SentItems
@ Deleted tems

2
« Bl gaendsy 3. Click Name and type a name for your new calendar.
4

appointments and one for family appointments.

| »

1. Click Calendar in the Outlook View.

m

. On the Folder tab, click New Calendar in the New group. o))

ﬁ Mary's Calendar

89 Contacts . Click the Folder Contains down arrow, and select the type of information the calendar

éﬂ Journal . .
BB i - will contain.
[ o ] [ Canicel 5. In the Select Where To Place The Folder area, determine where the calendar will be ~
created.
6. Click OK to close the Create New Folder dialog box. Your new calendar displays in the
Outlook View.
7. Click the check box to the left of your new calendar to display it side by side with your @
original calendar, as seen in Figure 5-6.
At least one calendar must always be displayed, but you VIEW MULTIPLE CALENDARS
can create up to 30 calendars if you choose. You can view a calendar in a new window, side by side with other calendars, or “
stack transparent calendars over each other to find a common free time slot on
several different calendars.
—
o
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Figure 5-6: By displaying two calendars side-by-side, you can, for example, show personal appointments that have no effect on your work calendar.

To view a second calendar in a new window:

@ 1. Click Calendar in the Outlook View, and right-click the name of the second calendar in

the Outlook View under My Calendars.

2. In the resulting menu, click Open In New Window.

. To open several calendars side by side:
1. In the Calendar Outlook View, click the check box for each calendar you want to view.
2. All the calendars will be displayed next to each other in your Calendar grid.

o

-
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To overlay your calendars:
1. In the Calendar, from the Outlook View, click the check box for each calendar you want n
to stack. The calendars display next to each other in your Calendar grid.
4 PERSONAL CALENDAR X 2. On the tab of each calendar you want to stack, click the arrow that points to the left.

13 14 15 16 3. All of the calendars are stacked atop each other, and you can see any dates that may
be free on all calendars.

4. To undo the stack, click the right-pointing arrow on the tab of each calendar. The
calendars are once again displayed side by side.

& Calendar X s PERSONAL CALENDAR % @ MARY'S CALENDAR X

Share a Calendar

There are several ways to share your Outlook 2010 Calendar with others.
You can send a calendar via e-mail, publish your calendar to Microsoft Office

Online, or share your default Microsoft Exchange Calendar with others on the
same server.

SEND A CALENDAR IN E-MAIL
You can send any calendar you own to another person in the body of an e-mail
message. The person receiving the calendar will see a snapshot of it at a given
moment in time. If the recipient uses Outlook 2010, he or she can open the
calendar snapshot as an Outlook Calendar and display it either side by side
or as an overlay with any other calendars. The downside of using a calendar
snapshot is that the calendar you send is not automatically updated when
you make changes. If the e-mail recipient needs a regularly updated calendar,
consider publishing your calendar to Microsoft Office Online, using a calendar-
publishing Web service, or, if your office has it, sharing your calendars via an
Exchange server.

To share a calendar:

1. In Calendar’s Outlook View, select the calendar you want to share.

2. On the Home tab, click E-mail Calendar in the Share group.
_Or_

-
(@)
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10

™
Send 2 Calendar via E-mail M
Specify the calendar information you want to include,
Calendar: l(alendar = ]
Date Range: [Next 30 days v]

Mon 12/21{2009 through Tue 1f19§2010

Detail Availability only
Time will be shown as "Free," "Busy,” "Tentative,"
or "Out of Office™

|| Show kime within rmy working hours only Set working hours

Include detais of ikems marked private

Include sttachmants within calendar itams

E-mail Layout: | Daily schedule - |

ok | [ concel |

Be careful when you set the date range of a calendar
snapshot. If you set it for a long period, the e-mail file
might be too big for the recipient's e-mail Inbox.

F T
Publish Calendar to Office.com B :

ﬁ FPublishirg: bectg Calendar

Tintz Spcan: @) Previuus through next |BU Days Ei

‘Whole calendar

Detail: Availability only
Time will be shown as "Free,” "Busy,”
“Tentative,” or "Out of Ofrice” s

| Shows time within my warking hours only Seb working hours
L Permissions: @) Only invited users can subscribe to this calendar
—uyJ “) Arryone can subscribe to this calendar
| Advanced... oK j l Cancel |

In the Outlook View, right-click the calendar you want to share. From the context menu,
click Share and click E-mail Calendar.

In either case, an e-mail message box opens with the Send A Calendar Via E-Mail
dialog box in the message portion of the e-mail window.

3. Click the Calendar down arrow, and click the calendar you want to e-mail.

4. Click the Date Range down arrow, and click the time period of the calendar that you
want to send.

5. Click the Detail icon, and select the type of calendar information you want to send.

6. If you chose Availability Only in step 5, click Show Time Within My Working Hours
Only if that is what you want.

7. Click Advanced and, if desired, click Include Details Of ltems Marked Private and/or
click Include Attachments.

8. Click E-mail Layout and click either the Daily Schedule or List Of Events format.
9. Click OK to close the dialog box.

10. Click To and type the recipient’s e-mail address.

11. Click Send to send the e-mail.

PUBLISH A CALENDAR TO MICROSOFT OFFICE ONLINE

Microsoft offers a publishing service for your calendars. This method does not
require Microsoft Exchange for either the user or the owner of the calendar.
The first time you use the service, you must register using your Microsoft
Windows Live ID account. If you don’t yet have an account, you may follow the
instructions on the screen to obtain one for free.
1. In Calendar’s Outlook View, right-click the calendar you want to share.

2. Click Share and click Publish to Office.com. Go through the registration procedure, if
needed. The Publish Calendar To Office.com dialog box appears.

3. Click a Time Span button to choose whether you want to send a section of the
calendar (recommended) or all of it. If selecting a time range, click the Previous and
Through Next down arrows to set the time span for the calendar.

4. Click Only Invited Users Can Subscribe To This Calendar if you want to restrict
access to your calendar.

5. Click Anyone Can Subscribe To This Calendar if you want to share your Calendar
with anyone.

120 Microsoft Office Outlook 2010 QuickSteps Scheduling and the Calendar




Published Calendar Settings

Upload Method:
(@ Automatic Uploads: Upload updates periodically

() Single Upload: Updates will not be uploaded
Update Frequency:
[¥] Update this calendar with the server's recommended Frequency

If checked, calendar updates will be published according to the server
guidelines, regardless of SendjReceive group settings.

k. ] [ Cancel

S

UNDERSTANDING INTERNET
CALENDARS

There are several types of Internet calendars. We've
discussed sharing the calendar via e-mail and publishing it
to Microsoft Office Online. There is another type of Internet
calendar that is downloaded from calendar publishing
services or special Web sites that host calendars. This
downloaded calendar is created and saved in Outlook.
Most Internet calendar companies charge a subscription
fee for this service. While calendar snapshots are not
updated with any regularity, a subscription to an Internet
calendar means that your calendar is synchronized on

a regular basis with a calendar saved on a Web server.
The updates that result from the synchronization are
downloaded to your Internet calendar.

Try using text dates, as described in the “Entering Dates
and Times” QuickSteps, and you'll be amazed at how
Outlook can interpret what you enter.

6.
7.

8.
9.
10.

Click Advanced to open the Published Calendar Settings dialog box.

Click Automatic Uploads if you want Outlook 2010 to periodically update your
published calendar automatically.

Click Single Upload if you do not want to have your calendar updated.
Click OK to publish your calendar.

After your calendar has been successfully published, you are prompted to create an e-mail
announcing this fact. Click Yes to create the e-mail, or click No to close the dialog box.

# ™

Publish Calendar to Office.com - S .|

Publishing: Calendar

Tinne Span: @) Previoues |51 Days ¥ | through next |bU Days >

Whole calendar

Detail: | &vvailability only

Time will be shown as "Free," "Busy,"
| “Tentative,” or "Ouk of Otice™ g

|| Shawve time within my working hours anly Set working bours

5 Permissions: @) Only invited users can subscribe to this calendar

() Anyone can subscribe to this calendar

2

Advanced... oK ] [ Canicel

Use the Calendar

Within the calendar, you can enter several types of activities.

Appointments take time on your calendar, are less than 24 hours long, and do not
require inviting others within Outlook to attend. Examples include a sales call, lunch
with a buyer, or time you want to set aside to write a report.

Meetings are appointments that require that others be invited and/or that resources be
reserved. Meetings are set up using e-mail.

All Day Events are 24 hours or longer, do not occupy time on your calendar, and
appear as a banner on each day’s calendar. Examples are conferences, birthdays, or
your vacation.

Tasks are activities that do not need specific time periods for them. Your tasks display
in the Day, Work Week, and Week views of your calendar.

All types of activities can be entered in several ways and with a number of options.
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ENTERING DATES AND TIMES

The Outlook Calendar allows you to enter dates and
times as text and convert that text to numeric dates and
times. For example, you can type “next tue” and be given
next Tuesday’s date, or you can type “sep ninth” and see
that date. You can type this way in any date or time field
in Outlook, such as the Go To Date dialog box, reached
by pressing CTRL+G, or right-clicking any empty spot on
the Calendar grid while in Day, Work Week, Week, or
Month view. Likewise, you can type in the Start and End
date and time fields in the appointment and event views
or the Meeting dialog box. Some of the things you can
do include:

® Abbreviate months and days (for example, Dec or fri).

® Ignore capitalization and other punctuation (for
example, wednesday, april, and lincolns birthday).

® Use words that indicate dates and times (for

example, noon, midnight, tomorrow, yesterday,
today, now, next week, last month, five days ago, in
three months, this Saturday, and two weeks from
now). Words you can use include after, ago, before,
beforehand, beginning, end, ending, following,

for, from, last, next, now, previous, start, that, this,
through, till, tomorrow, yesterday, today, and until.

® Spell out specific dates and times (for example,
August ninth, first of December, April 19th, midnight,
noon, two twenty p.m., and five o’clock a.m.).

® [ndicate holidays that fall on the same date every
year (for example, New Year's Eve, New Year’s Day,
Lincoln’s Birthday, Valentine’s Day, Washington’s
Birthday, St. Patrick’s Day, Cinco de Mayo,
Independence Day, Halloween, Veterans’ Day,
Christmas Eve, Christmas Day, and Boxing Day).
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Create Appointments

Appointments can be entered in any view and in several different ways.
Independent of the view you are using, the different ways can be grouped into
direct entry and window entry. Direct entry means simply typing directly on the
calendar, while window entry uses a window to gather the information, which is
then displayed on the calendar. Direct entry is fast if you want to make a quick
notation. Window entry allows you to select and set a number of options.

ENTER APPOINTMENTS DIRECTLY

You can directly enter an appointment on the calendar in any view by clicking a
date or time and typing the description. If you want the entry longer or shorter
than the default half hour (or whatever standard duration you have selected),
just drag the top or bottom border up or down to change the time. If you want
to move the appointment, simply drag it to where you want it in the current day
or to another day in either the calendar itself or the Date Navigator. To change
the properties of an appointment, double-click the appointment, which opens
the context menu, where a number of properties can be set.

To directly enter appointments:
1. Click any date and time in the Calendar grid in the Day, Work Week, Week, Month, or
Schedule view. Type a short description of the appointment, and press ENTER.

2. Place the mouse pointer on the sizing handle at the bottom border of the appointment.
Drag the border down until the end of the appointment time.

3. If you need to change the beginning time of your appointment, drag the top border up
or down until the proper time is reflected in the calendar.

ENTER ALL-DAY EVENTS DIRECTLY

An all-day event is an activity that normally lasts at least 24 hours, although you
can designate something as an event that lasts less than 24 hours but takes most of
your time that day, such as a company picnic. Examples of events are conferences,
seminars, and holidays. If events are tied to specific dates, they are considered
annual events, such as a birthday or holiday. When you enter an event, it is
considered free time, not busy. You create events differently than appointments.




Combine direct entry and window entry to get the
benefits of both.

All events appear in the banner at the top of the daily schedule, while all
appointments are on the calendar itself. To directly enter an event:

You can move an appointment without changing the

duration by dragging it in any direction. This will change

your start and end times but leave the duration constant.

1. With the Outlook Calendar open in Day, Work Week, or Week view, select a day in the
Calendar grid when the event will take place.

2. Click in the dark blue area at the top of the daily schedule, just under the date header,
type the event name, and press ENTER.

9 iAednesday

I Click to-add event I

ENTER APPOINTMENTS IN A WINDOW
As an alternative to directly entering appointments and events, you can use a
New Appointment window, seen in Figure 5-7, to accomplish the same objective
and immediately be able to enter a lot more information. To open a New

Appointment window:
1. In the Outlook Calendar,
& | g+ ¥ Prelrinary Planning session - Appointrment o | B X . .
S| RO . in the Home tab, click New
© {5 || Appointment | Insert  FommatText  Rewi Add-l a . )
| p°°'"rme E"” il gt i e 2 @ Appointment in the New
I [ gy Calendar =5 @ : e N @ L] & Private ]
Iﬁ" x "'ﬁ 5 Forward ~ 5= = = showas: | Busv o 5 s ¥ High Importance ) group.
Save & Delete Copyto My \Bppointment| Scheduling Irwite i Remi 1 i ~ Recurrence | Time Cateqorize Zoom . .
Close Calendar (8] Onetlote | | Aftendees R == Fones - 4 Low Importance 2. Click Sub]ect and type the
Actions Showe Attendees Cptions = Tags Zoom . .
subject of the appointment.
Subject: %P(elminalyFianning session Th|S teXt beCOmeS the
Locstion:  Joseph office - L. )
ettt eSS s st essE description in the calendar,
Startfime: | Tue 12/22/2009 - | | 145 PM - IPad.‘ic Time (US & Canada) - | [ ANl day event with the location added
tndtime: | Tue 12/22/2009 ~| |330 PM - iPa\:ﬂc Time (US & Canada) | -

parenthetically and the date

Meeting with Joseph Group —talk to HC, RW & SW regarding the permits necessary to proceed with the &lpha project. Call Carissa to verify plans are

available —may need a conference call duringthe meeting.

s

and time determining where
the appointment goes on
the calendar.

g

Press TAB. Type the
location, if relevant, in the
Location text box.

4. Click the Start Time down
arrow on the left to display

R

Figure 5-7: The Appointment window is used to set up or change an appointment.

a small calendar in which
you can choose a date.
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Depending on where you click in the Calendar grid,
the window that opens may be either an Appointment
window or an Event window. The only difference, other
than the title, is that All Day Event is selected and the
free/busy indicator is set to Free for an event. If you
get an Event window when you want an Appointment
window, simply clear the All Day Event check box.

Free
Tentative

Busy

HESO

Qut of Office

Recurring appointments and events can save you a lot of
time re-entering activities, but they can also generate a
lot of entries, which may unnecessarily fill your calendar.
Enter only the recurring appointments that you want to
remember.

o

10.
11.

ENTER AN EVENT IN A WINDOW I

To enter an all-day event:

1

2.

. Click Subject to enter text describing the event as it will appear on

w

. Click the down arrow on the right, and select a start time.

. Click the End Time down arrow, and select the end date and time. By default, the end

date for an appointment is the same date as the start date unless you have selected
All Day Event.

. If you have selected more than one time zone, select the appropriate time zone for this

appointment.

. Type any notes or other information necessary in the message section of the

Appointment dialog box.

. In the Appointment tab Options group, click the Show As down arrow, and tell Outlook

how to display this time slot on your calendar.

® Free This time is available to be scheduled for an appointment.

® Tentative This time is potentially scheduled, but is currently not finalized.
® Busy This time is now unavailable to be scheduled for anything else.

® Out Of Office This time is unavailable and cannot be scheduled.

In the Appointment tab Options group, click the Reminder down arrow, and set the
reminder time. See “Use Reminders” later in this chapter for more information.

In the Appointment tab Actions group, click Save & Close to save [@ % E

your appointment. Today Mext7
Days

E-mnail Message

Appaintment

|
E Meeting

. In the Outlook Calendar, from the ribbon’s Home tab, click New B3 contact

Items in the New group. @ Task

Click All Day Event. The New Event window opens. #ll:Day Event
More tems 4

your calendar.

. Click Location to type information about the location. By default, All Day Event is

selected.

. Repeat steps 8—11 from “Enter Appointments in a Window.” The start and end times

become unavailable; the reminder, by default, goes to 18 hours; and Show Time As
changes to Free, as seen in Figure 5-8.

124 Microsoft Office Outlook 2010 QuickSteps  Scheduling and the Calendar




-
HE9O « |- Travel Time to Uncle Gabriel's - Event | = | B g
[ || Ewvent Insert Farmat Text Rewiew Add-Ins [~ 6

Ii 3] calend I (5 Privat €
| x rlﬁ@ 2] calendar ﬁ % B show as: | [ Fres e Y @ (&) Private ._{
iz Forward ~ = = o , ¥ HighImportance
Save & Delete Copyto My Appaintment| Scheduling Inwite & Reminder: 18 hours - Recurrence  Time Categorize Zoom
Clase Calendar [M] OneMote | Attendees Zones - § LowImportance
Actions Shiow Attendees Cptions (] Tags Zoom
Subject: |Tra\te| Time o Uncle Gabriel's |
Location: |Uncle Gabriel's house | 2
Starttime: | Wed 12/23/2003 - | [12m08m = A1l day event
Endtime: | Wed 12/23/2003 ~ | [1zi00 M -
' |
werify everythingis packed and ready to go by Tuesday night — Call Gabriel at work to verify road conditions -

Figure 5-8: An Event window looks much like the Appointment window, except All Day Event is selected.

Enter Recurring Appointments

Often, you'll have appointments and events that recur predictably, for example,
a weekly staff meeting, a monthly planning meeting, a monthly lunch with a

End: 8:00 AM.

EEE

Duration: 1 i'mur
Recurrence pattern

@) Daily O Every | day(s)

Range of recurrence
Start: | Mon12/7/2009 || © Moend date
O Endafter: |10

| Fri 12118/2009 =]

OCCUrrences

() End by:

[ Ok ] [ Cancel I [Remove Recurrance]

Appriiiment Becurrerice 5| friend, and birthdays. You obviously do not want to re-enter these every week,
Appointment tine month, or year. Outlook has a feature that allows you to enter these activities
Skart: 7 I

once and have them reappear on a given frequency for as long as you want.

1. Create a new appointment as described in “Enter Appointments in a Window.”

2. In the Appointments tab Options group, click Recurrence. The Appointment
Recurrence dialog box appears, as shown in Figure 5-9.

-
= Showe As: [l Busy - 4"-‘ @
4 Reminder: 15 minutes v Recurrence  Time
Zones

Options ]

3. Click the Start down arrow, and select the start time of this recurring appointment.

4. Click the End down arrow, and select the end time.

5. Click the Duration down arrow, and select the length of time this appointment lasts.

Figure 5-9: Use the Appointment Recurrence dialog box to
schedule recurring appointments automatically.

6. Click Recurrence Pattern and choose how often this appointment occurs. The specific
fields you enter to complete the pattern will differ, depending on the appointment
interval you choose.
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7. Under Range Of Recurrence, click the down arrow, select the date this appointment
starts, the number of times it occurs, and its ending date.

8. Click OK to close the Appointment Recurrence dialog box.
9. Click Save & Close.
EDIT RECURRING APPOINTMENTS

To change one instance of a recurring appointment:

: Tz | 1. In the Outlook Calendar, locate and double-click a recurring appointment in any
Cpen Recurring Item ; . . .
calendar view. The Open Recurring Item dialog box appears.
"ym with Diane, Gl & Molly" is a
/B recuring appaintment, Do you want to 2. Click Open This Occurrence if you want to make a change to only this instance of the
open only this accurrence ar the X
series? appointment.
@ Open this occurrence, 3. Click OK to open the Appointment window and make the necessary changes to this
) Open the series, occurrence of the appointment.
ok | [ concal 4. In the Appointment Occurrence tab Actions group, click Save & Close.

To change all instances of a recurring appointment:
1. In the calendar, locate and double-click the recurring appointment in any calendar
view. The Open Recurring ltem dialog box appears.

2. Click Open The Series if you want to make a change to the recurring appointment
itself.

3. Click OK to open the Appointment window.

4. In the Appointment Occurrence tab Options group, click Recurrence (if you forgot to
click Open The Series in step 2, you will see “Edit Series” in place of “Recurrence”).
The Appointment Recurrence dialog box appears.

You can delete a single instance of a recurring activity
without affecting the rest of the series. If you choose to
delete a recurring activity, the dialog box asks if you want 5. Make the necessary changes to this appointment, and click OK.
to delete the current instance of the activity or the entire 6
series.

. In the Appointment Occurrence tab Actions group, click Save & Close.

Move Appointments

If an appointment changes times within a day, you can move it to its new time
by simply dragging it to that new time, as you saw earlier. If you entered an
event on the wrong day, or if an appointment changes days, you can drag

it to the correct day in the Work Week, Week, or Month view or in the Date
Navigator. You cannot drag a recurring appointment to a date that skips over
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You can copy an activity by right-dragging it (use the right
mouse button) to where you want the copy and selecting
Copy from the context menu that appears when you
release the right mouse button.

<4 1Reminder

ﬁ Field calls - all day
Start time: Wednesday, December 16, 2009 §:30 AM

bject Due in

2l calls - all day £ hours overdue

Fiismiss &l Cipen Them Nisriss J
Click Snooze ko be reminded againin:
e o

Reminders are wonderful if they are used sparingly. If
they are constantly going off and you dismiss them, then
they are of little value. The default is for a reminder to be
automatically turned on, so you must turn it off in a new
appointment if you don’t want it.

another occurrence of the same appointment. You can, however, change a
recurring appointment to another date before the next one occurs. The different
ways to move appointments or events are:

® Drag the appointment to the day you want in a Work Week, Week, or Month view;
Calendar Navigator; or Date Navigator. You can drag an appointment anywhere in the
Calendar grid by dragging from anywhere in the appointment, except at the expansion
points on the middle of the sides.

® When you drag an appointment to a new day, it will be placed in the same time slot.
You can change the time by dragging it to the new time, either before or after you move
it to the new day.

Use Reminders

When you have set a reminder for an appointment, the Reminder dialog box
appears at the time you have set before the appointment. You have several
choices in the dialog box.

® Click Dismiss All to close the reminder and tell it not to appear again.

® Click Snooze to tell the dialog box when to remind you again but close the reminder
for now.

® Click Open Item to open the Appointment window so that you can make changes to
the appointment, the reminder, or both.

® Click Dismiss to close only the highlighted reminder.

Print Calendars

When you have completed making entries on your calendar, you may want
to take it with you, away from your computer, for reference and to jot new
appointments on. For this reason, Outlook includes a number of printed formats

to fit your needs.

To print your calendar:

1. In any view in Outlook Calendar, click the File tab.

2. Click Print to open the Print Setting dialog box, as seen in Figure 5-10.
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lg]l = N Calendar - Qutlook Data File - Microsoft Outlock = | &8 X |
N w Home Send f Receive Falder e Add-Ins & e
= 3
- Print
= o L@ Specify howe you want the itern to be printed and
% save Calendar . then click Print,
Print
™ Info
Printer D
Open
./ Send To OneMote 2010 = T — —
R o = Read cemb er = [ty PO e oy )
Print 4 EEY December 26, 2009 358! ;
EﬁprintOptions — = —
< Help - remis] [t imrmin]
Settings ™ Bt Fis ‘H.u...,_ ‘i‘.T:.'.'.‘:'_:_ A —
|21 Optians el

B et Daily Style B ==
Weekly Agenda Style 3

Wieekly Calendar Style

o g

kanthly Style

© O ifold seyte

Calendar Details Style I I I I [

= TorTo:

N
<1 ofl» = B 3
(e o) - )
Figure 5-10: You can print your Outlook Calendar in several different formats.

3. In the Settings area, select the format for your printed calendar. There are several from
o)) which to choose, and each style will display in the Preview area.

4. Click Print Options and click the print style you want to print. Your choices are

determined by the Calendar view you have chosen.

o
A el
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Page Setup: Weekly Calendar Style (e 5. Click Page Setup to open the Print Setup dialog box shown in
Style name: | Weekly Calendar Style | Figure 5-11. o
Format | roper | HeademFooter a. Click the Format tab, and make any changes in the Options
Preview: | and Fonts sections.
= b. Click the Shading check box if you want gray shading to be
used in your printed calendar. w

C. Click the Paper tab to choose the paper specifications.

:::';Z ] : e’ s d. Click the Header/Footer tab to add the professional touch of
S [24 5%, Segos U1 : a header and/or a footer.
taour  [Lpagefmesk -] %:E‘“go-”i ; €. When you are ready, click Preview to see how your printed 1N
Igsks: [0 12sks - .Shading s — calendar will look.
I [@)print using aray shading f. Click Print to print your calendar.

[TInates araa {lined)
Prink Frnm: | 700 A E]

Prink ka: | 7:00 PM E]

— Plan Meetings and
Request Attendance

of | [ cand In addition to using Outlook 2010 for scheduling appointments

(o))
and events, you can use Outlook to plan and schedule
Figure 5-11: The Print Setup dialog box gives you considerable flexibility with . Outlook L. . hich
regard to the print style, the format, paper specifications, and header/footer meetings. In Outlook, a meeting is an appointment to whic
information. others are invited.
. ~
Schedule a Meeting
You create a meeting by identifying the people you want to invite and picking a
meeting time. You e-mail a meeting request to people in your Outlook Contacts
who you want to attend. (0]
1. Open the calendar.
2. From the Home tab, click New Meeting in the New group.
_Or_
(o}
Press CTRL+SHIFT+Q.
In either event, the New Meeting window opens, as seen in Figure 5-12.
—
o
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HE9® «+ 5|5 Coordinaton sessions - Meeting l = | =l g
(o} i File | Meeting Insert Format Text Review Add-Ins & e
x '_I_'E'\- m(_alendar (3 Address Book B showas: | B Busy o i T @ i g
i a}Farward = a/(heck Mames L’ E !
Delete Copyto My Appointment| Scheduling | Cancel 2 i . i - Recurrence Time | Cateqorize Zoom
Calendar (8] OneNote | Tnwitation 4 Response Options = -l gl Zones - 3
Actions Show Aftendeas Options = Tags Zoom
o™ @ Invitations nave Not been sentTor this meeting,
Tau. Bromyn Calliope {beallio wiho,netl; Manctke Collins {m.collins@cantori.nctl; Mary Adoms {(adamsm@fincco.biz); Bll Schwarts {(bills@ourbiz, biz’
uill Subject: Coordinaton sessions
Send
Location: Joszeph Group =
q_ Click on a photo to see social network updates and email messages from this person. A v
(Y All Attendees (4)
/' Accepted (0) / © N y /
I | I {
7 Tentative (0) b <' b ¢ 1-} \, 1 4
X Declined [0) / \' \1 ‘,/ \ K \
i I ]
i-i Not responded {4) Dronwyn Calliope Manette Collins Mary Adams Dill Schwartz
Human Resource Mana

Figure 5-12: The Meeting window allows you to send out invitations, track who can attend, and schedule resources for
(o) the meeting.

3. Click To, double-click your attendees from your Contacts list, and click OK.

4. Click in the Subject text box, and type a description for your meeting. This description
N~ will appear on all calendars.

5. Click in the Location text box, and type the location information, if necessary.
6. Click the Start Time down arrow, and select the date and time the meeting is to start.

7. Click the End Time down arrow, and select the date and time the meeting is scheduled
(e o) to end.

8. Click All Day Event, if necessary.

9. Enter any additional information in the Notes section of the Meeting window that may
be needed by the attendees.

(o)) 10. In the Meeting tab Show group, click Scheduling. In the All Attendees column, click
Click Here To Add A Name to include others in the meeting. (If you don’t see it,
enlarge the window.) If necessary, click Add Others to add names.

10
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HE9 U« ¥ Coordinaton sessions - Meeting | = | Cl g 11' If you want to Change the
il '! Keeting Insert Format Text Review  AddIns @ meeting times, you can enter N
_"‘ | Calendar E = =] ress Boo HE th tart d di ti y
X & 3om m R @ s owe B30 < st ran s
Delete Copyto My Wi Appointment Scheduling||  Cancel Bsonns s G 1Sminutes - @ TimeZones | Categorize Zoom you can drag the edges of the
caleﬁrom Show — Attenzees ’ Options £l 'l'ags Zoom vertical meeting Iine’ as shown
in Figure 5-13.
. [100% - . December 30, 2003 o
7 7:00 8:00 5:00 w000 1100 12:00 1:00 200 300 400 5:00 600 12. Click Close to open the Close
| = ————|— == | I Meeting dialog box. Choose to
T T A T T g dialog box.
72l +] &Mmmm@’\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ AR Y save your changes and either
1] @ Manette Calins (m.colinsics A A A Y d t send th ti
[y e A send or not send the meeting
: i R A Y announcement or not to save N
_ _ _ _ changes.
- iE] . . " e . . ’-; [ Microsoft Cutlook ﬁ\
Aad Uthers Opuons Starttime:  |Wied 12/30/2008 - 200 PM - L —
<= AutoPick Next => End time: | Wed 12/30/2009 - ! 30 PM - @ Fallowing optians:
] Busy % Tentstive W Outof Office [N Mo Information [ Cutside of working hours I:?:I e and e necing
c - (1 Save changes but don't send
ellarsand @fincw.bic E‘DE i (") Don't save changes

oK I [ Caniel

Figure 5-13: The Scheduling dialog box allows you to send out invitations, track who can attend, and schedule o
resources for the meeting. = i

Respond to an Invitation

When you receive a meeting request, a message appears in your Inbox with an
icon that is different from the normal e-mail icon. ~

1. In Outlook, open the meeting notification or request.

2. On the Message tab Respond group, click one of the following:

® Accept
(o)
® Tentative
® Decline
3. To send your response with no comments, click Send The Response Now. Click OK.
4. To include comments with your response, click Edit The Response Before Sending. (o)
5. Type your comments and click Send.
6. To send no response, click Don’t Send A Response, and click OK. The meeting is
added to your calendar.
—
o
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Explore the Tasks Window N
View Tasks

Customizing Task Settings

Create a New Task from

the Ribbon @
Set Recurring Tasks C h t 6

Categorize a Task alD er .

Assign a New Task USI ng TaSKS >
Accepting or Declining

a Task Assignment

Make a Task Private Keeping organized and meeting appointments and deadlines n

Mark a Task as Complete is important to us all. Outlook can help you stay organized
Choose to Not Display a and can even alert you to events and appointments. Outlook
Completed Task . . .

defines a task as something you create and track until the
item is complete. Any incomplete tasks appear on the To-Do
bar, along with other Outlook items you have marked for
follow-up. The To-Do bar appears in every Outlook 2010 area,
S0 you can see what you need to accomplish at a glance. An ~
s e Click F1 Outlook item can be an e-mail you need to answer, a contact

et a Quick Click Flag you have marked to call back next week, or some other

Set the To-Do Bar to Show leted task. In this chapt il h t t
Ol Taeks uncompleted task. In this chapter, you will learn how to create o
and manage tasks, mark items for follow-up by both you and
e-mail recipients, modify and delete tasks, and share task
information with others.

Delete a Task

Rename a Task

Linking a Task to a Contact
Create Status Reports

Add a Flag to an Existing Task

0] 8
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@ Tasks
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EI Shortcuts
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Use the Task Window

Tasks are Outlook items, just like e-mail and calendar entries, and when you
create tasks, they are stored in a specific Outlook window. The Tasks window
keeps all of your tasks in one place and automatically keeps them organized for
you. In this section, you'll see how to use the Tasks window and how to view
tasks.

Explore the Tasks Window

You can easily access the Tasks window and view your tasks.

1. Open Outlook as described in Chapter 1 if it is not already open.
2. From the Outlook View, click Tasks.
_Or_

Press CTRL+4.

| @ Tasks |
E-L] Motes Tasks (Ctrl+d)

In all cases, the Outlook Tasks view opens with your tasks listed in the center
of the window, as shown in Figure 6-1. The window contains a listing of any

existing tasks, which also appear in the Tasks section of the To-Do bar on the

right side of the window.

View Tasks

By default, Outlook gives you a simple list view of your tasks in the Outlook
Tasks view. You see the name of the task, the due date, the category, and any
flags you have assigned to the task. However, you can re-sort these tasks in
various ways using several different views, depending on the information you
need, which can make your work easier.

1. Click the View tab to see the ribbon’s groups.




Task list sorted Today’s
by categories appointments
— e N
o9 |s Tasks - Outlook Data File - Microsoft Outlook =@
E_Home Sendeecelue Fnlder .\fiew & 0
© G © Baww | wow Torw s T 5 @ =
+ %o Add Columns — = w
1 i L Change “iew  Reset '-m‘i T L I it '% s nt fox To-Do People Reminders Open in Mew Close
View tab ribbon | Wiew = Settings View il Sl ot T ®=txpand/Loliapse ¥ Pane~  Pane~| Bar+ Pane - Window  Window Al lkems
Current View Amangement Layout FPeople Pane Wi
<
o M;:";“D Lo |search Tasks (Ctrl=E) o | ’ (  Dewemberoos
o Lo Lig ]
3 Ta3ks 0 |1 @] subject | status | Dus Date |Madified | Date Complet...|L] Catedories = Jer |l SuMo TulWe Th Fr Sa
'  Click here to add 3 new Task I : : : 7 ; ; 1; 1: 1:
o 13 14 15 16[17]18 19 -
- Calt:yum:) [rlurl:! ['IlLtuu] 20 21 22 23 24 25 6
[0 3 1 Staff Holiday lunch Mot S.. Wed 12/23/2008 Thu 12/17.. Mone L4 27 28 29 30 31 2
E;H ek Hhowers 1261 Alag 121 12461 o 2 45 & 7 '8 &
(nll-] Take cat to vet Mot S... Fri12/18/2009  Thu 12/17., None A 4
oA drop off deaning Mot S... Thu 12/17/2009  ‘Wed 12/1... Mone v
cial Management (1 item) (@) ]
o |ﬂ Get Novtmbcr budgetﬂgules InPr.. Tue 12/22/2003 Thu 12/17... None
« 0 Caleyuries: Manayement (1 item)
o3 Meet with GW & RW re new pro... InPr.. Mon 12/28/2000 Thu 12/17.. Mone [] Management A4 Arranye By: Flay; Due D&ll:i a 7
a 0 Categories: Persanal Care (L item) | 1ype anevidask |
i|" ] f Pay personal bills ' Mot S... Wed 12/30/2009 Thu 12/17.., None ' I"'I' Personal Care '\" 4 ¥ Today
drop off cleaning (B &
| « 0 Cateuones VolunteerTlme[Z |tems!
ilj ;ﬁ Twl: llUl.t) fu! wllullunll.y ||n:t1.|r|y NulS Fri 12/15/2003 Thu 12/17... Nune [0 vulunteer Time Y’ ...‘ Y
IE Lﬁ Takecatbo et Comm Wed 12642000 Tuellll. Tueilaaoss [ VelustesrTis o Type notes for community meet.., DY
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. 1 — (00}
Total task items | | [mERE - - o
Figure 6-1: The Tasks window displays a listing of your tasks in both the center pane and in the To-Do bar. —
To-Do bar with
tasks displayed
(]
—h
o
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’Q—“ == 2. In the Current View group, click Change View. You can change your view of the tasks

m[ Home Send / Receive Folder Wie by CliCking the different OptiOﬂS.
‘ © |G ) 5o ¥saro ® Simple List displays a listing of your tasks with the subject, due date, categories,
Change, View feset ? mportance B assigni and flags shown.
e~ eLliniygy Wiz
== ‘r ] ® Detailed displays the subject, status, due date, date modified, folder location,
D‘ctailcd simple List | To-Do List Prior:tizcd categories, and flags, as shown in Figure 6-2.
z \/ \ ® Active is the same as Detailed, but only shows tasks that are currently active—that
Active  Completed  Today  Next7Days is, tasks that have not been deferred or completed.
@ gg :«ﬁ ® Overdue is the same as Detailed, but only shows tasks that are overdue.
Oerdue Assigned Server Tasks

® Completed shows you all tasks that have been completed.

Manage Wiews..,
Save Current View &5 3 New View... ® Assigned shows you tasks that have been assigned to others. This view shows you
Anpk Cursrt Miew to/Other Task Folders,,, the task, the owner, the due date, and the status of each task.

e
o &= Tasks - Outlook Data File - Microsoft Outlaak | = | = g
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o
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Figure 6-2: Viewing your tasks in to-do list format can help you set daily priorities.
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- . ) . - ® To Do List shows the task subject, its start date, reminder time, due date, folder,
ou can change views at any time by simply clicing a categories, and flags. This view groups the tasks by start date. N
different view option in the Arrangement group for the ) )
View tab, o the Current View group in the Home tab. ® Today is the same as Detailed, but only shows tasks for today.
® Server Tasks are used with Microsoft Exchange accounts. This view includes the
name of the person to whom the task has been assigned.
Manage All Views M . . L.
® Prioritized shows the list grouped by priority. w
Wiews For Folder "Tasks":
iews Hame: Can D Used On ViewType | ~| [ new.. | ® Next 7 Days is the same as Detailed, but only shows tasks for the next seven days.
<iCurrent view settings> | All Task Folders Table :
vetaled &ll | ask Folders | able copy.. | CREATE A NEW TASK VIEW
Simple Lisk &ll Task Folders Table =
To-Do List All Task folders Table : : :
e At L You can modify any task view to fit your needs. o
Acti All Task fold Table £
c;;v;ed m:sa(r;dx T:hle 1. Click the View tab to see the ribbon’s View groups.
Tod All Task fold Table
mz_jinay; m;;.ﬁ T:b.e = 2. In the Current View group, click Change View. Click Manage Views to open the
Description Manage All Views dialog box.
Fields: Icon, Task Subject, Start Date, Reminder Time, Due Date, In Fold
3. Click New to open the Create A New View dialog box. (3]
Group By: Arrangement Label {ascending)
o T bt (e 4. Type a name for your new view. Choose the type of view you want to create.
Filker: Tasks: Advanced ® Click Table to create a view that displays the standard views in a table format.
| Only show visws craated For this Folder ® Click Timeline to create a view that shows your tasks in a timeline format, as shown
in Figure 6-3.
J ® Click Card to display your tasks in a card format.
= = ) = = ® Click Business Card to display your tasks in the same format as a
M{t @ Ql @ !ﬂ business card.
Call Take cat to ) Redo G.et budget Meetwith Ll Staff Holiday Meetwith Pay hills
. O mimeefor Tguwesfr menewhims lunch o Monuosere ® Click Day/Week/Month to display tasks in a calendar format. ~
schedule i i i
SRR ® (Click Icons to display tasks as icons.
December 2009 _ ®
Tue 15 IWed 16 Thu 17 Fri 18 Sat 19 Sun 20 hon 21 Tue 22 ‘Wed 23 Thu 24 Fri 25 Sat 26
éj Call basketball coach re new schedule ﬁ Get budget figures for November =
@ Take cat to wet i Meef witH LJ. re news hires
j Redo minutes for community meeting é’ Staff Holiday Lunch - @
4 i |2
Figure 6-3: Using the Timeline view can help you see your scheduled tasks according to calendar dates.
—
(@)
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Figure 6-4: Choose items from the Available Columns list to
create a personalized task view.
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OK ][ Cancel ]
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5. Once you have chosen the type of view and clicked OK, the Advanced View Settings
dialog box appears.

-
Advanced View Settings: Personal View ﬁ

Description

Columns. .. Complete, Icon, Priority, Attachment, Subject, Status, Due ...
Group By, .. Mone
Sork... Due Date {ascending)
Filker... Off
Other Settings. .. Fonts and other Table View settings

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

Format Columns, .. Specify the display formats for each field

Reset Current Wiew _' [ 0]4 ][ Cancel ]

a. Click Columns to select the columns to display in your customized view, as seen in
Figure 6-4.

b. Choose the fields you want displayed in your Tasks window. Click OK when you are
finished.

6. Click Group By, click the Group ltems By down arrow, click the item on which to
group, click Ascending or Descending, and choose whether to show the field. Repeat
this process for up to three more subgroupings, and then click OK.

7. Click Sort, click the Sort Items By down arrow, click the item on which to sort, and
click Ascending or Descending. Repeat this process for up to three more subsorts,
and then click OK.

8. Click Filter, click in the Search For The Word(s) text box, type the words to search
on, click the In down arrow, click where you want to search, and use the other fields to
locate just tasks you want to work with. Enter any other criteria, and click OK.

9. Click Other Settings to set font size, font face, and other visual settings for your view.
In the AutoPreview section, choose how you want to use AutoPreview, if and where you
want the Reading pane, and make any desired changes in the Other Options section.

10. Click Conditional Formatting. Set your desired rules, change the font if you desire,
and click OK.
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CUSTOMIZING TASK SETTINGS

You can customize options in the Outlook Tasks view by
changing the default settings for it. To change the Tasks
options:
1. With Tasks selected on the Outlook View, right-
click anywhere on the ribbon or the tabs. Click
Customize The Ribbon.

Add to Quick Access Toolbar

LCustomize Quick Access Toolbar...

Showe Quick Access Toolbar Below the Ribbon

Customize the Ribbon..,

Minimize the Ribbon

2. Click the File tab, and then click Options. On the
Outlook Options dialog box, click Tasks.

3. In the Tasks view, click the Set Reminders On
Tasks With Due Dates check box to have the
option to set reminder times each time you create
a task.

4. Click the Default Reminder Time down arrow,
and if you want an alternate time other than the
default of 8:00 A.M., click your choice.

Task oplions
:--?"ﬂ,. El Setreminders an tasks with due dates
o_’ﬂ Default reminder time: | 00 A E[ g

Eeep my task list updated with copies of
tasks Iassign to other people

Send status reportwhen I complete an
assigned task

5. Clear the Keep My Task List Updated check box
if you do not want to track tasks you’ve assigned
to others.

Continued . . .

11.

12.
13.

Click Format Columns; click the field (or column) to format; and change the format,
label, width, and alignment of the field you selected.

Click Reset Current View if you want to return to the view’s default settings.

When you have made all of your changes, click OK to close the dialog box. Click
Apply View to continue making changes, or click OK to close the Manage All Views
dialog box.

Create Tasks

To use the Outlook Tasks feature, you'll have to create tasks. As new appointments,

jobs, and other tasks come your way, you can simply create a task in the Tasks

window to organize your work. In this section, you'll see how to create a task from

several different locations, change a task, make a recurring task, and more.

Create a New Task from the Ribbon

The ribbon, now an established part of Microsoft Outlook, is where new tasks

are added. You'll see that Outlook 2010 continues this approach, making this

familiar and easy.

1.

In the Outlook Tasks view Home tab New group, click New Task.
_Or_
From the Task pane, double-click Click Here To Add a New Task at the top of the

pane. In the To-Do List view, you will see “Task Subject” above the new task field
instead of “Subject,” as displayed in the other views.

01 || subject
Click here to add a new Task
zf:rllh beatball b b g Fraci

5 [0 Take catto wet

Either way, the new Task window opens, as shown in Figure 6-5.

. Click in the Subject text box, and type a name for this task. This is all the information

you must enter for your task.

. If you choose, click the Start Date down arrow to display a calendar from which you

can choose the starting date for this task, or simply type a date.
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CUSTOMIZING TASK SETTINGS
(Continued)

6. By default, the Send Status Report When |
Complete An Assigned Task check box is
selected. If you want, clear the check box by
clicking it. Both of these items are used primarily
by those users on Microsoft Exchange Server.

7. Click the Overdue Task Color down arrow to
display a drop-down list of other colors from which
you can choose. Click the color you want to use
instead of the default red.

Dwerdue task colon
Completed task color

Set Quick Click flag:

wrs

Task wworking hours per . . &

8. Click the Completed Task Color down arrow, and
change the color of completed tasks to the color
you want to use.

9. Click the Quick Click button to assign flags to
tasks with a single click.

10. Set the number of working hours per day and
per week using the up and down arrows in the
spinners.

11. Click OK to close the Outlook Options dialog box.

To create a new task from anywhere in Outlook, press
CTRL+SHIFT+K.

2 1 |
2’ H2 0+ 9+ |5 Check with Colette about budgeting issues - lask =

File  HEREES Insert Format Tesxdt Faview Mdd Ins & e

H x - g ﬂ lJ J ,‘.—;B ‘jl- O H. Y _i‘jP!l\rane r'\.

’ Htgn Importance

Save & Delete Forward Oneblote | Task | Details Mark  Assion Send Stalus Recurrence  Cateqorize Follow Zoom
Close J " Complete  Task Repart v lip~ l' Low Importance
Actions Show Manage Task RECUrrence Tags Zoom
Suhject: (hprk wiith Cnlette abinist hudgﬁtmg 31111 o . . .
Slart dale; | Maon u.mrzoos - | Stalus: nF Frogress
Due date: | maon 2/15/2010 | | Prionity: ;ngn - % Complete: |15% 5
(7] Reminder:  |Wed 271022000 | - [ 10:00 AM =] | ownen: bectg

» e

Cuarterly hudgets for 2010 are due for final review by tarch 1, 20100 Colette, Tom, Paul & | will need to meet pvery twn
weeks to ensure each department has them in by zfls,fzoln.l
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Figure 6-5: The new Task window helps you enter information about a job you must complete.

4. If you have chosen to enter a start date, the due date is automatically the same date.
Click the Due Date down arrow to display a calendar from which you can choose the
date this task is to be completed.

5. You can keep track of the progress of this task with the Status, Priority, and
%Complete boxes.

® Click the Status down arrow to choose the current stage of this task.
® Click Priority to set the importance of this task to low, normal, or high.

® Click %Complete to enter what percentage of the task is currently complete. You
can also use the up and down arrows to scroll among 25%, 50%, 75%, and 100%.

6. If you want to be reminded of this task, click the Reminder check box and then the
down arrow, and choose a date on which to be reminded. Type a time for the reminder
or choose one from the drop-down list.

7. Click the ¥ to open the Reminder Sound dialog box.
® Click Play This Sound to hear the sound that will play.

® Click Browse to look for and select another sound file that you want to play as a
reminder.

® Click OK to close the dialog box.
8. Click in the task body to add any information or notes about this task.

9. To save the task, click Save & Close in the Actions group.




[ Task Recurrence &=/ Set Recurring Tasks
N
Re”;:;“ Dm:m e If you want to have a task reappear in your To-Do bar on a regular basis, such
o - CUF EVERY 5_ i Weers) on . .
© Weekly Borky | Eitniey Bl Elietesiy as paying your bills each month on the tenth, you need to tell Outlook.
:h::iw Bitcday By Bisbek 1. From the Tasks pane, double-click the task you want to recur. The Task window opens.
~ (7 Regenerate new task. |1 week(s) after each task is completed
- 2. On the Task tab Recurrence group, click Recurrence to open the Task Recurrence w
Rangs of recurence d|a|og bOX.
e
T E::m_ : | 3. Click Monthly if you want to have this task appear on a monthly basis. Choose one
i Eﬁiofémn = of the other options if they apply. The choices displayed will vary depending on the
L i I
—— recurrence pattern you choose.
'_.F.'=|||u‘.: RI:I.-JHI:IILI:. -h
4. Click Day to set the day of the month on which this
Figure 6-6: The Task Recurrence dialog box is used when task is to appear, and enter how many months. For © baly Obay 30 | ofeve
you create repeating tasks. example, if you want your task to appear on the 30th Oweekly | o g st [=]
of every month, type 30 and 1, as seen in Figure 6-6. ©) Monthly
5. Alternately, you can designate the first, last, or other B o
week and corresponding day of the month.
6. Click Regenerate New Task _ Month(s) After Each Task Is Completed, and enter
the number of months between appearances if this is a monthly, quarterly, or other
’ . o Bl ; repeating task, such as paying your bills.
you choose to have Outloo regenerate a new
task after an earlier task is completed, make sure that 7. Click No End Date if the recurrence of the task is permanent—as in paying bills. If the
you mark the original task as complete. The new task task occurs for only a specific amount of time, choose the option that applies.
will not appear until you have marked the original task as 8. Click OK to close the dialog box. In the Task tab Actions group, click Save & Close.
completed. SKIP A RECURRING TASK ~
1. From the Tasks pane, double-click the recurring task with which you want to work. The
Task window opens.
2. On the Task tab Recurrence group, click Skip Occurrence. The Y @
current occurrence of this task will be skipped, and the due date P— - oo
is set to the next regular occurrence. Qecirtetice
Recurrence
3. Click Save & Close from the ribbon to save your change.
4. If you have set a specific number of occurrences for this task, the number is reduced
by one. (o}
—
o
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END A RECURRING TASK
If you wish to end a recurring task:
1. From the Tasks pane, double-click the recurring task you want to end. The Task
window will open.

2. On the Task tab Recurrence group, click Recurrence to open the Task Recurrence
dialog box.

3. Click Remove Recurrence at the bottom of the dialog box.

4. Click Save & Close from the ribbon.
Categorize | Follows Zoo
Categorize a Task
If a task belongs with other Outlook items in a specific [0 Financial Tasks
o Category: . Personal Errands/Tasks
To change or remove the color category of an existing [ volunteerTasks
task, in the Task pane, right-click the Categories field, 1. From the Tasks pane, double-click the task you want to B | orsnge catgory
and choose Clear All Categories or choose another categorize. O Purple Categary
color category. 2. On the Task tab Tags group, click Categorize to open the Color | [] *ellow Categors
Category menu. EE All Categaries..,

3. Click the category to which this task belongs. The category appears at the top of the

Task window.

- . 4. From the ribbon, click Save & Close.

Arrange By Flag: Due Date | Today on top e o

[ Type 2 new task | CREATE A TASK IN THE TO-DO BAR
4 ¥Mopate By default, the To-Do bar appears in most Outlook views. However in the

S lekibenns shO BUUE R B ¥ Calendar, you must choose Classic view to display the To-Do bar. You can easily
B L= create a new task in the To-Do bar itself.

drop off cleaning L Y

4 ¥ Tomomow 1. In any Outlook view, click the task input panel. (You may see this as the Type A New
Type notes for community meeting oy Task text bOX.)

Take cat to vet V . . . . ..

B L 2. The text box changes to an outlined box with a blinking cursor. Type a quick description

4 '\ Mext Week
------------------------------------------------------------------------- e for the task, and press ENTER.

Get Movember budget figures D\

Staff Holiday lunch & [ 3. The new task will appear immediately in your Outlook Tasks view with today as both
4 \ TisMonth i the start and due dates. The new task also appears under Today in the To-Do bar.

|@ Bl 100% — 4. Double-click the new task in the To-Do bar to make any changes to it.
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Type notes far comm... D\W
Take cat to vet 'f’

Click to add task

|ﬂ Task

| I& Task Reguest

‘ Arrange By .3

CREATE A NEW TASK IN CALENDAR

When you are working in the Day, Work Week, or Week view in the Outlook N
Calendar view, you can choose to display the Tasks list at the bottom of the
Calendar grid. You can quickly add a new task from this list.
1. In the Outlook Calendar view, click Day, Work Week, or Week. The Tasks list appears
w

beneath the Calendar grid.

2. Position your mouse pointer in a blank area of the Tasks list, and click the Click To
Add Task message that appears under your mouse pointer. A text box appears.

3. You may also right-click in a blank area to open a context menu. Click Task to open a
Task dialog box. B~

4. Type a name or subject for your task, and press ENTER. The task will be assigned the
same start and end dates of the day in which the Tasks list appears.

5. To change these dates, you can drag the task to the proper date or double-click the
task and make the changes. (3]

ADD A NEW TASK FROM AN E-MAIL MESSAGE
From time to time, you may receive an e-mail that you need to make into a task.

1. In Outlook, from the Mail view, click the e-mail to select it.

2. Hold down the mouse button and drag the e-mail message to the Task button on the
Outlook View.

3. The New Task window opens with a copy of the e-mail appearing in the task body. It
may be placed beneath your e-mail window. If so, minimize the e-mail window so you
can see the Task window. Make any changes or additions you need, as described in ~
“Create a New Task from the Ribbon” earlier in this chapter.

4. From the Task ribbon, click Save & Close to save the new task.
CHANGE A TASK
Some of the tasks that you create will change. The report that was due in a month
is suddenly due in a week, and the conference call you had planned for 10:00 A.M.
changes to 4:00 P.M. You can easily change and edit your tasks. To change a task:
1. Double-click your selected task from the Outlook Tasks view. ©
—Or—
Double-click the selected task in the To-Do bar.

In either case, the Task window will open.

0] 8
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Follow up, Stark by Monday, December 21, 2009, Due by Tuesday, December 29, 2009, 2- Make any deSired ChangeS to the taSk- For examp|e, in

sindat Figure 6-7, we have changed the due date for the task,
L - 1 changed the status to In Progress, and changed its
it I P Il percentage complete to 15%. We have also added a note to
Startdater  |[Mon12202009 |~ Ststus;  |In Progress [~ remind us that the office will be closed on the 30th and 31st
Due date: [ueszzarzoos [~ priontw  [Miah |- | s completes [15% |5 of December.
[Mone - [Mone - ¢ ownen Ellar Sands 3. When you're done, click Save & Close from the ribbon.

Check with each department head on the 218 to ensure their preliminary figures will be tothe

section managers by the 29t (Mate, offices are dosed the 30M and 31°) = ASSIgn a New TaSk

~||  You can easily create a task and assign it to someone else

Figure 6-7: You can make many changes to a task. who is using Microsoft Outlook.

1. In the Outlook Tasks view, on the Home tab New group, click \/ '% |1/|:|

New Task. The Task window will open, as shown in Figure 6-8. = Mark &ssign Send status
Complete | Task Report

2. From the Task tab Manage Task group, click Assign Task. flafiage Tozl
- 3. Click To and enter the name or e-mail address of
FEEHY M e |z Create 1st quarter schedules - Task |M

the person to whom you are assigning the task.

_. Task .. Inser‘F Format Text Rewigw Add-Ins [ 9 4
HXEBFs £« 2% c EBYas |

Sawe & Delete CneMote Details Cancel Address Check | Recurrence | Categoarize Follow —— Zoom

Click Subject and enter a name for this new task.

If you choose, click the Start Date and Due Date

Close sssignment | Book  Mames v up~ down arrows, and enter the beginning and due
Actions Show tanage Task| Mames Recurrence Tags Zoarm dates of this task respectively
sl 6. If you choose, click the Status and Priority down
— 7o, | | Mary fcdams (adarsin@fineco bz | arrows to enter the current status and priority level
:Slend Subject: |Create 1st quarter schedules | of this task.
Startdate: | Man 12/21/2009 || status: | Mot Started [ - 7. If any part of the task has been completed,
Due date: | Man 12/21/2009 - | Priatity:  |High - | %completer 1% |2 indicate the percentage in the % Complete field.
Eeep an updated copy of this task on my task list 8' Clear the Keep An Updated copy Of This Task
Send me a status report when this task is complete - On My Task List check box (WhiCh is selected
EEJI by default) if you do not want to have this task
____________ =5 updated.
Mary, please prepare the schedules so we can review them by the 281 ‘ 9. Click the Send Me A Status Report When This
= . Click the u i
Coitactse || | Task Is Complete check box (also selected by
y default) if you don’t want to receive a status report.
Figure 6-8: Assigning a task to another Outlook user is as easy as sending an e-mail. 10. Click in the body of the task, and type any additional

information needed by the assignee.

144 Microsoft Office Outlook 2010 QuickSteps ~ Using Tasks




11. If you want this task to be recurring, in the Task tab Recurrence group, click Recurrence
and follow the steps outlined in “Set Recurring Tasks” earlier in this chapter.
You can assign the same task to several people by 12. Click Send to send the task request.
simpl ing all e-mail addresses in the To text box, just
S ' ASSIGN AN EXISTING TASK

1. In the Outlook Tasks view, double-click the task you want to assign. The Task window
opens.

as you would with any e-mail.

2. In the Task tab Manage Task group, click Assign Task. The Assign Task window will
open.

3. Click To and type the e-mail address or name of the person to whom you are

The recipient must accept the task that you send in order
assigning this task. The e-mail subject will be the same name as the existing task.

for it to be added to his or her Task window. You will
receive an e-mail receipt from the recipient once the task 4. Follow steps 5-12 in “Assign a New Task” earlier in this chapter.

is accepted. TRACK ASSIGNED TASKS

You can track assigned tasks in three ways: automatically keep copies, view
assigned tasks, and view a list of people who have received assigned tasks.

To automatically keep copies:

1. In Outlook Tasks, right-click anywhere on the ribbon, and select Customize The
Ribbon.

From the Outlook Options dialog box, click Tasks to open the Tasks view. Choose
Keep My Tasks List Updated With Copies Of Tasks | Assign To Other People.

éﬁ Y 2. Click OK to close the Outlook Options dialog box.
Persanal Wi... Detailed Simple List To-Do List
. s VIEW ASSIGNED TASKS AND RECIPIENTS
. |ﬂ ‘/ ﬁ To view tasks you have assigned to others:
Priaritized Active Completed Today
\ & |% LLI 1. In the Outlook Tasks view, from the View tab Current View group, click Change View.
Mest 7 Days Overdue &ssigned SeverTasks 2. Click Assigned. The list of assigned tasks is displayed in your Task window.

To view a list of people who have received tasks:

Taik | e RataTer | Red 1. In the Outlook Tasks view, double-click the assigned task you want to view.

WX o 8 ¢

Sawe & Delete Forward CneMote Task
Close

2. From the Task tab Show group, click Details to see a list of people who have accepted
the task. The names will appear in the Update List box.

S i 3. In the Task tab Actions group, click Save & Close.

Microsoft Office Outlook 2010 QuickSteps ~ Using Tasks 145

0]}




10

ACCEPTING OR DECLINING

A TASK ASSIGNMENT
You can easily accept or decline a task assignment given
to you.

1. In the Outlook Tasks view, double-click the task to
open it.

2. In the Task tab Respond group, click Accept or
Decline. The Accepting Task or Declining Task
dialog box appears.

3. If desired, click Edit The Response Before

Sending; click OK; type any notes, questions, or
comments in the message box; and click Send.

4. If you do not want to include any comments, click
Send The Response Now.

If you are a user on a private network, or one who uses
Outlook for Internet e-mail, there is no advantage to
making an item private. This feature is designed for
networks where other users have specifically been
granted permission to see your Task window, Calendar,
and other Outlook features.
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Make a Task Private

In networks that use Microsoft Exchange Server, you can give other people
access to your tasks. For example, let’s say you are a team leader for a
department. Within your department, several department coordinators may
need to access your tasks and enter tasks that you need to complete. This allows
others to manipulate and change your tasks, which you can, of course, also
work on yourself.

However, in some instances, you may create a task that you want to keep private
in an environment like this. This action will keep people who have permission to
view your tasks from seeing that particular task. To make a task private:

1. In the Outlook Tasks view, double-click a selected task to open it.
2. From the Task tab Tags group, click Private.
3. Click Save & Close. Your task is no longer visible to others.

|} 2] Private

¥ High Impartance

Categorize Follow
= up- & LowImportance

Tags

Manage Tasks

After you have created a task, Outlook provides several tools you can use to
manage them, including marking them as completed, choosing whether to
display them, deleting, and renaming them, as well as creating status reports on
your tasks.

Mark a Task as Complete

Once you finish a task, you can mark it as having been completed. The task will
be attached to the day on which you marked it complete, and it will appear
with a line drawn through it.

There are several ways in which you can mark a task as complete.




EE(III« katball by pa Yilad 43 g 000
2 B Tekecabtoowet Fhu12475000
ﬁ [T werify holiday plans Fri 121872009

# 7 Redo minutes for community .. Fri 12/18/2009

If you want to change the status of a task you have
marked as complete, click the item’s Status field in
Detailed List view to see a drop-down menu. Choose the
status to which you want to change.

MARK A TASK AS COMPLETE FROM THE TASK WINDOW
1. From the Outlook Tasks view, double-click the selected task.

2. On the Task tab Manage Tasks group, click Mark Complete. The task will be marked
as complete, and the Task window will close. The task will appear on your Task list with
a line drawn through it.

CHANGE A TASK’S PERCENTAGE OF COMPLETION
1. From the Outlook Tasks view, double-click the selected task to open it.

2. Click the % Complete down arrow to change the percentage of complete.

2% Complete: ::‘.:

3. Click Save & Close to close the task.

MARK A FLAGGED TASK AS COMPLETE

W Today
FROM THE TASKS WINDOW @ CEE—
1. On the Outlook Tasks view, locate the task you want to mark S This Week
as complete. S Dext Week
. . . . Y Mo Date
2. Click the flag. The flag turns into a check mark, and a line is
W cCustom..
drawn through the task.
o Add Reminder...
MARK A TASK AS COMPLETE FROM THE TO-DO BAR o« Mark Complete
1. On the To-Do bar in any view of Outlook 2010, locate the task. Delete Task
Set Quick Click...

2. Right-click the task that you want to mark as complete.

3. Click Mark Complete on the context menu.

Choose to Not Display a Completed Task

Normally, when you complete a task, it remains on the Task list with a line
through it. However, a task does not appear on the To-Do bar after it has been
marked as complete.

SET COMPLETED ITEMS NOT TO DISPLAY IN A TASK LIST
1. In Outlook Tasks view, from the View tab Current View group, click Change View.
2. From the dialog box that appears, click Active Tasks. Only the active @

items will display on your list. e

Microsoft Office Outlook 2010 QuickSteps ~ Using Tasks 147

0] 8




10

= . SHOW COMPLETED ITEMS IN THE TO-DO BAR

el e o By default, the To-Do bar does not display completed items. To change this:
ERd i RO EE e e, 1. In the To-Do bar, right-click Arrange By to open its context menu.
|Date Comploted  does not exist .
Flag Complek | 2. Click View Settings to open the Advanced View Settings: To-Do List dialog box.
! 3. Click Filter to display the Filter dialog box.
- — 4. Click the Advanced tab.
Condition: Value: 5. Select Remove or Clear All to clear the default choices.
| | ] | _ ! 6. Click OK to close the Filter dialog box.
Cridioii | 7. Click OK once more to close the dialog box.
s e el SHOW COMPLETED ITEMS IN THE DAILY TASK LIST
3 1. In the Outlook Calendar Day, Work Week, or Week view, click the |E| Marmal
View tab. Minimized
2. In the Layout group, click Daily Task List, and click Normal. =
Ea Copy Arrange By ¥
ol Delete a Task
& | Reply
3| Reply 4l Once a task has been completed, or should a task fall out of the scope of your
% Forward responsibility, you can simply delete the task.
& Mark Complete
SR Assign Task There are several ways to delete a task.
i PRt 1. Right-click the task in the Outlook Tasks view, and click Delete on the context menu.
— Categorize L3
E; i : 2. Double-click the task in the To-Do bar or in any Task list to open the Task window and
2 click Delete in the Task tab’s Actions group.
@ OneMote
X Delete 3. Click the selected task in any list, and press CTRL+D.
Rename a Task
As projects progress, it may be necessary to rename a task. You can do this at
any time.
{ 1. In Outlook Tasks view, in any list view (or in the Daily Task list in Calendar), click the
Be careful not to delete tasks that you still need, even if selected task.
they are completed. Completed tasks provide a record 2. Press F2. The insertion point is placed at the end of the current name.

of what has been accomplished, so make sure you no
longer need the task before you delete it.

w

. Press BACKSPACE to delete the old name, and type the new name.
4. Press ENTER.
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You can rename a task from the To-Do bar by right-
clicking the task name and selecting Rename Task from
the context menu.

LINKING A TASK TO A CONTACT

There may be occasions when you want to link a task to
one of your contacts. Before you can do this, it is necessary
to set contacts to appear in your Outlook Tasks view.

. In the Outlook Tasks view, double-click the item for

which you want to add contacts.
. Click File and click Options. In the Outlook
Options dialog box that appears, click Contacts.

. In the Linking section, click the Show Contacts
Links To The Current Item check box. Click OK
to close the Outlook Options dialog box.

Linking

% Show contadts linked to the current item

. At the bottom of the Task window, click Contacts
to display your Contacts list.

Subject: iMeetwith Montrose re new = ‘
Start date: I—Mn:m 12728¢2009 > | Statu
Due date: | Mon 12/28/2003 = | Priari
E Reminder: |_one - |_ -
I B =]
Contacts... i Field Montrose ‘

. Double-click the name of the contact you want
linked with this task. The name appears in the
Contacts box in your task.

6. From the Task tab Actions group, click Save & Close.

Create Status Reports

Outlook allows you to create a status report for a task, which, in reality, is an
e-mail message summarizing the status of your task. You can then send the
e-mail to anyone who needs the status information. You can also print a copy
for your records.

1. In the Outlook Tasks view, double-click the task on which you want to report. The Task
window will open.

2. In the Task tab Manage Task group, click Send Status Report. An e-mail message will

open, as seen in Figure 6-9.

dh

e K
_3‘_)! A 9 & & + |5 Task Status Repork: create 1st quarter schedules - Message (Rich Text) | = | &= g

Insert Qptions Farmat Text Feeign Add-Ins & 9

‘-E] _g‘gﬁ @ () AtachFile ? Follow Up = n‘

=R : jAttach Ttem = nghImportance

Paste Address Check

« Book Mames | L% Signature - 3 Lawy Importance
Clipboard Basic Text ra Marnes Include Tags | Zoom
Tou. IManette Collins {m.collns@canter 1 .net

=

= o |

Send

Subject: ITask Status Report: create 15t quarter schedules

————— Original Task-----
Subject: create 1st quarter schedules
Priority: High

» I

Start date: Mon 12/21/2009
Due date: Mon 12/21,/2009

Status: Not Started
% Complete: 0%
Actual work: 0 hours

Requested by: Mary adams (WMary@whosis.org)

Manette Collins ~

Figure 6-9: A status report provides a fast and easy way to e-mail progress information on
a task.
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3. Click To and find and select the e-mail address or the name of the person to whom

Atz iz e Sl S Repor iz arelldl you are sending the report. If it isn’t in your Address Book, type it in the To field.

except the Completed view. ) ) ) )
4. Click Cc if you want to send a carbon copy. Find and select the name or e-mail

v gg @'f]__l address in the Address Book, or type it in the Cc field.

Mark  Assign Send Status 5. Click Bec and follow the procedure in step 4 for a blind carbon copy. The e-mail subject

C lete  Task Report . . . . .
i i,,ana:ge Task == line is already filled in with “Task Status Report” and the name of your task.

v 6. Click in the message body, and type any additional comments or notes.
7. Click Send.

Work with Follow-up Flags

When you add a flag to any item in Outlook 2010, it is a visual reminder that
you need to do something with that item. There are several default settings for
the follow-up flags in Outlook 2010. Each is based on a date. Table 6-1 explains
how the dates work. You can, however, customize the dates for any flag, and
you do not need to set a reminder.

When you add a flag to any item, it is shown in the To-Do bar, the Task list in
Calendar, and all Task lists in Tasks.

FLAG START DATE DUE DATE REMINDER SETTING
Today Today’s date. Today’s date. The reminder will prompt you one hour before the end of your
current workday.

Tomorrow Tomorrow’s date. Tomorrow’s date. You will be reminded at the start of your next workday.

This Week Today plus two days, but no later The last workday of this You are sent a reminder at the start time of today’s date plus
than the last workday of this week. | week. two days.

Next Week | The first workday of the next work | The last workday of the You are sent a reminder at the start time of the first workday
week. next work week. next week.

No Date No date is set. No date is set. You are reminded today.

Custom You may choose a start date. You choose a due date. You are reminded on the due date you set.

Table 6-1: Default Settings for Follow-up Flags
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.V' a @ Add a Flag to an Existing Task
' N
Follow ; Zoom A flag draws your attention to a task. It is a signal that you need to follow up on
Up~ .. . .
Y | Today this item. If you did not mark a task for follow-up when you created it, you can
¥ Tamorrow add the flag at any time.
N\ This wieek . i .
&'_j o 1. In Outlook, click Tasks on the Outlook View to show your Task list. ©w
¥ MoDate 2. Double-click the task with which you want to work to open the Task window.
V| Lot 3. In the Task tab Tags group, click Follow Up.
g Add Reminder...
| i Camainte 4. Click your selection from the menu.
Set Quick Click... 5. If you want to include a reminder with this task, click Follow Up and then click Add -
Reminder. The Custom dialog box appears.
6. Click the Flag To down arrow, and choose an option.
7. The Start Date and Due Date fields are filled in with information from the existing task.
Click the Reminder down arrow, and choose the date and time at which you want to (6)]
be reminded.
8. Click OK to save your changes and close the Custom dialog box.
9. In the Task tab Actions group, click Save & Close.
10. You can also right-click the flag field on any task to set a follow-up date or add a
reminder.
Set a Quick Click Flag
You can attach a Quick Click flag to any Outlook item. This flag, which is set ~
to today’s date by default, allows you to flag a task, contact, e-mail message, or
other item with only one mouse click.
= — To add a Quick Click flag to a task:
Set Quick Click === & ®
- R 1.1n any Task list, right-click in the Flag column.
when single-clicking on the Flags
AT R 2. Click Set Quick Click on the context menu. The Set Quick Click dialog box will appear.
A ™
Y I-—\—EJEEE%EE—E[ 3. Click the Flag down arrow to select the settings for the Quick Click flag.
[ o || concel | 4. Choose the flag from the drop-down list that will appear upon being clicked. ©
- ’ 5. Click OK to close the dialog box.
=
o
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Work with the To-Do Bar

The To-Do bar has four parts, three of which can be hidden. The Task list
remains displayed at all times.

Set the To-Do Bar to Show Only Tasks
Because, by default, all flagged items in Outlook are shown on the To-Do bar,
there may be times when that is too much information. To turn off all items
except your tasks:
1. Right-click in the top portion of the To-Do bar (immediately beneath the ribbon).

2. In the resulting context menu, clear the Date Navigator check box to hide the Date
Navigator.

3. Reopen the To-Do Bar context menu, and clear the Appointments check box to hide
your appointments.

4. To show either item again, reverse this procedure.
CHANGE THE SIZE OF THE TO-DO BAR

The To-Do bar can be resized using your mouse.

1. Position your mouse pointer at the left edge of the To-Do bar.

2. When the pointer changes to parallel lines with arrows, hold down the mouse button,
and drag the To-do Bar to the width you want.

—Or—
Click the Minimize button at the top-left area of the To-Do bar to minimize it.
TOGGLE THE TO-DO BAR DISPLAY

By default, Outlook 2010 displays the To-Do bar in every view. However, you
can choose to display it, minimize it, or turn it off in the current view. When you
next start Outlook, the To-Do bar will still be turned off in the current view you
were using when you last used Outlook.
1. To cycle through the To-Do bar display, press ALT+F2.
2. Use ALT+F1 to cycle through the Outlook View options.




Locate the Journal Icon
Explore the Journal
Setting Up the Journal
Add a Journal Entry
Change a Journal Entry
Delete a Journal Entry

Move a Journal Entry in the
Timeline

Attach Contacts to Journal Entries
Viewing Journal Entries

Assign a Category to
a Journal Entry

Print Journal Entries
Find the Notes Folder

Create Notes in Another
Outlook View

Add Notes in the Notes View
Change the Note Icon Size
Setting Up Notes

Delete a Note

Categorize Notes

Using Notes in Other
Outlook Areas

Organize Notes by
Category/Color

Forward a Note
View Notes

Print Notes

Chapter

Using a Journal
and Making Notes

Microsoft Outlook contains two important features that help
you stay organized and that can help you manage various
pieces of information. These features—Journal and Notes—
are designed to help you manage information that you need to
record, keep, and use in a variety of ways. In this chapter you'll
learn how to use both the Journal and Notes features. You'll
see how to work with journal entries, print your journal entries,
and even share them. You'll also see how to organize your
notes, print them, and use them with other Outlook features.

Explore the Journal

The Outlook Journal is a great way to track and record different kinds of
information. Designed for business use, the Journal can help you keep track of
associated Office documents, e-mails to a certain contact, phone calls that you
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Using a Journal and Making Notes

make, and other information. In other words, the Journal can help you keep
track of your workflow so that you'll know what has been done. In this section
you'll explore the Journal, set it up, work with journal entries, and print and
share your journal.

Locate the Journal Icon

By default, the Journal is not one of the Outlook views in the Navigation pane
or in the button bar at the bottom. You can, of course, access the Journal from
the Mail view Home tab by clicking New Items, clicking More Items, and
finally clicking Journal Entry; or by pressing CTRL+8. You can also change the
Navigation pane to include the Journal in its list of views.

1. Click Configure Buttons on the right of the button bar, and select Navigation Pane
Options.

4 Lhow More Buttons
¥ Show Fewer Buttons
| Mawigation Pane Options.,

| Addd or Remove Buttons 4

e @ -

2. On the Navigation Pane Options dialog box, click Journal.
3. Click Move Up to display the Journal as an Outlook view or in the button bar.
4. Click OK.

Explore the Journal

Although the Journal is not immediately visible on the Outlook navigation bar,
it is a standard Outlook feature. Once you have found it and positioned it on
your Outlook views pane or button bar, you can easily access it from any view
and explore its basic structure. (See “Locate the Journal Icon.”) As you can see
in Figure 7-1, the Journal looks and works much like Tasks, Calendar, and other
Outlook features.




Navigation |

0] =5 ) Find a Contact ~ |5

H‘ﬁ‘}‘_ﬁﬂ Home

Send f Receive Folder Wiews

Joumal - Outlook - Microsoft Cutlook

PR %

Developer [ 0

Entry List | Phone Calls | last 7 Daws | o
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B sak

pane |

You can place
Journal in

f— mail
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@ Tasks

the Outlook
views pane

:g Journal |
|| Motes

Button bar |

°ail o

Journal  Mews Delete Timeline Forward Move — Categorize
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<
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4 Today Starttime:  Mon 3/1/2010 - m02PM - Duration: e s e
St . 14 15 16 17 18 19 20
&Y 15 minutes = 21 22 23 24 25 26 27
Call about meeting date . Call to remind group about the meeting tomorrow 2829 30 31 1 2 3
2pm, Lynnwood Library, Room 3a 4.5 § 7 & 810
< Older T suay
@, 1 hour Chapter 6 due

& 1hour

Presentation meeting M...

Meeting coordination T..

10:00 AM - 10:30 AM

Call about proposal
12:00 P - 12:30 PM |

Monday, March 08, 2010
Weekly Staff Meetings
AN AR - 90N AW

Meeting Roaom - 5th Floor = |

Arrange By Flag: Due Date. = &
| Type @ new task :IE"

Meeting tomorrow

[ ] it
\ =3 | Meeting tomorrow h o

\ -

Filter applied | & Re_mi:gf_{/:lﬂ \‘

\ PP oms fa=oW

Z

A\

\ y

Show Folder list and
shortcuts to some views

Configure

buttons

Journal Folder pane

Reading pane Click to restore Normal view and  To-Do bar
expand Reading Pane view

Figure 7-1: Journal entries are a way to collect and organize comments you have on phone calls, e-mails, meetings, and more.

Click Journal in the button bar (see “Locate the Journal Icon” to see how to
place Journal in the Outlook views or button bar). In Outlook’s Journal view,
you will see the following features:

® The Navigation pane, on the left, shows the structure of Outlook folders. Within it is the
Outlook views showing the Outlook windows you can access, such as Mail and Journal.

® The Journal folder, in the middle, by default gives you a listing of any existing journal
entries.
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SETTING UP THE JOURNAL

If this is the first time you have used the Journal, you'll

need to make a decision about how you will use it.

1. If it isn’t already displayed, click Journal in the

The Reading pane displays the contents of the selected journal entry.

The To-Do Bar, on the right, displays current task and calendar entries.

The Journal option in the Outlook views allows you to open your Journal folder.

The Button bar contains folders that are initially not shown in the Outlook views, such
as Journal and Notes. It also contains the Configure button for reordering the Outlook

10

button bar. .
VIEWS.
2. A dialog box appears telling you that the Journal

can track Office documents, as well as e-mail sent Journal Options [
to contacts. However, the Activities tab on the eiereal
contact’s Properties dialog box is the easiest way g Adtomatically record these kems: For these contacts:

i 4 ol e o Treerr— —
to track e-mail. | Meeﬁancellatlon | | %David Johnson =

: Microsoft Cutlock [¥] Meeting request = Jennifer Sebo L
SO’ the questlon z Meeting response I_l E Jeremy Boscoe
is whether you The Journal can automatically track |[&] Task request = | [ Julie Sparkle o

:.-_h Microsoft Office doc;mel?jts and e-mail
- messages assoiaked with a contack,
G0 Wi (20 but the Activities page in a Cantact also Alsn record files From: Double-clicking a journal entry:
Journal on for this tracks e-mall messages, and It does not = 2 :
require the Journal, ; Microsoft Office Access @ Opens the journal entry
urpose. Click Yes Do you want to turn the Journal on? |[¥] Microsoft Office Excel . i
purp 7] Microsoft PowerPoint 2 Ogen.s the item referred to by
if you want to do [ Do ot show this message again |[¥] Microsoft Word the journal entry
this. You can turn | Autodrchive Journal Entries... |
[ fes ] I Mo ]
it off later if you
L — ==

change your mind.

3. In the Journal Options dialog box that appears,
shown in Figure 7-2, select the contacts you want
Journal to track and what items you want to track
for those contacts. Notice that you can also track
other Microsoft Office documents. Click OK when
you’re done.

Figure 7-2: You can select the items that you want the Journal
to track, including contact e-mail data.

Add a Journal Entry

With the Journal open, you can quickly and easily add journal entries as you
need them. @

You can make changes to these options at any time by
clicking File and then clicking Options. In the Outlook
Options dialog box, click Notes And Journal. Then click
Journal Options. You'll see the dialog box in Figure 7-2.

Journal

1. On the Home tab, click Journal Entry in the New group. Entry

2. In the Journal Entry window, type a descriptive name for the journal entry in the
Subject text box, as shown in Figure 7-3.

3. Click the Entry Type drop-down menu, and choose the type of entry you are creating.

iPhone call

Entry type: | i
Start time: Phone call i

Remote session
Task

Called Jer|Task request
Task response

1 [l
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(E 9 G » %= Meeting coordination - lournal Entry | = | B i 4. Use the drop-down menus to select the start date and
BT | oumalbntry | Tnsert  FarmatTed  Review  Addins o @ time. You can also use the drop-down menu to choose the N
s o = = ; . duration of the event, if desired.
o § G4 H & B®
o — 0 I o O com N R 5. Click in the large text box, and type the journal entry you
Clase Timer  Timer T Eook  Mames want to make.
Actions Timer Tags Mames
[ect o | 6. If you want to time the entry, such as in the case of a w
Subject: eeting coordination ) X . X
o | . | | telephone call or meeting, click Start Timer in the Journal
Entry type: One ca = armpany: . . )
_________________________________________________________________________________________________________________________________________________________ Entry tab Timer group. The results of the timer appear in the
Start time: |Tue 1/18/2010 = i2=30 P ~ | Duration: |15 minutes = Duration field in even-minute increments. Click Pause Timer
& to stop the timer. You can add time to the existing time in
Called lerry and Sally to coordinate the agenda for our meeting on the 22™. Janis unableto i . Lo ) . N
he at the meeting | have scheduled a meeting on the 20 with her to bring her up to date on the Duration field by clicking Start Timer again; reset the
what we decided at the coordination mesting. varraw and Strong will be at the maeting. timer by clicking the Duration down arrow and clicking
0 Minutes.

\3 -l o
Start | Pause

Timer | Timer
Timer

7. Click Save & Close. The new journal entry appears in your
Figure 7-3: Creating a journal entry allows you to track the time you spend on journal. [o))
important activities.

Change a Journal Entry

Journal entries, like most anything else you might record in Outlook, may need ~
to be changed. To do that:

The Timer feature works great for items that need to be

timed for billing purposes, such as consultation meetings
and phone calls. These timed journal entries give you an
accurate time record within Outlook. —Or— (00)

1. In your journal, right-click the entry you want to change, and click Open Journal
Entry.

Double-click the journal entry that you want to change.

2. The Journal Entry window shown in Figure 7-3 opens. Make any desired changes to
the item.

3. Click Save & Close.

0]}
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It is always a good idea to pause and think carefully
before you delete a journal entry. Old journal entries
make good records, so make sure you truly no longer
need the item before you delete it.

Delete a Journal Entry

You can easily and permanently remove journal entries from the journal. You
can do this by simply deleting the entry item. To delete a journal entry, choose
from these options:
® Right-click the entry in the journal, and click Delete.
—Or—
® Select the entry in the journal, and on the Home tab Delete group, click Delete.
—Or—

Moving a journal entry does not change the start time of
the item, document, or contact for that item.

® Select the entry in the journal, and press DELETE.

Move a Journal Entry in the Timeline

The time and date values placed on journal entries might change. For example,
the phone call you were going to make at 10:00 A.M. might have been moved

to 4:00 P.M., and meeting times and dates are certainly subject to change, along
with most other journal items. You cannot directly drag items within the journal
itself, but you can easily change the start date and time for an entry, thus
moving it on the timeline.

J 1. In your journal, right-click the entry you want to edit, and click Open Journal Entry.
—Or—

158 Microsoft Office Outlook 2010 QuickSteps  Using a Journal and Making Notes

Double-click the entry.
2. In the Journal Entry window, change the start date, time, and duration as needed.

3. Click Save & Close. The entry item will be updated on the timeline.

Attach Contacts to Journal Entries

You can attach a contact to a journal entry as you are creating a new entry, or
you can decide to attach a contact later.
1. For an existing entry, double-click the entry in the journal. If you are creating a new

entry, click Journal Entry in the Home tab New group. In either case, the Journal
Entry window will open.
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VIEWING JOURNAL ENTRIES

As with most items in Outlook, you have several different
views that you can use with your journal entries.

If the journal is not already open, click Journal on
the button bar.

In the Home tab Current View group, choose one
of the following view options:

LR

Timeline

e

Ertry List Phone Calls Last 7 Days  —

Current Wiew

® Timeline Shows journal entries on the
timeline according to the type of entry (phone
call, meeting, e-mail, etc.). This is the default
view.

February 2010 _

‘Th1l Fr12 5al3 Sul4 MolS5Tulé WWel7 Th1d Fr19 Sa2UI
I | | | | | | | |

Entry Type: Microsoft PowerPoint

Entry Type: Microsoft Woard

[EA A AR e

Entry Type: Mote

Entry Type: Phone call

9}

Entry Type: Task request

® Entry List Removes the timeline and shows
you a simple list view.

® Phone Calls Lists only phone calls.

® Last Seven Days Shows you a list of the
journal entries for the last seven days.

s —T
Select Contacts ﬁ

Look in:
a @ Qutlook
E:/:] Inbox
L7 Drafts [1]
Lz Sent Itermns
(3] Deleted Items (4)
m Calendar
185 Contacts

T3 frarums nrniartasen com

] »

Items:

[ || Filed &5 # | Job Title | Compary |:
8= Boggs, Michael

87 Boscoe, Jeremy £
8] 0 Carole

8= Crawford, Ellen President Crawford Mfg

£ao Haker, Ron
&3 Johnson, David
G5  Korbel, &nn

] SR [ S

[ OF ] [ Cancel ] [ Apply ]

Figure 7-4: Choose the contact(s) you want to associate with the journal entry.

2. In the Journal Entry tab Names group, click Address Book. The Select ﬂ %]

Contacts window opens, as shown in Figure 7-4. Address Check
Book  Mames

3. Ifitis not already selected, under Look In, click the Contacts folder. In I3 hames

the Items field, click the desired contact. If you want to select more than
one contact, hold down CTRL while clicking several noncontiguous contacts, or hold
down SHIFT while clicking the first and last in a series of contiguous contacts.

4. Click OK and then click Save & Close.

Assign a Category to a Journal Entry

You can assign categories to a journal entry. This feature makes it easier for you
to keep track of the specific nature of the journal entries.

1. For an existing entry, double-click the entry in the journal. If you are creating a new
entry, click the New button on the toolbar. In either case, the Journal Entry window
will open.
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[~ H| ﬂ EEH 2. In the Journal Entry tab Tags group, click Categorize. The drop-down list of categories
e | =E

Categorize| Private | Address will appear'
Book
r— '-'-.‘".'3: '.i.“s.-'. Iries _Or_
| [0 orenge category For an existing journal entry, right-click the entry in the journal, and click Categorize to

| rumic categery open a similar drop-down list.

| EBlue Cate:
| G::n;i:r:w 3. Click the desired category you want to assign. If the category is one of the initial
g B Red Coteacty color categories, the Rename Category dialog box will appear. Type the name of the
[ O Yellow Cateqory category, change the color, assign a shortcut key, and click Yes. If you have already
EE% &1l Categaries... made the color a specific category, it will be immediately applied to the entry.
rReﬂame Category ﬁw
This is the first time wou have used "Green Category." Do you want to
rename it?

Hame: |Green Catagory
Color: Shorkeut Key:

I fes i [ Mo ]

4. If you do not see a category in the drop-down list that accurately identifies your task,
click All Categories to open the Color Categories dialog box. Click New to open
the Add New Category dialog box. Type the name of the category, change the color,
assign a shortcut key, and click OK. Your new category will appear in your category
list with a check mark. Click OK again, and the new category will be attached to the
journal entry.

5. Click Save & Close.

6. To see the journal entries grouped by category, click the View tab, and click
Categories in the Arrangement group. An example is shown in Figure 7-5.

Print Journal Entries

You can easily print journal entries.

1. To print a memo-style copy of the journal entry, simply right-click the journal entry in
the journal, and click Quick Print. The journal entry is sent to your default printer. What
prints will depend on the current view you are in. For instance, if you are in the Entry
List view, a list of all journal entries will print; if you are in the Timeline view, a memo-
style printout of the entries in the selected group will print.
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Figure 7-5: Assigning categories to journal entries allows you to group entries and more easily find them.

2. For additional printing options, select the entry in the journal, click File, and click Print.

3. In the Print view, choose the print options you would like, as shown in Figure 7-6.
Notice the check box that also allows you to print attached files.

4. Make your selections and click OK to start printing.
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Figure 7-6: You can change the default print options as desired.

Make Notes

If you are like most of us, notes are a way of life. Your desk might be littered with
scraps of paper where you can scribble important things quickly. Of course, finding
the note you need is another story. The great news is that you can keep all of the
notes you want and simply let Outlook take care of them. Instead of scribbled notes
on paper, you can use the Notes feature in Outlook to collect and organize them all.
In this section, you'll learn how to create, manage, and work with your notes.

Find the Notes Folder

The Notes feature is not automatically shown in the Outlook views; by default,

If Notes is on the button bar, you can move it to Outlook
views by dragging the views pane up a bit.

10

e ] it is in the button bar. If you want it to be in the Outlook views, you must place
[ Mail - it there.
1. In the button bar, click the Configure button, and select Navigation Pane Options.
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(9] Fairer Lt click it to display the Notes view, displayed in Figure 7-7. 2 Remindbrs: 4 |
ot
(o ) [ coneel ] ) w
: . Create Notes in
(0]l 5 ) Finda contact ~ |= Mates - Outinak - Mirmsaft Outlnnk i Another outIOOk
iR . Home Send / Receive Folder it & 0 Vi ew
M = T % o~ 33 [ |Findacontact ~ &
| % 1 == f S ] .
u*J x J —- G _‘%’ Ml IEE (U Address Book You can create notes in another
Mews  Mew Delete Teon Mates List last 7 Days |_ | Forward Move  Categorize
MNote Ttems~ ) = - - . ..
Mew Delete Current Wiew Actions Tags Find OuﬂOOk view orim ltS own
gl Mij\h::;; U re—————— Bl * «  smeymn » view. When you create a note
] Hotes = — = SuMo fuwe In br 3a in another Outlook view, it n
| I P B 1T I 5 W
TBRSREIERYT Calllanet  Must email 3456789 appears as a small note on the
‘to see if he about this 10011 12 13 14 15 16 . 11 -
old ey 17 18 19 0)1]n » screen. You simply fill in the
sitin on my 24 25 26 27 28 29 30 .
ting with 30123456 text and click somewhere else
Marty. Today .
‘Start search for a new editor; 1 5; # to deselect the note. It is safely .
tomorow filed in your Notes folder where
4 Start search for a new edito i # . .
you can reference it later. It is
SR B .
@ Start cearch for 2 new ediln i % also displayed on your desktop
PRI where you can drag it where you
4 Start search for a new edito ;% . y g . y N
) want it, as shown in Figure 7-8.
| MAail
FE Catendar el ol J g B 1. From another Outlook view, such
| Type a new task | .
Tl coien as Mail, Calendar, Tasks, or
2 ¥ NuDale .
T A Contacts, click the Home tab.
;E Tasks heeting tomorrouw . Y m
Meeting to v .
il soumat £ :9 G 2. In the New group, click New
= e bl e ltems, click More ltems, and
| Motes | Fresentation for man.. = A X A
- then click Note. A small note will
i = spring up in your window
Ttemns: J | S Rerminders: 5 ] |@EE 1005 p g p y .
3. Fill in the note, and either click ©
Figure 7-7: Use the Notes view to manage all the notes you would create on paper or in another Outlook view. outside it or click Close. The note
will disappear. However, it will be
stored in your Notes folder.
—
o

Microsoft Office Outlook 2010 QuickSteps  Using a Journal and Making Notes 163



10

21 22 23 24 25 26 27

Pl e b 11 1 . M e
4 5. & 7 8 9 1n

Pick up Phone Jerry  Call Janet Thursday
Michael by tosee if he about | Chapter & due

g 10:00 Ak - 10:30 Akt

hdust email | Call about proposal
this 12:00 PM - 12:30 PM
L Mail
March 08. 2010
ﬁ Calendar || Weekly Staff Meetings
= 000 Ak - 3:00 AR
|8=| contacts || Meeting Room - Sth Floor =
|z Tasks Arrange By: Flag: Due Date o ':
és Jourmnal Type a new task |
- 4 ¥ Nonate
.| Motes | ..................................................
L Meeting tomorrow v
= IE T hMeeting tomormow v il

Q—Il % “) Find a Contact = |5 Motes - Outlook - Microsoft Outlook l:'| =
i‘ﬂffm| Home Send f Receive Folder Wiewns Developer & 9
'_'% x = JESREEEy = =t || Find a Contact =
. L 1 k I
' = % % . = (42 address Baok
Mewr  Mew Delete Tron Mntes st last 7 Days _| Forward Move | Categorize
Mote  Ttems * T = #
PP Nelete Corrert e Artinng Tags Find
£
4 T 1| >
By lotes [Search Motes [Ctri+E) 2| 4 March 2010 »
o | Mot -
:JJN tes 2y : i 7 H SuMo Tu'we Th Fr Sa
g iotes [This computer only] . 2_:: 2 3 o4 5o
¢ Callabout  Remind L sl Tal
arcaunting Rhnnda 14 15 16 17 18 13 20

Items; 7 | ik Reminders: 28 | |@EE I

Figure 7-8: Keeping notes in Outlook keeps them from getting lost and helps you
organize them.

Add Notes in the Notes View

You can quickly and easily create a note whenever
you need to. To add a note to your Notes folder:
1. Click Notes in either the Outlook view or the button
bar. The Notes view is displayed.

2. Click New Note in the Home tab New group. A note
appears. Type the information you want directly on
the note.

2 [x]

142142010 1:21 AM v

3. When you're done, click the Close button on the note.
The note now appears in your Notes folder.

You can also right-click anywhere within the Notes

folder (provided you are not right-clicking an actual
note), and click New Note to add a note to the folder.

Mews Mote
Sort.,

Filter...

Other Settings..,

B<ZE

Change the Note Icon Size

In the View tab, you can change the icon size of the notes from large icons to
small icons, and even to a simple list. You can easily switch between these icon

Notice that there is no Save or Save As option for the
notes. Once you click the Close button, your changes are
automatically saved. Also, there isn’t an Undo feature. To

views as desired.

1. Click the View tab.

nd f Receive Falder Wiews
undo a change, you must retype the original material. 2. Click the view you want in the Arrangement group. OB " 5%e- | o
— L= L=Gh=- ao
3. If your notes are scattered in the folder view, click Line Up Large | Small  List | Lline Up
Icans | Icons Icons
Icons to arrange them neatly. A s
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Notes are designed to be short remarks or comments,
so don’t worry about complete sentences or other
grammatical issues. However, you can type just about as
much text as you want, if necessary. You can easily drag
the note’s corner handle and expand the size of the note
as needed.

——
12
9

3

SETTING UP NOTES
You can make some quick and easy changes to the way
notes look.

1. Click Notes in the Outlook view or button bar.

2. Click File and then click Options.

3. In the Outlook Options view, click  Metes options

Notes And Journal.

4. Under Note Options, click the
Default Color drop-down arrow,

Delete a Note

Notes are designed to be pieces of information that help you stay organized. As

such, you'll probably need to update, change, and delete old notes fairly often.

To delete a note:

Right-click the note in the Notes folder, and click Delete.

Select the note and press the DELETE button on the keyboard.

Select the note, click the Home tab, and in the Delete group, click Delete.

Categorize Notes

As with other Outlook items, you can attach categories to your notes. When you

use a category view (which you'll explore later in this chapter), you can easily

) Cefault calor
Default size: ‘_I MediumEl

Font style:
Regular

_
i 0k, l

Regular &

[ Eent.. | [11pt calibri

| Calisto }T

and click a color for your notes.
The default is yellow.

5. Click the Default Size drop-down arrow, and
click the note size you want. The default size is
medium.

6. Click the Font button to select a different font.
In the Font window that opens (see Figure 7-9),
you can choose the font, font style, size, and
any effects you might want to use. Make your
selections and click OK.

7. Click OK to close the Outlook Options dialog box.

Show date and time that the Note weas last modified

Cambria
Cambria Math -

Effects Sample
[ Stikeout
[] Underline AaBhyyZz
Calar:
.- Auta - Script:
W.n-a-s.tem L4

Figure 7-9: Select a font that is easy for you to read.
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|0]| 55 “ nnaatontact 7 |5 Mates - Outlook - Microsoft Qutinok 1=-|_Ellg

__Flle Home Send f Recelve Folder Wl (] e
e 6 v Bl = =In:lli= ) & 8
©® &GO - [ BEE @ =
USING NOTEs IN OTHER Change Wiew Reset Large | Small List Line Up  Mavigation Peading To Do People Reminders Open in Mew  Close
Wiew = Scthings  Wicw Icons | Icons Icons Mane = Manc=  Bar= Manc = Wind oy WWindow A Thermns
OUTLOOK AREAs Lurrent wiew Arrangeme nt Layout Feople Fange Window
You can drag notes to other areas of Microsoft Outlook, R “  |Fermm——— D -
where they will change accordingly. 4 Sutlack = I I } SO THEES
po | | I I 2san 30s3T A
o T icall il i ol Pick Pick Phone Jemy | Call) Must s o SR U I
o0 automatically create an e-mail message using 2 Datts 1] S R Moty EREERE M 101112 13 14 15 16
a note, drag the desired note to Mail in Outlook g;:‘:‘:f;’c o ' 17 18 19 on[21]2 R
{d ms 24 25 26 27 20 29 D0
views, as shown in Figure 7-10. e T 2 -3 % 5 b
[g lunk E-'n:aiIJ o et O L .
® To send a note to your calendar, drag the note to g Sl Stark seardls fun a ew edilor; 155 %
Calendar on Outlook views. The note is converted [ ews Feed lomoriow
. . . [ outbox 4 Start search for a new edito i #
to a calendar item, which you can configure as ) Rs5 Feeds .
. . . = = Saturday
needed, as shown in Flgure 7-11. — = Start search for anew edito & %
[ Mail .
® Repeat this same process to turn a note into a P 2 Sunday N
—=] Lalencar 4 Slarl seands fun g ew edile i@ 5
task or a contact. 8] it
= 3
When you drag a note to Mail, Calendar, Tasks, or ] Tasks Arvangs By Flag: Dus Date| & é
Contacts, the information is taken from the note to 1 s | socanesiask —
LT
generate the desired item. However, your original note (5l | + ¥ Nodate s
. . . I I d P | Mesting famnrrme >
remains in your Notes folder; it is not moved or deleted. - —
Tems: 5 | 2 Reminders:5 | |[mm} 38 o -
Figure 7-10: You can drag the note to any Outlook view.
keep business notes separate from personal [Scarch otes (coey
notes, and so on. To categorize a note: [ . | ™
___;a Copy | . ="
1. In the Notes folder, right-click the note and Calli @& guick print Pickup  Phone lemy
accor Michael by  to seeif he
click Categorize. The Categories drop-down & Forward

menu appears. 55 categorize b |

| K elete Business

N

Click the desired category you want to assign.
If the category is one of the initial color
categories, the Rename Category dialog box
will appear. Type the name of the category,
change the color, and assign a shortcut key.
Click Yes. If you have already made the color All Categories.n
a specific category, it will be immediately Set Quick Click...
applied to the entry.

Don't Forget To-Do

EOEEDEE

Personal
Purple Categ 0%
Red Categaory

Yellow Category
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| >+ |5 Phonelemyto ser if he would like to sitin on my.. | = | =) e 3. If you do not see a category in the drop-down list that accurately identifies your

LT Appointment | Insert  FormatTedt  Review o @ task, click All Categories to open the Color Categories dialog box. Click New to N
hi I X Gl [Eironoitment g@ o v open the Add New Category dialog box. Type the name of the category, change
e b peiete. ¥ | BESORMRS | Do | Togs | Zoom the color, assign a shortcut key, and click OK. Your new category will appear in

Close l#] Attendees
Adtions Show Attendees Zoon

your category list with a check mark. Click OK again, and the new category will

Subject: | Phone Jemyto see It ne would ike 0 51t N on My meeting with Marty. ] be attached to the note.
U __| w

Location:

Starl time; | Thu 12152010

_D“ Organize Notes by Category/Color

Cnd time; 'lhu IKZJ.I'ZEII[I ]
By default, your notes are all the same color, depending on the color

@
you originally chose in the Outlook Options dialog box. However, if you
Modified: Thu 1/21/2010 1:18 A - ] ) . H
categorize your notes to better organize them, you can assign the categories
Phorie Jerry Lo see il e would like Lositinon my meeting with Marly, . .
any color you choose, thereby color-coding your notes. You might choose

to color-code all of your personal notes with one color, all sales notes with
another, and all finance notes with a third. Or, you might assign a certain

(&)
color to urgent notes and another color to those that are not as pressing.
. No matter what your technique for assigning colors, you can easily use the
Figure 7-11: Drag your note to the Calendar icon to turn it into a Categorize feature to change a note’s color at any time. With your notes color-
calendar item. coded, it is easy to see the category each note is in, as shown in Figure 7-12. .
This is simply a by-product of categorization.
To view the notes by color:
1. Click Notes List in the Current View group of the Home tab.
You can assign more than one category to a note. If 2. Click the Arrange By field at the top of the list of notes, and click Categories. The list ~l
this is not what you want, right-click the note, click will be rearranged by category and hence, by color. (If your Note view Outlook window
Categorize, and click All Categories. Click the check is wide enough, you will not see Arrange By and can just click the Categories field.)
boxes for the categories you want attached to the note,
and click OK.
Forward a Note o
The notes you create in Outlook can be attached easily to
e-mail and sent to other Outlook users. This feature enables 1 K.
3: L9
you to easily share information with someone over e-mail | E ;Tk s
without having to retype the information in the e-mail or E' o — ©
having to cut and paste the information. To forward a note: B coegornize %.
1. In the Notes folder, right-click the note and click Forward. Ist]: X Delete
—
(@)
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HEE | E b =
o = i B é == |8 Address Book
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4 R 1 »
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- e e e | B B R )
a4 I Rusiness e e
! . | 0 11 12 13 14 15 16
had Must email this attachment to Jerry befare the Sth Thu 1/.. i 17 18 19 20 @ 2 3
Susiness 0o 242526 27 28 23 30
..... Must email this sttachment to Jerry before the Sth <end= 31 2 3 45 6
| [ Phone Jerryto see IF e wiould HKe To SIE IR O Ty meetin.., = Today
Bilsiness . . . ) o Start search for a new editor; 17 %
Phiure Jerry Lo see i e woud like Loosilin o oy meeling T
with Marty, <ends> Tomorrow
E Remind Rhonda before meeting about the extra person .. ‘ Slaﬂ search for a new edito o »
Business O -
Remind Rhonda before meeting about the extra person at Saturday
7 lunch <ends= e
(-3 ™aail 4 Start search for a new edito i 5
a4 0 pont Forget To-Dio Sunday
SRl E sl emdil Lhis allactnment Lo Jerry befure Uhie Sthe Thua 170, | ‘Slﬂ" !t.ﬂ'g".'c".. ".‘.EW “-ﬂ'l“ 13 .
[8=] Contarts Don't Forget To-Do B
RS Must email this attachrment to leny before the Sth < ends
i;}I Tasks E Pick up Michael by £:30pm for Dentist appointment Thu 1., Arrange By: Flag: Due Date -~ =
! Dun'l Furyel Tu-Du 1] | Tane 3 nesv task . “I
;; etiak | Pick up Michael by 4:30pm for Dentist appointment <end= ki it 3 |
{ | i 4 ¥ NoDate
i 4 Personal
":L_J Motes = 7 . . " - Meeting tomorrow A\ d
) | Call Janet about Wednesday lunch Thu 1/21/2010 12:21 M ] Meating tomameis Y
0= Personal D: d i
Items:6 | 2 Reminders:5 | |@ T —

Figure 7-12: Color-coding gives you a quick way to visually identify related notes.
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2. A new e-mail message appears with the
note included as an attachment, as you can
see in Figure 7-13. Enter the recipient’s
e-mail address, and type your message.

3. Click Send.

View Notes

The Notes views (available from either
the Home tab Current View group or the
View tab Current View group Change
View command) gives you three options
for viewing your notes in the Notes
folder:

® Icons This default view shows your notes
as icons, as seen in various illustrations in
this section.

® Notes List Displays your notes as a list of
items, as seen in Figure 7-12.

® Last 7 Days Displays the last seven days
of notes as a list.

CUSTOMIZE THE CURRENT VIEW

You can customize the current view by
working with advanced Notes settings.

1. In the View tab Current View group, click Change View and select the view you want.

© &GO
T/
Change  ‘Wiew  Reset

Wiews = Settingy, ‘wiews
Current Vi

2. In the Current View group, click View Settings. The Advanced View Settings — Notes
List dialog box will appear.

3. Click the desired area button to make any changes that you want in the Advanced

View Settings dialog box, shown in Figure 7-14. The function of each button is as

follows:

® Columns allows you set the number of columns and fields you want displayed
in them.

® Group By provides the means to group the items in the view.
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- 1 B
,_g,_ﬂ H S |5 R Remind Rhonda before meeting about the extra person at lunch - b = I =} ﬂ

Jﬁﬁf@hl Message Insert Options Farmat Text Rewiew & 9
’s ggﬁ Il Attach File ¥ Follow Up F
== 5 B I O = ! j attach Itern ~ ¥ High Impartance b
Paste - ik Address Check Zoam
F ¥ | e A === 4 Book Mames | 2% Signature - B LlowImportance
Cliphoard = Basic Text Mames Include Tags | Zoom
From = Someone@isp.com
T |Rhonda| |
s || |
EBrc. | |
Subject: |FW: Remind Rhonda before meeting about the extra person at lunch |
Aftached: || Remind Rhonda befars meeting about the extra person at lunch [1 KB] |
=
|
Hi Rhonda, -

Cne more forthe luncheon — please call the restaurant and ask them to set an extra place.
Thanks,

® Sort provides the means to sort the items in the
view.

® Filter allows you to select certain items to be
displayed and exclude others.

® Other Settings provides the means to select the
fonts and other display settings.

® Conditional Formatting allows you to select rules
for formatting unread items, unread group headers,
and overdue items.

® Format Columns allows you to select the format,
label, width, and alignment of each column.

® Reset Current View returns all the settings to the
original default setting.

4. When you're done making your changes, click OK.
USE THE READING PANE

Figure 7-13: A note can be added automatically to an e-mail message as an attachment.

Figure 7-14: You can change the display
options by clicking an option button.

Advanced View Settings: Notes List g

Descripkion

Columns. .. Icon, Subject, Created, Categories
Group By... Categories {ascending)
Sork. .. Mone
Eilter... OFff
Other Setkings. .. Fonts and other Table Yiew settings
Conditional Formatting... | User defined fonts on each message

Format Columns. .. Specify the display formats For each Field

Reset Current Yiew [ Ok ][ Cancel ]

Microsoft Office Outlook 2010 QuickSteps ~ Using a Journal and Making Notes 169

0]}




10

the full content of a note without having to open it. To use the Reading pane

You can print multiple notes at the same time. In the with Notes: R
Notes folder, hold down the CTRL key on your keyboard, = R
and click the notes you want to print. If your notes are 1. Click the View tab, and in the Layout group, click Reading Pane. |
a contiguous list, hold down the SHIFT key, and click Then click Right to view the notes in a pane to the right of the Note

the first and last note in the list. This creates a “multiple List; click Bottom to view notes below the Note List; click Off to

selection” of notes, which you can then print together in restore the original view.

either of the two ways described in “Print Notes.” ) 2. Click a note in order to view its text in the Reading pane to the right or below.

An alternative view using the Reading pane minimizes the Navigation pane
and the To-Do bar and uses the extra space to display the notes. You use the
entire window to view the notes. To do

g s B
;gl JI ¥} Find a Contact = |5 Mates - Cutlook - Microsoft Outlook | = | (=) g
W Home Send / Receive Folder “Wieww Developer £ 0

Save A3

this click the Reading Pane icon &l in
the status bar.

Print

By save sttachment: - i
= e - @ Specify how you want the itern to be Prlnt Notes

Inf y printed and then click Print, . .
e Brint You can easily print your notes, when

Open desired. To print a memo-style copy of

Printer

et 4 i the note entry, simply right-click the

%Ready

note, and click Quick Print. The note

e | B erint Options, is sent to your default printer. What

[ options Settings is printed depends on the current

Exit ‘

view. For instance, if the Icon view

Takle Style
is displayed, you'll get a memo-style

Memo Style printout; if Notes List, a list printout.

1. For additional printing options, select the
note you want to print in the Notes folder,
click File, and then click Print.

2. In Print view (see Figure 7-15), choose
the print options you would like, such as
the Printer default, Print Options for the

€1 Jof1» 2EE number of copies, the drop down lists

4 il » beneath Settings, and so forth.

3. Make your selections and click Print to
start printing.

Figure 7-15: You can print notes in either table or memo style.
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Create a Normal Folder
Create a Search Folder
Copying and Moving Folders
Rename Folders

Delete Folders

Set Folder Properties
Viewing Files

Delete Files

Group Files

Copying and Moving Files
Sort Files

Import and Export Files

Set Security and Privacy Options

Secure E-mail
Protecting Against Viruses

Manage Add-ins

Chapter 8

Managing Files and Folders

As you send and receive e-mail and work with your Outlook
data, you’ll need to organize and work with data files.
Microsoft Outlook makes data management easy. In this
chapter you’ll see how to work with folders and manipulate
files in Outlook. You'll also see how to make Outlook secure
by setting security options and encrypting private messages.

Work with Folders

Outlook manages data by storing information in folders, specifically, your
personal folders. When you use e-mail, you see folders such as Inbox, Outbox,
Deleted Items, Sent Items, and so forth. However, you are not limited to these
basic folders. You can create and work with additional folders so that you can
easily store e-mail messages and files in an organizational system that works
best for you. In this section you'll see how to create different kinds of folders,
share them, and work with them in a variety of ways.
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=
Create New Folder

Marme:

|Quick5teps Infa

Folder contains:

[Mail and Post Ttems

Select where to place the Folder:

4 Eﬁi Qutlook
L-j Inbox
(7] Drafts [1]
@ SentIterns
& Deleted Rems (5)
m Calendar
|85 Contacts
3 forums.projectseven.com

(ﬁ Jaurnal

= Wi )

| [e]4 |[ Cancel ]

s

Figure 8-1: A new Outlook folder can contain

only a specific kind of information.

-
New Search Folder

select a Search Folder:

ReadingMall. ___

i Unread mail

Mail flagged for Follow up
Mail either unread or flagged For Follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail From specific people
Mail sent: directly to me
Mail sent to public groups
Organizing Mail

| »

m

Customize Search Folder:

Search mail in: iOutIook

[=]

| oK _I [ Cancel

)

N

Figure 8-2: Search folders allow you to

search Outlook folders for a wide variety of

criteria and to create your own folders.
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Managing Files and Folders

Create a Normal Folder

Outlook creates a basic set of folders when you create a new account so that
you can store e-mail messages and files for that account. You may wish to also
create folders based on work and family correspondence, or you can create any

structure that is helpful and meaningful to you.

4 Qutlook !Arran

To create a normal folder: [ nbp _ —

D"ﬂl -:-g, Cpen in Mew Window

= Senl 4 Mew Folder.

15} Del1
=

1. Right-click your Inbox folder and, on the context
menu, click New Folder.

Rename Folder

2. In the Create New Folder dialog box, shown in Figure 8-1, enter a name for the folder.
Click the Folder Contains drop-down menu, and choose the type of items you will
store in the folder, such as Mail And Post Items. Finally, select the location where you
want to store the folder, such as a subfolder within your Inbox.

3. When you're done, click OK. The folder will appear in the place where you chose to
store it.

Create a Search Folder

Search folders are a helpful feature of Outlook. Using search folders, you can
store messages and easily search them for certain types of content, for example,
or based on the sender or another attribute. In short, search folders enable you
not only to store large numbers of messages, but also to sort easily through and
find certain kinds of messages.

Search folders aren’t really folders at all. They are virtual folders that search
other Outlook folders and give you a report of the messages and information
you are looking for, rather than being just a collection of messages that are in
one place at one time. This feature allows you to find any message that you

want and show it in the search folder, although the original — .

Mew  Mew Search
Folder Falder

Iewr

message isn't actually moved there. To create a search folder:

1. Click the Folder tab, and in the New group, click New Search Folder.

2. In the New Search Folder dialog box, shown in Figure 8-2, choose one
of the following options:




: _ ® Reading Mail: [ Copy s ===\
Once you have enabled search folders, you can simply N
access your search folders in the Navigation pane and ® Unread Mail  Any mail you @ng: E:I':lcteifolder to the Folder: —
H 4 utioo - l i
click the one you want to perform the search again. The have not read in any folder. [ Inbox E
search folder is located in your personal folders. ® Mail Flagged For Follow- L2 Drafts [1]
. . SentIterns 3
4T Sewreh Folders Up Any mail that |s' & it R = hlew
[0 Unread Mail [155] flagged for follow-up in any B Calendar w
4 folder. |85 Contacts
I 3 forums .com ™
® Mail Either Unread Or & Journal
— Flagged For Follow- (@ Junk E-mail
2 Up Unread mail or mail IEJ Microsoft Cormraunities
1 Mews Feed
that has been flagged for l%r;j-z\;{i"-e—g--l - B
follow-up in any folder. 4 4
COPYING AND MOVING FOLDERS . .
i ® Important Mail Mailthat  Figure 8-3: Select a folder location where you
You can easily copy and move folders around as needed. has been sent with high want to place the copied folder.
COPY A FOLDER importance. 3]
1. Right-click the folder in [ Mewis e ! ® Mail From People And Lists:
@ Gt n_ﬁ Cpen in Mew Window
your personal folders i | . " . - .
[ RS Fee [ ew Folder.. ® Mail From And To Specific People Mail from and to specific people in any folder.
hierarchy that you want 4[5 searchF
to copy. ta Un,ea,; o Renameitolder ® Mail From Specific People Mail from specific people in any folder.
[ C3 Storage| Copy Folder . . . .
2. Click Copy Folder. b £ Whidbe| (B Move Folder ® Mail Sent Directly To Me Mail that was sent directly to you (rather than by o
means of a distribution list or as a Cc or Bcc).
3. In the Copy Folder window, shown in Figure 8-3, . . ) S
choose the location where you want to copy the ® Mail Sent To Public Groups Mail that was sent to a distribution list.
folder. ® Organizing Mail:
4. Click OK. The folder and its contents are copied to ® Categorized Mail Mail that has been identified with a category. -
the desired location. ® Large Mail Messages above a specific file size.
5. Find and right-click the new folder, and click ® Old Mail Mail older than a specific date.
Rename. The folder name will be selected and
® Mail With Attachments Mail that has an attachment.
ready for you to type the name you want for the
folder. Then press ENTER. ® Mail With Specific Words Mail that contains specific words.
MOVE A FOLDER ¢ Custom:
You can move the folders you create within your personal ® Create A Custom Search Folder Allows you to create a custom folder that
folders, but you cannot move the system-created folders searches for the parameters you specify. ©
such as Inbox, Outbox, and Sent Items. 3. Once you have selected the kind of search folder you want, click OK. The type of mail
Continued. . . you searched for will appear in the Subject pane.
—
(@)
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COPYING AND MOVING FOLDERS

(Continued)

1. In the Navigation pane, right-click the folder you

want to move.

2. Click Move Folder.

3. In the Move Folder window, choose the location

where you want to move the folder, and click

OK. The folder and its contents are moved to the

desired location.

You also copy and move folders using the mouse. You

can move the folders you have created by dragging

them. You can copy any folder by right-dragging it to a

new location and clicking Copy from the context menu

that appears.

(y._{ourh Move
Lta Junk g -

" | Microi

53 Copy

[ Mewss | Cancel

Dpen in Mew Window
Mew Folder.,,

Addd a Mew RSS Feed..,
Irmport an OPML File..,
Eename Folder

Lopy Folder

Move Folder

Delete Folder

Mark &l as Read

Clean Up Eolder

W | Delete All

Process Marked Headers

Rename Folders

Folder names should be easily recognizable. To that end, you can change the

name of a folder you have created at any time. You cannot change the name of

the system folders, such as Inbox and Sent Items in your primary account. In

that case, the Rename command will be grayed out (unavailable).

1. Right-click the folder in the Navigation pane, and click Rename Folder. The folder
name is selected, and your cursor appears in the folder name box.

2. Type a new name for the folder, and press ENTER.

Delete Folders

You can delete the folders you have created, but not the system folders in your
primary account (the Delete command will be unavailable to you). The folder
contents are moved to the Deleted Items folder.

1. Inthe Navigation pane, right-click the folder you want, and click Delete Folder.

2. Click Yes in response to the warning message that appears.

Microsoft Qutlook u

.
i h Are you sure you want o delete the folder "News Feed" and move all of its contents inta the Deleted Ttems folder?

Es [\la]

Set Folder Properties

Like all folders in Windows, Outlook folders have some basic properties that
you can configure as needed. The tabs described here are available with most,
but not all, Outlook folders.

1. Right-click the desired folder, and click Properties. You have the following options:

® On the General tab, shown in Figure 8-4, you see the name of the folder and its
general properties. You can enter a description and choose to show the number of
total items in the folder or the number of unread items in the folder. You can click

@

Properties..,
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- — - ——ey
My News Feed Properties u My News Feed Properties u
General | Home Page | Aukobrchive Autodrchive

|My Mews Feed | () Do oot archive itsms in this folder

() Archive items in this folder using the default settings

Type: Folder conkaining Mail and Post Items .
| Defaulk Archive Sethings... |

Lacation: 1i0utlookiRSS Feeds .
@ Archive this Folder using these settings:

] ipkion; ] w
Pl S Clean out ikems older than !6 :=,: Months -

My stock and quote feeds = :
@ Move old items to default archive Folder:

) Move old ikemns to:

|C:'l,Users'l,CaroIe'l,Documents'l,OutlookFiles'l.é! | Browse... |

) Show number of unread items () Permanently delete old items

) Show botal number of ikems N

When posting to this Folder, use: | IPM.Paost Iz‘l

Folder Size. .,

(&)
[ oK ] [ Cancel ] [ Apply ] I 0K ] [ Cancel ] [ Apply ]

()]
Figure 8-4: You can get basic information about Figure 8-5: The AutoArchive settings give you the

your folder on the General tab. flexibility to automatically archive folder items in a
way that works best for you.
® The Home Page tab allows you to configure a default home page for the folder, if your
folders are Web-enabled (which is common for folders found on a company intranet). ~

® On the AutoArchive tab, shown in Figure 8-5, you can choose the method of
archiving you want to use with this folder. The default will vary, depending on the
folder selected. However, you can choose to automatically have the folder archived
based on Outlook’s default settings, or you can configure your own archive settings
for the folder, as | have done in Figure 8-5.

2. Click OK when you are done making any desired changes.

Manipulate Files ©

Just as you can work with individual folders in Outlook, you can also work
with individual files and groups of files that are stored in those folders. In this

0] 8
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section, you'll see how to manipulate files and work with them by copying,
renaming, sharing, deleting, grouping, and sorting files. You'll also see how to
import and export files in Outlook.

Delete Files

You can delete individual files from within Outlook as needed. Let’s say you
To delete a file quickly, select it and press DELETE or have a folder that contains several older e-mail messages. You do not want to
CTRL+D. You'll be asked to confirm that the delete is what delete the entire folder, but you do want to delete all the unneeded messages

e L from the folder. In this case, you can individually select the messages that you
want to delete. Deleted messages are moved to your Deleted Items folder.
7-; 1. In the Navigation pane, select the folder that contains the file you want to delete.
1
9 3 2. In the Folder pane, click the file and on the Home tab Delete group, click Delete. oeiete

You can also right-click the file and click Delete.

VIEWING FILES

You can easily select the files within your Outlook folders G rou p Files
and then view the file contents in several ways. . . P
¢ You can have Outlook automatically group files for you as a part of Outlook’s

1. Select the folder in the Folder List, and then select standard grouping arrangement, or you can manually group items. For

the file in the Folder pane. You can then see the

file's contents in the Reading pane. example, you might want all e-mail from a specific person grouped into or.le
folder, or you might want e-mail that contains attachments to be grouped into
2. Double-click the file. This opens the file in a L . . .
, . one folder. The choice is yours, but you can easily group items in almost any
separate window so that you can view it.

way that you need.

CREATE A CUSTOM GROUPING

id f Receive Folder | ‘Wiews | ) i

— ' - 1. Click the View tab, click the More button at the bottom of the scroll bar in the

S pate (conversations) ‘@ from B ' Arrangement group, and click View Settings.

] :

P ¥ rogstrtoate ¥ riagioue Date 2. In the Advanced View Settings dialog box, click Group By.

_— ? sublect S 3. In the Group By dialog box, if it is selected, clear the Automatically Group According To
lﬁl Attachments @ Account ! Importance

- Arrangement check box. Then select the desired check boxes, and use the drop-down
menus to determine how you want to group items within Outlook, as shown in Figure 8-6.

Showy in Groups
i Wiew Settings... . . ,
e e 4. Click OK twice when you're done.
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COPYING AND MOVING FILES

You can easily copy and move files between Outlook
folders in basically the same manner as with standard
Windows files.

COPYING FILES
1. Select the folder that contains the file you want to
move so that the files are displayed in the Folder
pane.

2. In the Folder pane, right-drag the file that you want
to copy to the folder you want. When you release
the mouse, click Copy on the context menu.

To copy and paste a file, or cut and paste a file (to
move it rather than copy it), first select a file. Then press
CTRL+C to copy the file, or press CTRL-X to cut the file,
and then paste it by pressing CTRL+V.

MOVING FILES
1. Select the folder that contains the file you want to
move so that the files are displayed in the Folder
pane.
2. In the Folder pane, right-click the file you want
to move, and, on the context menu that appears,
click Move. A submenu appear.

-
Group By

[ autematically group according o arrangement o

Group items by

s

[ Show Field in wview

Then by

Importance

Clear all

Eg @) Ascending
~ (") Descending

E} () Ascending

Shiow Field in view

Then by

" @ Descending

T 1-|f|I @ fAscending

Show field in view

Then by

(") Descending

(none)

| show Field in view

select available fields From:

ll;requently-use_d ficlds

|Z| @) piscending

Descending

Expand/collapse defaults:

lz_‘ .ﬂ.s last viewed - lz‘l

o

Figure 8-6: You can group files by up to four items, such as
attachments and categories.

UNGROUP ITEMS

Should you need to ungroup items at any time, you can easily do so.

1. Click the View tab, click the More button in the Arrangement group, and click View
Settings.

L
3. Click the name of the Move Items
folder, or if the folder you | | Move the selected items ko the tolder:
. A A 185 suggested Contacts -
want is not listed, click B Tosks
Other Folder. The Move p B3 liotmai
. . » [ Your feeds
ltems dialog box will .5 wiw
appear. 4 17 Inbox
(23 Frorn Marty -
4. In the Move Items » 3 [Gmail] ‘
. Junk E-rmail
window, choose the ST;‘_UD?T & =
Outlook folder where you 3 Receipts ‘
. 3 Trawel =
want to move the file. 3 Work s

—

N

2. In the Advanced View Settings dialog box, click Group By.

3. In the Group By dialog box, for each group setting, click the Group
Items By drop-down menu, click None, and click OK twice.

Sort Files

Outlook has the capability to sort files that you receive in your Inbox.

This feature can automatically help you manage your e-mail, and is

particularly helpful if you typically receive a large volume of e-mail.

1. Click the View tab, click More in the Arrangement group, and click

) View Settings.

2. In the Advanced View Settings dialog box, click Sort.
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[ Sort (e | 3. In the Sort dialog box, shown in Figure 8-7, do the following:
Sart items by ® Click the Sort Items By down arrow, and click a sort item, such as Attachment,
Flag Color [=] © tscending - Contacts, Cc, and so on.
@ D di C | . .. e .
= bl ® Choose more sort criteria in the additional drop-down list boxes as needed.
e -glear all
~| @ ascending - 4. Click OK when you are done, and click OK again on the Advanced View Settings
() Descending dialog box. Your items in the current view are now sorted as you specified.
Then by
tnone) [5] © tscendig Import and Export Files
Descending
e You can import and explore Outlook files from a variety of sources and in a
[tnane) [<] @ ascending variety of formats.
Descending

IMPORT FILES

Select available Figlds From:

|Frequently-used fields (=] 1. Click File, click Open, and then click Import.
e )
. : . . | gﬁben " ~— ¥ Open Outlook Data File
Figure 8-7: You can sort files in any folder by up to ; ! e :
o s — { Open an Outlook data file (pst)
four levels of criteria. _ L ﬁ
Print
Help Impaort
Impaortfiles, settings, and RSS Feeds into Cutlook,
2] oOptions ﬁ R’
The options you see in the Sort dialog box allow you 2. In the Import And Export Wizard, choose what you would like to import, as shown in

to have up to four levels of sorting. For example, in Figure 8-8. Make your selection and click Next. You have the following options:
Figure 8-7, the two-level sorting of files are sorted first
by the flag color and then by the conversation of e-mail

correspondence. This sorting feature can be helpful in
locating items. ® |Import An iCalendar Or vCalendar File (.vcs) imports information from an

iCalendar or vCalendar file directly into your calendar.

® |Import A VCARD File (.vcf) allows you to import an Outlook vCard that you have
received to your Contacts folder.

® Import From Another Program Or File allows you to import items from other e-mail
programs, such as ACT!, Lotus Organizer, and so forth. You can also import text and
database files, as well as personal folders (.pst) from another Outlook program.

® [Import Internet Mail Account Settings allows you to import settings from Outlook
Express or Eudora e-mail programs.

® Import Internet Mail And Addresses allows you to import Internet mail and e-mail
addresses directly from Outlook Express or Eudora e-mail programs.
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rImport and Expart Wizard I ® Import RSS Feeds From An OPML File or The Common Feed List allows you to
= e bring syndicated information to which you subscribe and receive through RSS (Real N
S i Simple Syndication) into Outlook.
Export RS5 F_eeds to an OPML file
i a5 3. Complete the steps as instructed by the wizard to import the desired files.
Import an iCalendar {.ics) or vCalendar file (. wes
Import From another program or file EXPORT FILES
Import Internet Ma!l Account Setkings CJO
e s | Just as you can import files, you can also export files so that they can be used
Import R Peeds from te Common Peed Ut with other programs, or as a way to back up your Outlook files.
Description
L e T 1. Click File, click Open, and click Import.
database files, text files, and others, i X ; X
2. In the Import And Export Wizard, click Export To A File. Click Next. N
3. Choose the kind of file you want to export to. You can choose Outlook Data File (.pst),
[ <osck ez ) [ cancel ] which allows your files to be imported by other Outlook programs, or you can choose
1 ) file types for other programs. See the other e-mail program for details about the kinds
of files it will import so that you make the best decision depending on what you want to
Figure 8-8: You can import a number of different kinds of . P y P g y ol
files, including those created by Outlook Express, Eudora, do. Click Next.
! j - -
ACT!, and Lotus Organizer. 4. Select the folder within Outlook that you want to export, as shown in Figure 8-9. If you
choose a parent folder, it will include the subfolders beneath it.
5. If you are exporting to a personal folder file (.pst) and want to filter out some of the
. . messages that you are exporting, click Filter, which opens the Filter window. Here, o
Export Qutlook Data File =22 you can search for particular words in specified fields in order to filter out certain
Sujeek Hr Polde o mrorEFrom: messages. For example, you can filter out messages that have certain subjects in the
- 3 forurn = Subject line, messages sent directly to you, and so on. Click the More Choices and
W‘V’ & Journal com Advanced tabs for additional filtering options, and then click OK when you’re done. -
[@ Junk E-mail ) . ) '
g ,\:irlm:::éommunities | 6. Click Next. Choose an export location and file name for the file. Choose how you want
[ Mews Feed 3 to replace previously exported items and duplicate items, and click Finish.
[ Motes 1 . i
&8 Outbox L 7. The Create Outlook Data File dialog e =)
o [ RSSFeeds box appears so that you can choose to )
||j Wy Mews Feed ] i Add optional password
B By e p— - password-protect the exported file so that S i |
[l nchide subfolders no one can open it without your password. Ve asswond:
8. Make your selections and click OK. The files | [-15ave this passwordin your password list
[ «dack || met> | [ concel | are exported. This process may take some o] e
g ’ time, depending on the number of files that ¢ . (o)
Figure 8-9: You can choose to export both individual folders must be exported.
and a folder with all of its subfolders.
=
o
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It is important to point out that the security provided by
(op) Outlook and Microsoft Office is just one level of security

against threats from the Internet. You probably also

want to enable the Windows Personal Firewall (see the

companion book Microsoft Windows 7 QuickSteps for

further information on the Windows Firewall and other
< security measures at that level). You may also wish to
purchase additional security software or hardware for
maximum protection (from companies such as McAfee,
Symantec, Zone Alarm, and WatchGuard) for a third level
of protection.

Make Outlook Secure

Outlook 2010 has a set of security options that you can configure to keep your
e-mail, Calendar, Journal, and other Outlook items secure. In this section, you’'ll
see how to set the security options, how to encrypt messages, and how to
protect your computer against viruses that may be transmitted through e-mail.

Set Security and Privacy Options

Outlook 2010 shares with the rest of the Microsoft Office 2010 family of programs
the Trust Center, where you can set a variety of security and privacy options. The
Trust Center allows you to set options that affect your privacy; determine if and
how you want to secure your e-mail; and how you want to handle attachments,
downloads, and macros. We'll explore securing your e-mail in the next section,
and then look at virus protection from macros in the upcoming QuickSteps. This
section explores the other settings in the Trust Center.

-
Trust Center

(% meaw| Toopenand explore the Trust Center:

© —]
[ Trusted Publishers Trusted Publishers

DEP Settings

1. Click the File tab, and then click Options. The
Outlook Options dialog box will appear.

Issued To =
Privacy Options :

E-mnail Security
'\ Attachment Handling
Automatic Download
Macro Settings

Programmatic Access

L d B Expirati Dat . . .
PR, ST e 2. Click Trust Center. In the Trust Center view, click

the Trust Center Settings button to open the Trust
Center dialog box, shown in Figure 8-10.

3. Click Trusted Publishers in the left column. A list of
trusted software publishers will appear. The list will
likely be empty. You add a publisher to the list when
you install software or a macro by clicking Trust All
Documents From This Publisher in the Security
Alert dialog box that appears. In the Trust Center
page, you can remove a publisher from the list and

— — view a publisher’s credentials by selecting a publisher
in the list and clicking the relevant button at the

[ ok ][ cance | bottom of the page.

b

J

Figure 8-10: The Trust Center is where you set options to ensure that your Outlook files are

protected.

10
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4. Click DEP Settings, which is set by default, to enable the Data Execution

Privacy Oplions

Prevention mode. This helps prevent malicious code that might be N
Lonnect to Office.cam for updated contentwhen I'm connected to Fhe Internet, (o embedded in data. CIear the check mark to enable data execution to
Download a file periodically that helps determine system problems (i)
Sign up for the Customer Experience Improvernent Pragram (i take place'

Automatically detect installed Office applications to improve Office.com search results, L0 5_ C|iCk Privacy Options in the Ieft column Of the Trust Center. Select which
Allowe the Research task pane to check for and install new sernvices . . .. .
of the Microsoft programs you want to sign up for, all requiring varying

Besik ORI Y A TENG degrees of disclosure on your part. For example, if you sign up for the @
Research & Reference Customer Experience Improvement Program, you will be expected to
divulge some information about what you do with Microsoft Office.
6. Click E-mail Security to set encryption, digital IDs, and other security
measures. See “Secure E-mail” next for a fuller explanation. B

7. Click Attachment Handling to add properties to attachments, turn off and on the

ability to preview attachments, or specify which preview tools are enabled. Click
Attachment And Document Previewers to select the applications being used to
‘ preview files. o1

The Research Options button on the Privacy Options 8. Click Automatic Downloads and determine how you want to handle the downloading
page allows you to select the reference sources that will of pictures in e-mail.
be searched when you choose to do a search.

4 9. Click Macro Security to see how to protect against viruses. See the “Protecting

Against Viruses” QuickSteps later in this chapter to find out how to use this feature in
the Trust Center.

10. Click Programmatic Access to enable Microsoft security to work in conjunction with
your antivirus software to determine the level of warning you will be given when a
program is trying to access your Address Book or send messages in your name.

11. Click OK to close the Trust Center.

Secure E-mail

You can secure your e-mail by encrypting it so that no one else can read it, and

you can add a digital signature to your mail so that the recipient knows you

sent it and no one has changed it. Encryption is the process of making an e-mail

message unreadable to anyone who is not authorized to view it. Encryption

takes a plain-text e-mail message and scrambles it so that it is unreadable. Your ©
recipient must have a private key that matches a public key you used to write

0] 8
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In case you are wondering, Outlook uses the 3DES or
Triple DES encryption algorithm, which is a standard
form of encryption used in the United States and other
countries.

Digital IDs (Certificates)

=] Digital ID's or Certificates are documents £
E [ mpervEspert.. | [ GetaDigital ..

Security Properties

E| Encrypt message conkents and attachments
Add digital signature ko this message
Send this message as clear kext signed

the message in order to decrypt and read the message. You can do this in a few

different ways:

® Send a digitally signed message to the recipient. The recipient can then add your
e-mail name to his or her Contacts list, which imports your certificate with a private key.

® Attach your certificate (.cer) file to a message you send to the recipient. The recipient
can then import the .cer file and add it your contact card. The certificate can be used to
exchange keys.

® Create a contact with your .cer file, and then send the contact card to the recipient.
No matter which way you choose to go, the recipient must have your .cer file in
his or her Outlook program so Outlook can use that to exchange keys to decrypt
any encrypted messages you send.

GET A DIGITAL SIGNATURE
A digital signature identifies you, proves the message and its attachments were

not changed, and includes a certificate and public key. To get one:

1. Click the File tab, and click Options. On the Outlook Options dialog box, click Trust
Center.

2. Click Trust Center Settings. In the Trust Center dialog box, click E-Mail Security.

3. Under Digital IDs (Certificates), click Get A Digital ID. A Microsoft Web site is
displayed with suggestions for sources of digital IDs that, for a fee, will validate your
identity and issue you a digital ID.

4. Click the source you want, and follow the directions for getting the digital ID. When you
are ready, click OK twice to close the Trust Center and Outlook Options dialog boxes.

ADD A DIGITAL SIGNATURE TO E-MAIL

To assign a digital signature to an individual message:

1. In a message’s Options tab More Options group, click the Dialog Box Launcher in the
lower-right corner.

2. In the Properties dialog box that appears, click Security Settings.

w

. Click the Add Digital Signature To This Message check box.

4. Click OK and click Close to return to your message.
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Security Properties

§ncr ok message contents and attachments:

[ Add digital signature ko this message
|1 5end this message as clear text signed

[ | Request S{MIME receipt For this message

Security Settings

Securiby setking:

<futornatic> V] [ghange Settings. ..

Security Label

“! [ Configure. ..

Balicy Madule: | <None s

Classification:

Privvacy Mark:

| Ok ] [ Cancel ]

o Py

Figure 8-11: You can encrypt an individual message
through the Security Properties dialog box.

L=EJ B

Sawe Sent  Delay Direct
Item To = Delivery Replies To

IMore Options =

To add a digital signature to all your messages:

1. Click File and click Options. In the Outlook Options dialog box, click Trust Center.

2. Click Trust Center Settings, and in the Trust Center dialog box on the left, click E-mail
Security.

3. In the Trust Center dialog box, under Encrypted E-mail, click the Add Digital
Signature To Outgoing Messages check box.

Trusted Publish
rste buRlshers Encrypted e-mail

DEP Settings
q_ Ij Encrypt contents and attachments for outgoing messages

Add digital signature to outgoing messages
Send clear text signed message when sending signed messages
[7] Request SAMIME receipt for all SAMIME signed messages

Privacy Options

E-rnail Security

Aftachment Handling

Default Setting: i Iv; [ Settings...

4. Click OK twice.

ENCRYPT AN INDIVIDUAL MESSAGE

You can choose to encrypt an individual message as needed. You do need a
valid digital ID before you can do this.
1. Create a new e-mail message addressed to the desired recipient.

2. In the Options tab More Options group, click the Dialog Box Launcher in the lower-
right corner.

3. In the Properties dialog box that appears, click Security Settings. The Security
Properties dialog box appears, shown in Figure 8-11.

4. Click the Encrypt Message Contents And Attachments check box.
5. Click OK and click Close to return to your message.

6. Click Send. The message will be encrypted and sent.

If you attempt to encrypt and send a message and

Invalid Certificate

you do not have a certificate, you will receive a
“Invalid Certificate” message that Outlook cannot

send the message for that reason. In that case, A

click Change Security Settings on the bottom of
the dialog box, and clear the Encrypt Message
Contents And Attachments check box.

Microsoft Outlook cannot sign or encrypt this message because there are no certificates which can be
used ko send from the e-mail address ‘chm@whidbey . com', Either get a new digital ID ko use with this
account, or use the Accounts button ko send the message using an account that you have certificates

far.

Change Security Settings... ] E Ok ;
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PROTECTING AGAINST VIRUSES

Computer viruses are a major headache in the
computing world, and e-mail and Internet usage are
major pathways for your computer to become infected.
Outlook provides minimal protection against viruses. It
is not equipped to scan your e-mail and remove viruses,
so when Outlook tells you that it can help with virus
protection, it really does mean that it “helps” only.

Outlook provides virus protection through macro security
options. Different files, especially Microsoft Word files,
can contain macros, which are little programs, and
viruses can be implanted in macros. This is a common
way for viruses to be spread. Outlook’s macro security
simply disables macros that are not from secure or

ENCRYPT ALL OUTGOING E-MAIL
You can also choose to encrypt all outgoing mail, which saves you from having
to configure each e-mail message with encryption. However, keep in mind that
this setting will encrypt every e-mail that you send and that everybody who
receives your e-mail will need to have a key to open it.
1. Click File, click Options, and in the Outlook Options dialog box, click Trust Center.
2. In the Trust Center view, click Trust Center Settings, and then click E-Mail Security.

3. In the Trust Center dialog box, under Encrypted E-mail, click the Encrypt Contents
And Attachments For Outgoing Messages check box, as shown in Figure 8-12.

4. Click OK twice to close the Trust Center and Outlook Options dialog boxes.

trusted sources, thus reducing the likelihood of getting
a macro virus. By default, Outlook disables macros
that are unsigned and warns you about signed
macros. You can change those settings if you wish.

1. Click File and click Options. In the Outlook
Options dialog box that appears, click Trust
Center, and then click Trust Center Settings.

2. In the Trust Center dialog box, click Macro
Settings in the left column.

3. Under Macro Settings, on the right, click one
of the four options for handling macros. The
second option is the default.

- ==
Trust Center @Iﬂ

Trusted Publish
SRR Macro Settings

DEP Settings —
(71 Disable all macros without notification
Frivagy Options @ Motifications for digitally signed macros, all other macros disabled
E-mail Security () Maotifications for all macros

(") Enahle all macras [not recommended; potentially dangerous code can run)
Attachment Handling

Automatic Download Add.ins

Macro Settings D Apply macro security settings to installed add-ins

Programmatic Access

[ OF } [ Cancel

The second or third options for macro

protection give you the best protection. You

can still use macros, but in either case, you are
warned before you use them; in the second case,
they are not allowed if they are not signed.

4. Click OK twice to close the Trust Center and
Outlook Options dialog boxes.

Manage Add-ins
Add-ins are pieces of program code that add functionality to another program.
The add-ins are placed on the list when they are installed. You can see which
add-ins are currently on the list, activate, or add or remove them.

1. Click File and click Options. In the Outlook Options dialog box that appears, click
Add-Ins. A list of installed add-ins will appear, as shown in Figure 8-13.
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Trust Center
N
) .
Trusted Publishers Enctynled e mail £
— DEP Setti
Keep in mind that Outlook only helps reduce the ks % Encrypt contents and attachments for outgoing messages
likelihood of a macro virus; it is not a full antivirus Privacy Options [T] Add digital signature to outgoing messages
. . = ; V| send clear text signed h ding signed
program. You should install and use antivirus software on o
your computer. Visit www.mcafee.com or www.symantec Aftachment Handling [7] Request S/MIME receipt for all SMIME signed messages w
A Default :
.com to learn more about antivirus programs. Automatic Download Setting: | [~] [ settings., |
Macra Settings Digital IDs (Certificates)
Frogrammatic/ceess Digital IDs or Certificates are documents that allow you to prove
your identity in electronic transactions, -h
[ mporyExport.. | [ Geta bigital 0w
Read as Plain Text
Iﬂ Read all standard mail in plain text
D Read all digitally signed mail in plain text
s = (6}
Script in Folders
] N ]
| QK I [ Cancel ]
Figure 8-12: It is unlikely that you will want to encrypt and/or digitally sign all your
mail, but you may want to encrypt individual messages in the e-mail message window. (o))
2. Click an add-in name to see the information on it below the list: name, publisher,
compatibility information, location on your disk, and a description.
3. To manage add-ins, click Go at the bottom of the page. The COM Add-Ins dialog box ~
appears, where you can make an add-in active or inactive by selecting or clearing the
check box, respectively, or add and remove an add-in with the buttons on the right.
r S
COM Add-Ins [P
Add-Ins available: “
| Businecs Connectivi ices Add-In -
Microsoft Access Outlook Add-in For Data Collection and Publishing Cancel
Microsoft Exchange Add-in -
| Microsoft Office SharePaint Server Colleague Import Add-in
(V| Microsoft Outlook Sorial Connector
(V| Microsoft vBa for Outiook Addin
[7] OneMote Motes about Outlook Items Remove
| PDFMOutiacl: -
(o]
Location: C:\Pragram Files (xS6RMicrosoft OfficelOffice 144ADDINS\ECSAdin. Il
Load Behavior: Load at Startup
"y
o
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=
Cutlook Opticns

|
General . . . .
Wiew and manage Microzoft Office Add-ins.
Mail \
Calendar Add-in Options
Contacts Launch &dd-in options dialog: | Add-in Options.
Tasks
Add-ins
Motes and lournal i
Mame = Lacation Tipe
RE3LEh Active Application Add-ins
Mobile Business Connectivity Services Add-In Charosoft Office\Office LAADDINSBCSaddindll  COM Add-in
Microsoft Exchange &dd-in SficehOffice LpADDIN S UmCutlookaddingll COM Add-in
Language Microsoft Office SharePoint Server Colleague Import Add-in LOfficed Office L ADDINSColleaguelmport.dll - CORM Add-in
Microsoft Outlook Social Connectaor oft Office\Office 1S OCIALCONMECTORDLL  COM Add-in
Addvanced i
Customize Ribbon Inactive Application Add-ins
) Microsoft Access Outlook Add-in for Data Collection and Publishing O, crosoft Office\Office 1ADDINSWACCOLKDLL COM Add-in
Huigk arcessilanlbar Microsoft VBA for Outlook Addin i\ rosoft Office\Office L DDINS\OUTLVEADLL  COM Add-in
o Thias Addin ChaocratInternet SecuribATMAS_OLTMAS_OLAIT  COM Add-in
-Ins
T EE sy Disabled Application Add-ins ) )
POFMCutlook Ch PDFMakenMailbOutlook\PDFMOutlook.dll COM Add-in
Shaglt Add-in G TechSmithtinaglt S naghOfficesddindll  COM Add-in
wWindows Search Email Indexer Craindows\System3Amssphtb.dll COM Add-in
Add-in: OneMote Motes about Outlook Items
Publisher: Microsoft Corporation
Compatibiliby: Mo compatibility information available
Location: ChProgram Files [x86)\Microsoft OfficevOffice LAWONBEnOL.AIl

Cescription: Adds Send to OneMote and Motes about this Item buttons to the command bar

Manage: |COM Add-ins EI [ G,

I QK I[ Cancel ]

Figure 8-13: Most add-ins are from trusted publishers like Microsoft and Adobe, but it is a good idea to keep an eye on
them just in case.
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Explore Outlook Forms in N
Developer Tab

Modify a Standard Form

Create a Custom Form

Use the Control Toolbox

Change the Tab Order C h t 9
Use Separate Compose and ap er

foad Layouts Using Forms, Labels, -

Creating and Using a Template

Publish a Form and Mail Merge

Use a Custom Form

Selecting Contacts o
Prepare Contacts You've seen that Outlook is a lot more than a mail program.
Prepare a Mail Merge Document | - In this chapter we’ll expand on that and you’ll see how to
igiiend modify existing forms and create custom forms, how to create o
Perform a Mail Merge and use templates in many Outlook views, and how to set up
Print Labels Outlook to perform a mail merge, as well as how to print both
Print Envelopes labels and envelopes. .
Use Forms
Much of Outlook is built around forms: message forms, appointment forms, (e

contact forms, and many others. Forms provide the means to collect information.
Forms are built around fields, which are individual pieces of information collected
by the form, such as the addressee and subject in the e-mail message form shown
in Figure 9-1.

-
o
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(,g,'_ﬂ HY o s o
|| Message

~

—& | B U
Pa'ste Y B2 . A

Clipboa,.. &

= Untitled - Message (HTML) =2

Explore Outlook Forms
Tnsert Options ‘FormatText P i & @ in the Developer Tab

@ [[] attach File ¥ Follow Up -

BB AttachTtem~ | 9 Highlmportance | In earlier chapters you saw how to use
Marmes 2 Zaam . . .
- | [&signature~ | B LowImportance various forms from within each of the

Easic Text Include Tags | Zoom

views. You can also see all the forms

From » | om@whidbescom together. But first you need to display the

Developer tab.

the e-mail

message form

1. Click File and click Options. In the Outlook

Fields within I<:)”/4d::
==l

T
{elalh
Ecc,

Options dialog box, click Customize Ribbon.

Subject:

2. In the right tabs list, under Main Tabs,
click Developer to select it. Click OK. The
Developer tab will appear on the ribbon.
Now you can find the forms.

L]

=[] Developer
Code
Add-Ins
Custom Farms

- 3. Click the Developer tab, and in the Custom

= Forms group, click Choose Form. The

Figure 9-1: Most of what is done in Outlook is done with forms. Choose Form dialog box appears, as shown

in Figure 9-2.

mm Forms

4. Click Look In to see the forms available in each folder. Click one of the forms, and click
Advanced. You'll see a description of the form, who created it, and the message class,
which is used in programming for Outlook.

5. Open a form by clicking it and then clicking Open.
—Or—
Double-click the form.

6. Click Close ksi&m to close the form.
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- E =
Choase Form ==/ Modify a Standard Form

_ = . . N
LookIn: | Browse. . You can modify any of the standard forms and then use the revised form
Appointment in the same way you did as before it was modified.
Contack
Distribution List . . . .
Journal Entry 1. Click the Developer tab, and in the Custom Forms group, click Design A Form.
Meeting Request
Massge 2. Click the Look In drop-down list, Secn Earm W

orCe
Post and click the folder that holds
Standard Default . . Look In: |Standard Forms Library lz‘
PSER t the form you want to modify. This Standard Forms Lbrary
ASKRER feature is particularly useful for the Sy ;Z_rtflo;o:f;?é;"fsf'_braw
ioh i i ] | EfStandard Templates
message form, which is used in Hoating ALiser Templates in g System
Display name: [Agpolntn_ﬂe_nt . several different folders. Message INDox S
EilS e I | [cancel | 3. Click the form you want to modify, and click Open. The form will open in
Design mode and, if you can add fields to the form, the Field Chooser dialog
box will appear beside it (see Figure 9-3).
2

Figure 9-2: In the Standard Forms Library folder, you will find 11 o

standard forms that can be modified. Add pages Design-related tools Add predefined fields
= " <
BIHEY O« 9|} Untitled - Message (HTML) (Design = B %
Developer . & e
i & E o H i [ B =l o))
::.@ | L L b\J ? = =5
[ Code  COM Disabled | Pubksh Mew Form Control Region Ordering Tab
Form design is in I/ * Add-Ins  Ttems - Lgg~ Region Toolbox \g Layou Order o4
the Developer tab Add-Ins F&rm Design Tools Arrange
Message | ! ]
E 4 Field Chooser ~
. o | Frequerrliy—med. .F.i-élds lz‘
Place and move | e e 1 L | e =
fields on grid e j | Attac |
9 I\ ‘jq?"m'- i Auto Forwarded |
i _Categmm !
| Cc £
| Contacts
| Conversation e CD
Created
Do Mot Autosrchive
: _Due Drate:
Create new fields |—— . ExpirationDate |
i Flag Date
Flag Status
Follow Up Flag -
Figure 9-3: Opening an existing form in e new.. | Delete
Design mode allows you to add, delete,
change, and move fields, as well as add || g
pages with new fields on them. L =
—
o
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-
MNew Column

4. In the Developer tab Form group, click the Page down arrow, and choose between
changing the form as the sender will see it (click Edit Compose Page) or as the
recipient will see it (click Edit Read Page).

5. Choose from among the following changes that can be made on the form:

® Click a field whose size you want to change. A shaded border with sizing handles
(small black or white squares) appears around the field. Drag one of the sizing
handles to change the size of the field.

® Click a field you want to delete, and press DELETE.

® Click the field categories drop-down list at the top of the Field Chooser dialog
box (Frequently Used Fields is selected by default), click a category, and drag a

Mame:
Tvpei  [Tet

Format: | eyt

= predefined field to the place on the form where you want it.
] ® To insert a new field in the form, click New in the Field Chooser dialog box. In the
E New Column dialog box that appears, enter a name, select a type and format, and
E click OK. Drag the new field to the place on the form where you want it.

Ok ] [ Cancel

] ® Click the Developer tab, and click Publish in the Form group. Click Publish Form

As from the menu. Accepting the default, Personal Forms Library, type the Form

Name, type the Display Name, and click Publish. (If you want the two names to be
the same, type the Display Name first and the Form Name will be duplicated.) The
form will appear in the Personal Forms Library under the Display Name.

6. If you are not ready to publish the form, save it by selecting the File tab and clicking
Save As. Select the folder in which you want to save the form. Enter the file name for
the form, click Save, and close the form.

See both “Modify a Standard Form” and “Create a

Custom Form” for the full range of modifications you can create a CUStom Form

make to a form.

Creating a custom form is the same as modifying a form, because Outlook does
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not allow you to start with a blank form. You can create a form easily, however,
by starting with an existing form, deleting all the fields you don’t want—
possibly all of them—and adding the fields you want. Also, there are a number
of additional tools on the Developer ribbon you can use to customize a form,
including the Form Design toolbar.
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USE THE DEVELOPER TAB

The Developer tab and ribbon in the Form Design window allow you to N
- _ o perform the following functions:
Adding code and programming a form and working with
add-ins are beyond the scope of this book. L] Program small SCriptS and macros to automate a form.
@ Publish the form to a server so that you or anyone else with access can use it. o
® View Visual Basic script code you have added to the form.
® Display or rename a page.
® Create a new form region or rename a current one.
® Choose to edit the page as the sender or the reader will see it. N
® Open and close the Field Chooser and the Control toolbox.
® Open the Properties dialog boxes for a field.
® Position and align fields.
To perform these functions, the Developer tab has a number of unique options,
as shown in Figure 9-4.
The more important options on the Developer tab are as follows:
Q?]View Code
=== (9 Run This Form ® Form group: o
Publish r@ Page ~
E Al @ Publish allows you to prepare your form for formal testing and use. You publish the
form to a personal library or folder, which then can be referred to in the Choose
Form dialog box.
® View Code allows you to add and change Visual Basic code associated with a ~
control on the form.
Use add-ins to Publish the form and test and set Lay out and Tools to add and Position tabs and position,
enhance forms up the form for recurring use save the form define fields order, and size fields
\ | / @
Untitled - Messagg (HTRL) (Design) | = | £ g
> @
',-'__.f.a-]\fisual Basic -E_ E 3 Wiew Code a F .\'.;‘i-\ ﬁFiel Chooser. 5 i : | D‘:E”i' 1= slign -
[ Macros = - Run This Form | 5 Proferty Sheet ki = |= I Group
= X Disabled | Publish lews Form, Control . Region Ordering| Tab
Add code to A Macra Secutity | adiins  Items - Page = Region Toolbax [EF Adyanced Propetties | 500 Order o4 278
automate the form [T——ecode add-Ins Farm Desigh Tools Arrarige
Figure 9-4: The Developer tab provides a number of form design tools.
—
o
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- [I5 Open Form Region
Q Sawe Region -
Mews Form
Region * Close Form Region

[resign

[ Property Sheet
Caontral
Toolbox @Ad\ranced Properties

Tools

‘*J 0
Align | Group Size

& Left

Middle

-

'—_".| Right:
I Top

& Center
Wt EBottom

Hia | Dist

LCenterin Form b

L Shap to Grid
O align to Grid
[l show Grid
Set Grid Size..,

Autolayout

V]
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® Run This Form allows you to test your form’s appearance and action.

® Page allows you to select the Display This Page and Rename Page options with
which you can display add-on pages (in addition to the ones displayed in the tabs
beneath the ribbon named P.2 through P.6) and rename them from “Message” (or
whatever name the standard tab is) and “P.x” to your choice. If your ending form
contains one new page, you would activate the page to use it in the final form.
When the new form is opened, it will contain only the pages you have included
in the modified form. This is also where you choose whether you want to edit the
compose page or the read page.

Design group:

® New Form Region allows you to create a form region, which provides for the
inclusion of Web pages and ActiveX controls on a form. Each region is a separate
page connected to a form.

® Open Form Region, Save Region, and Close Form Region opens, saves, and
closes a form region.

Tools group:

® Control Toolbox contains tools you can use to build a form, as described in “Use
the Control Toolbox” later in this chapter.

® Field Chooser opens and closes the Field Chooser dialog box.

® Property Sheet and Advanced Properties allow you to enter detailed
specifications, including the name, position, font, color, initial value, and any
validation rules you want to establish for a field.

Arrange group: [=5 .—- LR = 1
, | B & =3
® Region Layout allows you to specify that a Region Order.ng Tab  Mign Group  Size
layout will automatically resize itself when the ™7~ Ofr:nge . i

form is resized, or you can manually resize a
layout to a fixed form size that you set. You can select a control for your region here.

® Ordering displays a menu that allows you to move a selected field toward the
reader (“front”) or away from the reader (“back”).

® Tab Order allows you to specify the order in which the user will progress from one
field to the next. See “Change the Tab Order” later in this chapter.

® Align opens a menu that helps you align multiple fields when they are selected
together. This includes options for aligning each of the four sides and centering, as
well as options to turn on and use the Snap To Grid, which is a “magnetic” property
that causes fields to automatically align with the grid intersections.




It works best if the label and content fields are sized and
aligned separately. It is also helpful to align fields that are
all in a vertical column or all in a horizontal row. Finally,

if you are having problems sizing and aligning three or
more fields, do them two at a time, with one of the two
the way you want all the fields.

y
Properties g

Displary |Lay0ut | Yalus | 'v'alidation|

Marne: Labelz

Caption: FIagStatus
Font and Color

gt Segoe UL

Foreground colar: [Button _ ,]

Background colar: [Button Eas v]
Settings

[¥] wisible: [5urken

[7] Enabled | Mulki-line

[T read onky

[ O ] [ Cancel ] Apply

Figure 9-5: You can align and similarly size two
fields by making all but one of their coordinates
the same.

® Group and Ungroup allow you to combine two or more fields and then move and
place them without disturbing the layout within the group.

® Size allows you to make two or more selected objects the same size in width,
height, or both and to fit objects within a given space or the grid.

POSITION AND ALIGN TWO FIELDS

To align two fields, first use the Properties dialog box and then the alignment

tools on the Developer ribbon. The following steps serve as an example:

1.

2.

. Hold down SHIFT while clicking the second

Click the Developer tab, and in the Custom Forms group, click Design A Form.
Double-click the existing form that will be the foundation of a new form.

Delete any existing fields you do not need. Drag two new fields from the Field Chooser
dialog box to the new form, and purposely make them unaligned and of different sizes.

. Categories: i I b

. Click the field that will remain in its current position, and make sure its left edge is

where you want it. In the Developer tab Tools group, click the Property Sheet icon to
open the Properties dialog box, as shown in Figure 9-5.

. Click the Layout tab, note the four position numbers, and close the dialog box. You

could simply use those coordinates to align and size the fields, but there is an easier
way. Close the Properties dialog box.

| Display | Layout |Value I vialidation

Position {in pixels)
Top: |04 | Lefe:  [104

Height:  [1g | whdth: (g5

Aukomatic Layout
[ resize with Form

. Click the field that will remain in its current position, and make sure its left edge is

where you want it. It is important that the field that will stay constant be selected first.

field. Note that the first field has white selection
handles, while the second field has black
selection handles.
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7. In the Developer tab Arrange group, click the Align drop-down arrow, and click Left. In
the same group, click the Size drop-down arrow, click Make Same Size, and click Both.
Note that the field with the black handles was the one that moved in both instances.

You can use either CTRL or SHIFT to select multiple fields, 8. Repeat steps 5-7 with the two field labels, and then 7 :
. i § ’ Categories: - l E

but there is a difference. When you use CTRL, the first with each of the labels and their fields. The result b =

field selected is the one that will move when you align should be four perfectly sized aligned fields, like this: ™% .- .;”.”.ﬂaig.g.eq e =

them and will have black selection handles after both
) ) ) . . ) USE THE DESIGN TABS
fields are selected; the fixed field will have white selection

handles. If you use SHIFT to select multiple fields, the /ast When you use the Design A Form feature and select a form to use, you'll see
field selected is the one that will move and will have the that beneath the ribbon in the content area, the Form Design window has a
black selection handles. ) number of new tabs, depending on the type of form. For example, the message

form contains eight new tabs in addition to the single Message tab on the
standard form. Of the eight new tabs, five are additional blank pages for the
form. The three other tabs specify additional aspects of the form.

| ra | pa | pa | ;s | P& | @iFieds | (roperiess | actions)

® All Fields allows you to define new fields (by clicking New at the bottom of the
window) and specify the initial or default value of a field.

® Properties allows you to specify the form’s categories, version, form number, icons,
contact, and description.

Toolbox  [=] ® Actions contains the user actions that are implemented for the form, such as reply
Controls ] and forward.
Select objects | ‘-ILT Ae | Text label
Text box |—r-eabl B8 e-1—1 Combo box Use the Control Toolbox
List box |} o:E v © | Check box . .
) : il : The Control toolbox is used to add new fields and labels to a form. The Control
Option button | o [~ @ 1 On/off toggle ) ) )
Group items | o i | Command button toolbox is opened with the Control Toolbox button in the Developer tab Tools
Tab strip | o _'je | Muttiple pages group, and it contains 15 tools, as shown in Figure 9-6. For example, you can
Scroll bar | i e | Spinner use the Control toolbox to create a combo box and a label.
Image | o[:3 ) ) ) .
1. Click the Developer tab, and in the Custom Forms group, click Design A Form.
Double-click an existing form that will be the foundation of a new form.
Figure 9-6: Controls and 2. Delete any existing fields you do not need, and otherwise make room, such as

S

features are added to a new

form from the Control toolbox. moving fields, to add a new label and combo box. In the Developer tab Tools

group, click Control Toolbox. (If the window is not maximized, you will only ITC;U“IE;'(
see the icon in the Tools group.) )
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Create a new
database field

Enter values to be displayed

in the drop-down list,
separated by semicolons

N\

=

Properties

N

| Display | Layout | Walue |Validati0n|

N\

Field and Format of Control

Choose Field ERegion
Type: [Text

Farmat: Frext

List Type: [Dropdown

Property ta use: Yalue

Possible values:

:.Northwest; Mortheast; Southeast;. Ju;:-

Initial Walue
et the initial value of this field to:
Morthwest|

() Calculate this formula automatically

(@) Calculate this Formula when I compose a new

[ ok

H Cancel H

Apply

I

A

Figure 9-7: The Properties dialog box allows
you to set the defaults and values for a field.

Enter the
initial or
default value

10.

. Right-click in the new combo box, and click Properties

. Click the Label (“Text Label” in Figure 9-6) tool. Then, on your form, place the label by

clicking to the left of where you want the combo box to be. (Be sure that the label is not
placed on another field or you won’t be able to type in it.)

. With the label selected, click the label again until the text box border has slanted lines

and the insertion point is available. Then, if there is existing text in the label, drag
across the existing text to select it, and type the label you want.

. In the Control toolbox, click the Combo Box tool, and drag a combo box from the right

edge of the label to make a box about two inches long and a quarter of an inch wide.

-
Properties

from the context menu to open the Properties dialog
box. In the Display tab, type the name you want in the

Walidation

Display | Layout | Yalue

Name text box. e Regerel

. Click the Value tab, and click the New button to | New Column =5
create a new field in the Outlook field list. In the | yape: P
New Column dialog box, type the field name in Tvpe: | Text =
the Name text box, indicate what kind of field it Eormat: | FEgE
is in the Type field, and choose the format you R )
want in the Format drop-down list. I ———

. Click OK to close the New Field dialog box. In

the Properties dialog box, on the Value tab, click in the Possible Values text box, and

type the values that are to be displayed in the drop-down list, separated by semicolons.
. Click the Set The Initial Value Of This Field To check box, click in the text box, and

type the value from the drop-down list that you want to be the default. If you have
numbers in the default value, place quotation marks around the value. When you are
done, your dialog box should look something like that shown in Figure 9-7.

Click OK to close the Properties dialog box. To see how your
new combo box works, in the Developer tab Form group, click
Run This Form. You should see the default value in the combo
box, and if you open the box, you should see the alternatives
that you entered. This is what ours looked like.

Southeast
Southue st

1. Click the Close button to close the sample form that was opened and return to the

12.

Design view. With the new combo box still selected, hold down CTRL and click the
field’s label. In the Developer tab Arrange group, click the Group down arrow, and click
Group to group the label and the combo box together.

Click File, click Save As, locate the folder in which you want to save the form, type a
name for the form, and click Save.
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Change the Tab Order

The tab order of a form is the order in which you go from field to field as you
are filling out the form by pressing TAB. How this works is important, because
the tab order should follow, as much as possible, how users would logically
move through the form if they were to click each field. With the Form Design

window open: %E
1. In a new form’s Developer tab Arrange group, click Tab Order OTa_lh to open the Tab
[ Tab Order O Order dialog box. =
Tab Order 2. In the Tab Order dialog box, the fields in a form are listed in the order in which they will
oitIeLabeI Zidszf;:a?h:s"z?u go through the form. You can change the order by moving fields up
JobTit .
Coomplta?wLabel ﬂ]
gﬁglr?:ﬂfabel 3. Click a field you want to change, and move it by clicking Move Down or Move Up.
one 1 cten _Movelp | 4. Click OK to close the Tab Order dialog box.
;L;IE;:EBUHD" Move Down |
Riegion contents
Use Separate Compose and Read Layouts
: ’ Outlook allows you to have a form for the person who initially fills it out be
different from the form for the person who reads it. When you create a form,
you can choose to have the compose layout—the form the way you fill it out—be
= | R different from the read layout—the form the way it will be read. You can initiate
P— .
BT Reaon, this feature in the Form Design window in the Developer tab Form group on
|f_g Display This Page ] )
Rerame Page.. the Page menu by making sure that Separate Read Layout is selected. When
|V | separate Read Layout this is selected, you will have two options enabled that allow you to switch

|Cj. Edit Compose Page

between the compose layout, and the read layout. (These are also referred to as
(&) Edit Read Page

&7

the compose page or read page.)

The easiest way to see the difference between a compose page and a read page
is by using the standard Outlook e-mail message form. The way you first see

. the form in Design view is as the compose page, as shown in Figure 9-8. In the
Separate read and compose layouts allow you to tailor a

form to a specific audience and to add features that are
important to either the person filling out the form or the
person reading it, but not to both.

Developer tab Form group, click Page and then click Edit Read Page, and you
will see a number of changes, as shown in Figure 9-9.

10
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Figure 9-8: A message form in
compose layout provides special
fields useful to the person creating it.
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Publish a Form

When you are ready for people to start using a form, you need to publish it.

CREATING AND USING A TEMPLATE

A template is a blank message form with custom text

in the body of the message that can be used as a
standard e-mail message. For instance, you might set
up a standard reply to professional inquiries you receive.

Publishing a form puts it into a different state than just saving it. When you
save a form and then reopen and use it, you are using the original and only
copy of the form—it can only be used once. If you publish the form and then

A template uses the same fields as the standard form, open and use it, you are using a copy and not the original—it can be reused
whereas the custom forms we’ve been discussing multiple times. Every time you use a published form, you are using a copy of
change those fields. the form. To publish a form that is open in the Form Design window:
CREATE A TEMPLATE 1. In the new form’s Developer tab Form group, click Publish and then click Publish
Templates are an easy way to send a lot of repetitive Form.
e-mail. If you are sending the same message to three or .
more people, you should probably create a template. ﬁ QJ # £
1. From the Mail window, with the Inbox open, click P“E”Shi:«», N;‘e";'i:;r:m |
New E-mail in the New group to open a new -ﬁ_ﬁmnsh B
message window. Publish Form As...

2. Leave the To and Cc text boxes blank, type the

Subject text, and type the template’s message text. 2. Click the folder you want to use (Personal Forms Library is recommended), type the

name of the form in the Display Name box (it is automatically repeated in the Form

3. Click File, click Save As, and using the Name box, but you can change it), and click Publish, as shown in Figure 9-10.

Navigation pane, navigate to and open your
Templates folder (this often is C:\Users\yourname\ -

; ; Publish Form As [
AppData\Roaming\Microsoft\Templates).

LockIn:  Personal Forms Library Ei Browss. ..

4. Accept the text from your
template’s subject line as the =
e mame, Uieer Save A @u'l .. < Roaming » Microsoft » Templates_:
Type, click Outlook Template File name: Order Confirmation.oft
(*.Oft), and click Save. The new Save as type: ’EDutlouk Template (*.oft)
template will be saved.

3 Save As

5. Click Close to close your message window, and
click No when asked if you want to save the file
(that is, if you want to save it in your Inbox, which Display name: | Advertising Contact
you don’t—you’ve already saved it as a template). Formname: | Advertising Conkact v

Continued . . . Message dass:  IPM.MNaote. Advertising Contack

Figure 9-10: Publishing a form allows it to be used over and over.
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(l_-»,_]| HY G - = Order Confitmation - Message (HThL) | = | = g
CREATING AND USING A TEMPLATE i Message Insert Options Format Text Review Developer ] e \V)
Continued, 0 E '__"- ElE = ?'_4 %Hyperlink B Text Box = AS Drop Cap =
( ) B R & B Ll_j) i A Bookmark | 5] Quick Parts - :EDate & Time n
USE A TEMPLATE : Table | Picture Clip  Shapes .. . Symbols
. =~ i At . G Al wiordirt ~ b Object -
1. In the Home tab New group, click the New ltems Include Tables lllustrations Links Text
down arrow in the toolbar, click More Items, w
and then click Choose Form. The Choose Form =1 Ll
dialog box appears. e o | |
T
2. In the Look In drop-down list, click User : :
Bcc...
Templates In File System. The template you just _ - : — S
created should be displayed. el e Som et on _|
| This canfirms that we have received your order, It will be shipped within 48 hours, Ta verify E?
Choose Form details of your order, click here: Order Mo, 4321, il |
Look In: | iiseF Templates in Fils System T =] TREAR 7
MCK Enterprises - (&) ]
__C:'l,Users'l,Carole'l,AppData'l,Roaming'l,MicrosoFt'l,TempIates'l,*.oFt :
| Order Confirmation
3. Double-click your template name, and it opens Figure 9-11: Custom forms can be handy for such things as order confirmations.
as a new message window, with the subject line o
and body filled in according to the template. All ) o ) )
you need to do is fill in the To information and click 3.If you. are asked if you want to save_ tr.n.a fo.rm defln!tlon v.wth the form, C|IC-k Yes. (Its.
Send, as you can see in Figure 9-11. Of course, very |mportant to save the form definition information with the message if you're going
you can modify or add to the text. to send it to someone who doesn’t have the form.)
4. When you are done, close your Form Design window, clicking Yes when asked if you ~
want to save your changes.
Use a Custom Form
Using a custom form is easy. o
Any of the built-i look f in the Devel ) - . .
. T)yg tte bl;'t IniiiEe orn;s youtsee.m; l? eve opder 1. In one of the Outlook views, such as Mail window, click the New Items down arrow in
al stom Forms group can be customize ou an . .
o . Ui 9 uPt - . '; : :lt); uf the New group. On the menu, click More Items, and then click Choose Forms, and
en saved under a new template name. Select the form . . .
veau ) W .p. the Choose Form dialog box appears. Click the Look In down arrow, click Personal
you want to customize by clicking Choose Form. . . .
Forms Library, and you will see the display name of your custom form.
2. Double-click your form and it will open, ready to be filled in, as you can see in Figure 9-12.
—
(@)
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. . Untitled - Message (HTML) || B )
You can do many things with forms when they are tied to
. Message Insert Options Format Text Rewiews Developer [ 0
one or more of the Outlook views. For example, you can : o T ]
. ) ) - =] E1] Il Attach File v
tie a schedule reminder message to the Calendar or tie a =T B -
i ) ) B | B 7 U g D Attach Tem - e
task list confirmation to Tasks. SEntfccolint Bt 7 | . A ! A 05 | Zoarm
Send Clipboard & Easic Text Include Zoam
- P | T . Region: I | |
iR || | Date; [Fri. 11372012 050 I
Part Mos: l
SELECTING CONTACTS &
You can select contacts to use in a mail merge in four | =
ways: manually, using Outlook’s Mail Merge feature; |
using Outlook’s filters; or using Word’s Mail Merge
feature. The first three are discussed here. The fourth is
discussed in “Prepare a Mail Merge Document in Word”
later in this chapter. S . S B - e
SELECT CONTACTS MANUALLY &
To add contacts to a mail merge folder: . ) i
Figure 9-12: Templates can speed up the handling of a large volume of e-mail.
1. In the Navigation pane, click Contacts in
the Outlook views pane. The contacts will be
dsplajedn he Folder pane. Perform a Mail Merge
2. Right-drag contacts from your main Contacts folder
to your new mail merge folder, and click Copy. Performing a mail merge allows you to merge a form letter with your Outlook
_Or— contacts, thereby sending each contact a unique letter addressed just to him or
. . her. This can be done with all contacts in a folder or just a subset of them. This
Select several contacts, either by holding down
CTRL while clicking the contacts you want or by section discusses sending form letters to a subset of your contacts, although the
holding down SHIFT while clicking the first and steps for sending form letters to all of your contacts are much the same—and
last members of a contiguous range of contacts. simpler.

These can then be dragged to the new folder or

used directly in Outlook’s Mail Merge feature. There are three steps to performing a mail merge using the Contacts list in

USE OUTLOOK’S MAIL MERGE FEATURE Outlook with a Microsoft Word document. First, within Outlook, you prepare

R S K a0 A Cl the contacts you wish to use in the mail merge, and then you export them in a

the mail merge in “real time” You have the contacts and form that Word can use with its Mail Merge feature. Second, in Word, you create
the letter or document you are going to send them, and the document that will be used to perform the mail merge. Finally, you perform
Continued . . . the mail merge itself in Word.
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~ . _ Prepare Contacts Create New Folder [
If your contacts are in more than one folder, you either i N
. . Marnc:
need to perform multiple mail merges (one with each If you are only going to perform a mail ey
of the folders designated as the data source), or you merge on some of your contacts, it is a Folder contains:
must create one folder to combine the contacts, either good idea to first create a new folder to [Contact Items -]
i i . . . Select where to place the folder:
by merging the folders or by creating a new folder and hold the contacts you wish to include in f - ::tlook e i .
copying the contacts to it. . . " 3 Inbox P w
4 the mail merge. Then, in Word, you select =
L.{Zl Dhalls [G] -
that folder as your data source. To create I ent tems £
. & Deleted Items (3}
anew folder and export it: £ Calendar
- H_ F.‘_.o_lj_vt_act_s_
1. In the Navigation pane, click Contacts in (8 sales Letter
he Outlook views pane Lﬁ-ﬂl fmmsllpmjmmnmm i ‘ =
SELECTING CONTACTS (Continued) the pane.
2. Right-click the Contacts folder, and choose I
you are ready to move right into the actual merge. In this - hig ’ ) )
approach, you link your contacts (either in the Contacts lt;lew Folder. The Create New Folder dialog Figure 9-13: Creating a special folder for
folder or your own folder of selected contacts) to a OXx appears. a mail merge allows you to easily send o
previously prepared Word document containing the mail 3. Type the name for the new folder, and mail to the same people in the future.
merge text. make sure that Contact Items is selected under Folder Contains and that Contacts is
1. In the Navigation pane, click Contacts in Outlook highlighted under Select Where To Place The Folder, as shown in Figure 9-13.
views so that the contacts are displayed in the 4. Click OK. Your new folder appears below the Contacts folders  * "‘;"C"t?‘f‘; i
= Lontac
Folders pane. at the top of the Folder List. e ()
2. In the Home tab Actions group, click Mail Merge. e ——
Ell Ierge Lontacts
The Mail Merge Contacts dialog box appears, as
Fields
shown in Figure 9-14. co__ntam S :
@) all contact fields
3. Either click All Contacts In Current View, which ) Only selected contacts ) Contact fields in current view ~
can be filtered (see “Use Outlook Fi|tering”) or To filker contacts or ko change the columns in the current view, on the Yiew tab, point to Current Yiew,
and then choose a command.
click Only Selected Contacts when contacts Document file
have been manually selected (see “Select 8 vt donmrent
(") Existing document: e
Contacts Manually”). S B
Contact data file (0]
4. Click either New Document or EXiSting To save this contact data For Future use or reference, specify a file name.
Document, which you can then identify. [Cleermanent fie: [ Bromse...
5. Click Permanent File and browse to or type the Mzr::umm:w_ e
file name you wish to use. This will be the file for [ Form Letters = (e Document [=]
saving the selected contacts. [ ] |
oK Cancel
Continued . . .
Figure 9-14: Outlook will help you set up your contacts for a mail merge
and then will open Word to access the document and do the merge.
—
(@)
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SELECTING CONTACTS (continued)

6. Select the merge options, such as form letters,
labels, or envelopes to a new document, printer,
or e-mail that are correct for you, and then click
OK.

Outlook will prepare your contact data, open Microsoft
Word, and create a new mail merge document linked to
your contact data and ready for you to type the message
contents. See “Prepare a Mail Merge Document in Word.”

USE OUTLOOK FILTERING
Outlook’s filtering capability allows you to select the
contacts you want to use in a mail merge. The filtered
contacts are placed in a file within a new folder you
create specifically for the mail merge.

1. With the Contacts list still open, click the View tab,
and in the current group, click View Settings.

2. Click Filter in the Advanced View Settings dialog
box. In the Filter dialog box, type the criteria to
select only the contacts you want, and then click
OK twice. The list of filtered contacts will appear in
the Contacts pane.

3. Click a name in the Contacts list and press
CTRL+A for Select All. Right-drag the contacts
to the new folder you created, and click Copy in
the context menu to keep the contacts also in the
Contacts folder.

4. Click your new folder in the Folder List to see the
selected contacts, as shown in Figure 9-15. This
folder can now be used to merge contacts into a
Word document.

Prepare a Mail Merge Document in Word

You can approach a mail merge from Outlook and then use Microsoft Word
just to produce a document, or you can start from Word and just use Outlook
to supply the contacts. Since this book is on Outlook, we will use the first
approach and assume you have used Outlook’s Mail Merge feature (see the
“Selecting Contacts” QuickSteps) to prepare your contacts and then opened
Word to create a new mail merge document. You should, therefore, have Word
open on your screen to type the document and place field names where you
want the Outlook contact information.

1. Type the body of a new letter, or paste an existing one that you will be sending to your
selected contacts. Leave blank the areas that will contain the recipient’s name and address.

2. When the body of the letter is the way you want it, return to the top of the page. In the
Mailings tab Write & Insert Fields group, click Address Block. The Insert Address
Block dialog box appears.

3. Review the default settings. In most cases, they work well. Click Match Fields. Make
sure the field on the right matches the required information on the left. Click OK twice
when ready.

4. Under the address block that just appeared, leave a blank line or two. Then, in the
Mailings tab Write & Insert Fields group, click Greeting Line. The Insert Greeting Line
dialog box appears. Select the options that are correct for you, and click OK.

Insert Greeting Line m

Greeting line format:

Dear E | Mr, Randall |Z| f E[

Greeting line for invalid recipient names:

|Dear Sir or Madam,
Preview

Here is a preview from your recipient list:

K | b I

Dear lennifer Sebo, ‘

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to

identify the correct address elements From your mailing list.
Match Fields. ..

[ OK, ] ’ Cancel ]
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} Find a Contact = |5 Zales Letker - Outlaak - Micrasoft Outlook |D_||E||g
Home Send J Receive Folder Wi e Developer ] e N
=0 == BF-. [a@5] ] & - 1] S i 2
,3% @ H_@ x Tji] __%. iy %ﬂ ._3 & [;—N 2 Forward Contact Om Categarize Find a Contact
= L 4 L . 32] Share Contacts W Follow Up =[G Address Book
Mewy  Mew Contact  Mew Delete | E-mail Meeting More Business T, Move  Mail  Oneblote . oo
Contact  Group Ttems = - - hierge ;%;J Cpen Shared Contacts | 5) Private
Mew Crelete Comrmunicate Current Yiew Actions Shate Tags Find
M;f_Contacts |Search Sales Letter [Ctri+E) P 5t 4 February 2010 »
e s [ . o _ s SuMa Tuwe Th Fr Sa
i Suggested Contacts | Boggs, Michael | | |ecrawtord, Enen | [korbel, Ann [ Par, 31 1 2 3[4 5 6
G- Sales Letter | Full Mame: Mic... Full Mame: Elle... Full Mame: Anr,., Full | ab 7 & 9 10 11 12 13
Home: [555. Jab Title: Pres.. Haome: [367.., | Job o 14 15 16 17 18 19 20
| E-mail: mic... Company: Cra.. E-mail: ako... Cor i e B i i i L oo T i
- - Eusiness: Crawf ~ R Bus | £F 28 1 2 3 4 &5 D
| Boscoe, Jeremy PO 55 Lycendee, Gerard Har gh 78 910
Full Mame: lere.., ) san... Full Mame: GEr., | E-m ) Toida
Business: 123 s5c Business: [505... Home: [356... I —
g, sl e E-mail: S e [seb i 4 Start search for a new edito v =%
Business: [555... ; | Full Budaet C ittee Meeti
E-mnail: jbos... | ':al':eN'- Ron . Matthews, Carole Bus | Mmn B:EUgAeM _oglgrDmAh:e Ty
e B Wl Name; =1t Full Mame: Car. e
s ; Carole Business: 123 La E-mail: cma. Bus el (8]
[-—] Mail Full Name: P Free.. Em qr Presentation to Manage ment
ﬁ Business: 2468 £ | E-mail: rha... | MATTHEWS, Marty - . 2100 FM - 2:30 PM o
i ialonuax Free.. Bn e ? Full Mame: rar.., | $he o
= 1 E-mail: chm... | Johnson, Dan Department: FIN Full Uy 1 more appoi
| i - 5 ppointment
= | hull lame: Do, Business: gaa7 L b |,
= Business: 03577 Seat.. e
Iﬁ hE ) Lssa.. Business: (555... pus | 3 IS = o))
: | E-mail; djo. Home: (555... Em . Arrange By! Flag: Due Date| <= &
i I i —_— i 5
Sl E-mail: LN 2 Type a new task
_‘J HibiE> | 1 1 | - 4 ¥ NoDate
- 4 i » ) Meeting tomorrow h, o
Items: 14 | S Remindersi5 | |[ﬁ| g0 e (=0 {+) ~
.
Figure 9-15: Use one of several options within Outlook to select contacts for use in a mail merge.
5. In the Mailings tab Start Mail Merge group, click Edit Recipient List. Here you can ®
make a final selection of your recipients, as shown in Figure 9-16. Use the check
boxes on the left to select individuals; click a column heading to sort the list on that
column; click the down arrow in a column heading to select a particular entry in the
column, including “blanks” and “nonblanks”; click the data source in the lower-left area;
and then click Edit to change an individual record. When you have the recipients the
way you want them, click OK.
-t
o
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[ Mol M et |2 e 6. In the Mailings tab Preview Results group, click Preview
Results to display your contacts merged with the letter (if

This is the list of recipients that will be used in your merge. Use the options below ko add to or change your list. Use the

checkboxes to add of remove recipients from the merge. When wour list is ready, click Ok, your Word window is narrow and there is a down arrow under
itk [Ei]hare fFetiame o o] ooy 5= Preview Results, you'll need to click Preview Results a
" v 1 i . . .

Couss\Camleny | F taiion bavid S e, 103 second time in the drop-down options). Use the arrows at the
ChUsersiCarolel.. [V Sparkle lulie Elegant Catering X

CalseriCarolen., [P Haker Ran Langersan Realty w3 s top of the Preview Results group to cycle through your letters.

I lennifer | |Sebo's Photograthy §543 An example is shown in Figure 9-17.
CiUsers\Caroleb.. ¥ Matthews Carole Matthews Technology
KW 4 4 (|

e o 7. When the document is as you want it, click Save on the

< [[m [

Data Source Refine recipient list Quick Access toolbar.

‘%l Sork...

] Fiter... Perform a Mail Merge
#51 Find duplicates. .. . .
P When you perform a mail merge, you can print letters,

Yalidats addresses,.. mailing labels, or envelopes, or you can send e-mail

Edit... ]’ Refresh ]

messages to Outlook contacts. Once you have the document
and contacts the way you want them, run tests—first of the

#|

b

data and then of the merge—to see if any fields are missing
Figure 9-16: Word provides a means of filtering, sorting, and selecting contacts in the

Mail Merge Recipients dialog box. in the data and if the merge is picking up the right fields.

When you are satisfied with the results, print the actual
letters, labels, or envelopes, or send the e-mail.

'Checkl-ng e Tesets Errors |2 -] 1. In Word’s Mailings tab Preview Results group, click Auto Check For Errors to see if
there are any needed fields missing. In the Checking And Reporting Errors dialog box,
shsaau R click Simulate The Merge And Report Errors In A New Document, and click OK.
(7) Complete the merge, pausing to report each You will receive either a message of errors in the data or a message that there are
errar as it occurs. no errors.

(") Complete the merge without pausing,

Repart errars in a new document, 2. When you have fixed any errors, in the Mailings tab
[ o ] [ e Finish group, click Finish & Merge, click Edit Individual .
I J Documents, accept the default selection (ALL) to el
Finish &| Merge to
merge all records, and click OK. A new document will [Merge || Adobe POF |

be created containing all of the letters you want created. - &1 Editindiidual Documents. |
Use the scroll bar in the Word window to scroll down 45| Brink Dosument.,

. 2y Send E-mail Messages..,
and look at the succession of letters you have created. = 2
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r| H9-0 @ 3= Documentll - Microsoft Ward | = | =) g |
nHome Insert Page Layout References Mailings Rewiew Wiew Developer & e N
= = & - = i S
S Eiiveinaes = e |5 address Block [ H 4 4 [ = I_i_
'g' Lg Greeting Line ind Recipient e
2 Labels Start Mail Select Edit Highlight . Finish & = Merge to
Merge = Recipients * Recipient List | Merge Fields i Insert Merge Field = 2] Its Auto Check for Errors | perge » | Adobe PDF
Create Start Mail Merge Wirite 8 Insert Fields Prewiew: Results Finish Acrobat
i) w
-
JenniferSebo
Sebo'sFlowers L
6543 22nd 5
Everett, WA 98555 -
Dear lennifer Seban,
You are invited tothe preview of ournew product ling, the Series 2500, YWe are eagerto unveil the
culmination of our years of advanced design andtechnology, breathtakinginits scope.
(&)
The event, by invitation only, will be held on&pril 5, 2012, There will be a presentation of the products
followed by an opportunity to testthem. Snacks and beverages will be served,
wWe look forwardto your joining us.
- m
MCM Enterprises | =
o
| +
4 il | »
Page:1of1 | wards: 87 | <5 | 3 | |[Eegz= wx-— 0 ()
~
Figure 9-17: A well-done mail merge letter is impossible to tell from an individually typed letter.
3. When you are ready to print your merged letters, click File and then click Print. You'll see
a letter in the Preview pane. In the Print view, you can click the Next Page and Previous ®
Page arrows at the bottom of the Preview pane. When you're ready, click Print.
—Or-—
In place of creating the individual merged documents in step 2, in the Mailings tab
Finish group, click Finish & Merge and then click Print Documents, or click Send
E-mail Messages.
4. If you wish, save your new merged document, and once more save the original mail
merge document.
-t
(@)
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Print Labels

Al
Printing labels is done the same way as the mail merge. First, you prepare your
data file in Outlook (which you've already done while preparing for the mail
merge). Then switch to Word, create a blank document, and perform a mail merge.
™ 1. If you haven't already prepared a contacts file for the mail merge, follow the steps

described in “Prepare Contacts” and in the “Selecting Contacts” QuickSteps earlier in
this chapter to get a data file for the names and addresses.

2. In Word, open a new, blank document. Then, in the Mailings tab Start Mail Merge
group, click the Start Mail Merge down arrow, and click Labels. The Label Options
< dialog box appears.

I = o
Label Options m

Prinker information

() Continuous-feed printers

0 @ Page printers Tray: fPeFauIt tray { Automatically Select) El
Label information
Label vendars: .Fwery U5 Letter B
Find updates on Office Cnline
Product number: Label information
© 5146 Print or Write Mame Badge Labels - Type: Easy Peel Address Labels
5147 Prink or Write Name Badge Labels Height: "
O wan v
Page size: &.5" % 11"
N~ [ Details. .. ] [ ew Label... ] Delete E OF ] [ Cancel
3. Select the label vendor and product number you want to use (Avery 5160 or its
equivalent is a common 30-per-sheet address label), and click OK. The label outlines
will appear as divisions in the rulers and, if paragraph marks are displayed, on the
c Word document page.
4. In the Mailings tab Start Mail Merge group, click Select Recipients and click Select From
Outlook Contacts. Double-click the Contacts folder you want to use, make any needed
selections or changes in the Mail Merge Recipients dialog box (shown earlier in Figure 9-16),
and click OK. Your Word page will be filled with label fields, mostly <<Next Record>>.
5. Click in the upper-left corner label (the first label on the sheet—the insertion point
may already be there). Then, in the Mailings tab Write & Insert Fields group, click
o
-
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Address Block. Make any needed changes to the address block, check for any
unmatched fields, and click OK.

6. In the Mailings tab Write & Insert Fields group, click the Update Labels icon
2] Update Labels . The address block will be added to all labels.

7. In the Mailings tab Preview Results group, click Preview Results (if your Word window
is narrow and there is a down arrow under Preview Results, you’ll need to click
Preview Results a second time in the drop-down options), and you will see the labels
populated with your contact list, as you can see in Figure 9-18.

WHEH9-O&Q |-

Documentd - Microsoft Word

“Home Insert Page Layout References Mailings Rewiew Wiew Developer Design Layout & e
= = 5 Address Block - 1 = (=
|=1 Erwelapes Il =5".' = 8 2 H 4 bW B2 iy
: ; |3 Greeting Line & 9 Find Recipient d
2 Labels Start Mail Select Edit Highlight . Preview| Finish & = Merge to
Merge * Recipients = Recipient List | Merge Fields nsert herge Field ~ (4] Bgyﬂs_l 2 suta check for Errors Merge v | Adobe PDF
Create Start Mail Merge Wirite 8 Insert Fields Preview: Results Finish Acrobat
i)
-
R

Marty Matthews
Matthews Technology
6437 Lenden

Seattle, WA 95124

Michael Boggs
Boggs SignShop
500 First Street
Raton, Mk 87555

Carole Matthews
Matthews Technology
6437 Lenden

Seattle, Wa 98124

lennifer Sebo
Sebo'sFlowers
6543 22nd
Everett, WA 98555

Ron Haker
Tradestone Builders
123 Land Ave
Freeland, Y& 93555

Julie Sparkle

Elegant Catering
8548 Stone 'Way
White Flag, YWa 37250

DavidJohnson
Johnson Manufacturing
0987 Torrance

leremy Boscoe
BoscoePress
123 some Street

Susan Sheridan
Sheridan Metwork
9500 Rainierfye

lssaguah, WA 95222 Issaguah, Wa Seattle, ¥4 933555
Dan Parsans Ellen Crawford AnnKorbel
-

Horme Building, Inc. Crawford Mfg Ahle Printing =

PO Box 4567 Crawford Manufacturing, Inc 80234 MNE121% Street 5

Tostal, C& 87358 PO 5353 Kirkland, ¥&98533 =
< : ' = | >
Pagei1of1 | wiordsi136 | <5 | B | IEEEEE e 5] )

Figure 9-18: Word has a series of Mail Merge pages that can lead you through all types of mail merges, including

letters, labels, and envelopes.
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8. Scroll through the preview document. After making sure your blank labels are
correctly loaded in your printer, in the Mailings tab Finish group, click Finish &
Merge and then click Print Documents. If you want to save your merged labels
document for later use, click Save in the Quick Access toolbar, enter a name, select
a folder, and click Save.

Print Envelopes

You may want to print names and addresses directly onto envelopes. As with
the mail merge and printing labels, printing envelopes first requires that you
create a contacts data file. This is described earlier in “Prepare Contacts” and
in the “Selecting Contacts” QuickSteps. After that, you can create a mail merge
envelope document in Word.

b S 1. In Word, open a new, blank document. In the Mailings tab Start Mail Merge group, click
Printing Ciptions the Start Mail Merge down arrow, and click Envelopes. The Envelope Options dialog
Envelope size: box will appear.

:s_i_z_e 0 4 18% 9 12 i E 2
Delivery address i
Fromlets oo ] displayed.
From top: |Auta 3. In the Mailings tab Start Mail Merge group, click Select Recipients and click Select
Return address ' ' From Outlook Contacts. Double-click the Contacts folder you want to use, make any
From left: |ato needed selections or changes in the Mail Merge Recipients dialog box (shown earlier
From top: |Adte in Figure 9-16), and click OK.

. Make any needed changes, and click OK. An envelope-shaped document will be

[l | ||4]n |

Peviey 4. With the insertion point in the addressee area in the middle of the envelope, click
Address Block in the Mailings tab Write & Insert Fields group. Make any needed

changes to the address block, check for any unmatched fields, and click OK.
5

. Click in the upper-left corner of the envelope displayed in Word, and type the return
address if the envelopes aren’t preprinted.

[ o | [ Cancel 6. In the Mailings tab Preview Results group, click Preview Results (if your Word window
L 4 is narrow and there is a down arrow under Preview Results, you'll need to click
Preview Results a second time in the drop-down options), and you will see your first
address appear on the envelope, as shown in Figure 9-19.
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Figure 9-19: Generating mail merge envelopes is almost the same as creating labels.

7. After making sure your envelopes are loaded correctly in your printer, in the Mailings
tab Finish group, click Finish & Merge and then click Print Documents. If you want
to save the merged envelope document for later use, click Save in the Quick Access
toolbar, type a name, select a folder, and click Save.
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Set Up Instant Messaging

Respond to an Instant Message
and Chat

Locate and Subscribe to
RSS Feeds

Read and Work with
RSS Articles

Organizing RSS Articles

Transfer RSS Feeds

Cancel an RSS Feed

Use the Office Clipboard

Using Microsoft Word Features

Create Electronic Business
Cards

Chapter 10
Using Outlook

in Other Ways

Being a part of Microsoft Office and the Microsoft family
brings a number of features and capabilities to Outlook that
extend what it can do and how it functions. In this chapter
you'll see some of those features and capabilities, including
using Outlook with instant messaging and with a potpourri

of extensions. These supplementary applications, such as
Office Clipboard and business cards, help integrate Outlook
with fellow members of the Office suite or, in the case of using
Outlook as a Web browser, with the Windows product line.

Use Instant Messaging with Outlook

If you're addicted to instant messaging, you’'ll be glad to know that Outlook can
launch you right into a conversation. If you've never used instant messaging,
now’s the time to try it, because Outlook 2010 has instant messaging built into it.
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. Q-‘S You just might get hooked on this quick and easy tool for making plans, solving

Instant messaging and IM are general terms for real-time
communication over the Internet that may include using
audio, video, telephones, and text messaging, as well as
the typing of text. In the Microsoft family of products, IM is
accomplished with Windows Live Messenger, which can

be downloaded from most Windows Vista or Windows 7 Set Up Instant Messaging

editions.

problems, or catching up. You can do it with one person or with several at a
time. If you have a Microsoft Passport or MSN Hotmail account, you're ready to
go. If not, get one and come back when you're ready.

y Get some IM-savvy friends to send you the e-mail addresses they use for in IM.

If an address is different from the person’s regular e-mail address, enter it

I8 Windows Live blesgroes a2 the IM Address field in your Contacts list. Send yours to your friends, too, of

. = — " - course. Once you have done that, you can proceed to enter the world of IM-ing.

FIND WINDOWS LIVE MESSENGER
Windows Vista and Windows 7 install Windows Live Messenger by default. In

o -
this case, it automatically will be displayed when you turn on your computer.
Sign in In this book we assume Windows Live Messenger is already on your computer.
Sign in with your Windows Live ID. Don't have However, if it doesn’t appear when you first turn on your computer, you can
e easily find and activate it.
[ramples35@ hotmatcam E 1. If you have previously installed Windows Live Messenger and it didn’t automatically
it AL il Eliminates start when you started Windows, click Start, click All Programs, scroll down and click
need to type Windows Live, and click Windows Live Messenger. The Windows Live Messenger
e-mail address

Signin as: @ Awvailable - 1
/ window will open, as shown in Figure 10-1.
Remember me

| Remember np password® | Eliminates need 2. Assuming you have already signed up for a Windows Live or Hotmail ID, enter your
| to type password _
] Sign me in automatically\ e-mail address (lD) and password.
Fordtyout parinnd? N Signs in the 3. Indicate whether you want your computer to remember your ID and password and
default account . . . .
automatically whether you should be signed in automatically to this account.

4. Click Sign In to complete the action.

5. A Welcome To Windows Live Messenger message appears, informing you about
connecting with others, as seen in Figure 10-2. Click Do It Now on the Thanks
For Choosing Windows Live Messenger window, or click Add A Contact from the
Welcome To Windows Live Messenger dialog box beneath to immediately add

Eiliac e statein skt Qi ocnonlibatets contacts from Facebook, MySpace, or your e-mail Address Book; or click Close to do

it later.

Figure 10-1: Other persons using the
same computer can use their Passport
accounts to sign on to instant messaging.
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N
Search contacts orthe . & BER -
G5 Welcome to Messenger w
YWou don't have anyone inyour contact listyet.
Add 3 contact or add people you know fr
other instant rmessaging services and socid 22 Wealcome to Windows Live Massenger =
networking websites,
Thanks for choosing ;
LS T A T - ‘2 =y ¥ R
Windows Live” Messenger = - P N
Welcome! & Windows Live Messenger | el |
Let's get you connected with all of P
. [Availabie) *
your friends! e g o
It's as easy as 1-2-3: Bodssa *
-~ Create a group...
o Select the "Add a Contact” (S8 button Create 3 catagary...
What's new Mo new activities frorm your within Messenger o panel | o
1 R0 | Add peoplefrom cther services...
9 ﬁ - @ “ i © Add people from other services fike [ |2
N D ¥ o Facebook. MySpace and Linked In. Fimshaily [
I;’““day',,':f: & 'I"DI';H Il @ rollow the simple instructions as
e recap crican Idalfl e o i e [
"Mrdern Eammily," " bR described or dick here to do it right now
i & - - MINvide
- N
| print | Do it now! [

Figure 10-2: Windows Live Messenger offers access to Web sites such as Facebook [0}
and MySpace, video, audio, games, telephone service, and text messaging.
If you want to create a new ID but seem stuck with the ACTIVATE INSTANT MESSAGING IN OUTLOOK
one you have set up sometime in the distant past, click . . c1 e . .
you P i P You can also access instant messaging from within Outlook without affecting
the ID field down arrow, and select Sign Out From . . . .
your ability to do so from Windows Live Messenger. Using IM from Outlook ©

Here. Then in the Sign In window, click Sign In With A
Different Windows Live ID. Then type your desired allows you to easily access Outlook’s features at the same time. Start by

e-mail address and password to add a new IM identity. activating IM in Outlook.

1. Click File, click Options, and click Contacts. A
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2. Under Online Status And Photographs, click the Display Online Status Next To

A Smart Tag is a small button that appears in Microsoft Name check box, if it is not already selected, and click OK.
Office products to allow you to perform some function

related to a piece of information next to the button. In this Onliestatiis andphotonraphs

case, when you point to a person’s name in an e-mail »  [7] Display online status next to name

field, agreen Windows Messaging button will appear if E Show user photographs when available [requires restarting Cutlook]

that person has been entered as an IM contact and is
available. The button will be red if the contact is busy; it This allows you to see who is online at the moment through a Smart Tag
will be clear (or it may look yellow) if the contact is away.

(a colored square) next to an e-mail sender’s name in the Reading pane. This tells
Clicking the button opens a menu of various options,

- R you that you can then use the Outlook messaging feature to send a message.
including replying with an instant message.

CREATE A NEW IM CONTACT

v 1. Click Add A Contact on the right of the text box in the Windows Live Messenger
window. Click Add A Contact from the menu. The Enter The Person’s Information
dialog box appears, as you can see in Figure 10-3.

# barty Matthews

-
22 Windows Live Messenger ﬁ r | Add a contact or group
Enter the person's information @ 2. Type the contact’s instant messaging address (usually the same as his or her
Enter an instant messaging address, mobile device number, or both, When you add e-mail address, but not always), a mobile phone number for text messaging,
someone to Messenger, they also become part of your network on Windows Live, and a category. Click Next.
Instant messaging address: 3. In the next dialog box, you can type your message or invitation to your
someone@e-mail address contact (this is optional) and ask them to add you to their Windows Live
Example: example®@live corm or example@yahoocom Messenger Contacts list
Pobile device number (for sending Ihs as tesd messagesh 4_ Click Send Invitation.
|United States (1) v
. RESPOND TO AN OUTLOOK INVITATION
1
You may receive an invitation via e-mail to communicate by IM. Adding a
’Add to a category (select one) '] new contact is easy.

1. Click the e-mail invitation in the Message pane to select it.

2. In the Home tab Respond group, click the IM down arrow, and click Reply
With IM.

[ Text ] [ LCancel

S p EEMe] R ToM

Figure 10-3: Your IM contacts have to be added manually, (8 Replywith M %
since there is not a way to transfer them from Outlook. )
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3. In the IM dialog box, click Add To Contact List. The contact will be automatically

Whether or not you send a personal invitation, the added to your IM list of contacts. N

contact will get a notice asking if they want to allow you
to see when they are online and to contact them. The
e-mail message simply adds another request in case
their IM program is not turned on.

marty @hotmail.com (offine)

A martyt @hatmail.com is not in your w
contact list, &dd to contact list
As you create IM contacts, they will be automatically Respond to an Instant Message and Chat
notified that you have done so and will see an option to D
add you to their list of contacts. You can respond to an e-mail with an instant message, if the person is online.
. , Once they get your message, the two of you can carry on a real-time chat. See if
| CB Matthews wants to connect with you . . T . . .
-\} ‘ the person is online by pointing to his or her name in any of these locations:
Appear on 2ach other's profiles
[accept | [zanore | ® New message window 13
Don't worry. we won't tell if you ignore them ® Reading pane return address
»y
® Opened message
r&‘ Marty <marty  @hotmail.com> E=E 1. Point to a Smart Tag for someone who is online, and a
menu opens. [e))
Click for more S Marty Matthews HoX
Mar’[y (Soailable) H menu options I Lo | awsilable
L ‘_"nl FIMAMCE &MD LEGAL
i= & v
Carole On Hotmail says: - ] harty r\-"'l|attthem:i an instanlt message to! malr:ty ~N
= Hi Marty, What tirme are we meeting with [
Paul tomorrow? _ ‘ I conversation 2. Click Send An Instant Message To. An IM window will
My ME | reflected here open
= We're meeting at 3 PM. .
Carole On Hotmail says: : . .
_ ~ Great. Incidentally, 1 just received word Someone is 3. Start typing a greeting or. me.ssage in the lower pantle.. -
= that the place has been moved to Jakes's = || responding When you press ENTER, it will be sent. You can see it in
offices Cantyoustelll ariet? i to your IM the upper pane along with any replies that come back
S Mlarty is weriting.., . .
Type your text here from your contact, as seen in Figure 10-4. You can tell
| I o— | and press ENTER . . .
that someone is responding to you by the icon above
T % g A =3 r
D- B-& P B LA the text box.
= .\‘\I Tools for emoticons, ©
Send Yalentines Day Flowers from ProFlowers text editing, and more 4. You can change fonts for your text, add emoticons, and
- more by clicking the icons at the bottom of the window.
Figure 10-4: You can initiate a real-time conversation with e .
another person online. 5. When you're finished, click Close.
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Q;;‘ MAKE IT A PARTY

You can decide how your name appears to other people—
you may not want your real e-mail address showing in
your IM window. In the Windows Live Messenger window,
click the down arrow to the right of your ID, click Options, other person, and then:
and in the Options dialog box, enter your choice for a
name in the top text box. Click OK to close.

Several people can talk at a time when you are using IM, provided that you
have already set them up as IM contacts. Get a conversation going with one

1. Click Invite in the toolbar to add another person to the conversation (if you haven't
set up another person as an IM contact, the Invite menu option will not appear on the
toolbar). The dialog box lets you see which of your IM contacts are currently online.

Invite someone to this conversation

M 2. Select the person and click OK.

3. Continue conversing as before.

By default, Windows Live Messenger does not display its
menus. You can display them temporarily or permanently STATE YOUR AVAILABILITY
by clicking the Show Menu icon on the far right of the 1. Click the down arrow to the left of your display name, and select a status.
Contact Search text box. The menu will be displayed. )
Select the Show The Menu Bar check box. The menu E_GB' (feilabley -] _1[
bar will appear at the top of the Windows Live Messenger g g\"a”ab'e
window. s
= a8 A i
.‘_‘-'#v g = I ppear offline
Sigh out frorm here (CONSTAMT)
File »
Toniatis v Change display picture..,
. Change scene..
sstons g Change display name..,
Tools 3
Options.
Help 3
and share
v | Showthe menu bar N

Implement RSS Feeds

RSS, or Really Simple Syndication, allows you to receive and store in one place
information from a number of sources on an on-going basis. The information
can be from any source on the Web that has implemented RSS and to which
you have subscribed, often for free, but sometimes at a cost. Normally, the
information is from sites that frequently update their content, such as news
organizations like CNN, MSN, and CNET, or active blogs (personal Web logs
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~ or online journals) from both individuals and companies. The information
With RSS feeds, the RSS publisher has no way of

contacting you, since you do not have to give them your
name, e-mail address, or other information, unless you
pay for the service.

frequently consists of short summary text headings in the form of a link that N
you can click to download and read the full article; but increasingly, the RSS
feed includes larger blocks of text, pictures, and even multimedia content,

which are called podcasts.

The primary reason for RSS feeds is that they allow you to collect information
from a number of sources without having to visit many different sites. You
subscribe to the feed, and it is automatically downloaded for you by the
program handling the RSS feed. You might do this because of a particular
interest you have, or a desire to stay informed, or because it supports your
work.

You can receive RSS feeds from many sources using a number of different
programs, including Internet Explorer, the Windows Sidebar in Windows Vista, o
and the Windows Gadgets in Windows 7. Outlook allows you to subscribe,

!—M receive, read, organize, store, and delete RSS content. The process is similar to
! how e-mail is handled.

You can share RSS feeds and content with others by
sending or receiving the RSS Internet address, or URL,
in an e-mail message and by exporting and transferring ® Qutlook creates a folder for that feed under the RSS Feeds folder in the Navigation

® | ocate and subscribe to an RSS feed. (@))

RSS content using .opml files. pane.

® Outlook periodically goes out to the RSS publisher’s server and downloads any new or
updated articles. ~

® On your own schedule, you can open the folder, read the new content, move it to new
folders, or delete it. You can also forward it to someone else and flag it.

Locate and Subscribe to RSS Feeds o)

You can locate RSS feeds by having the Internet address, or URL, sent to you

in an e-mail message, see it in an article or publication, or find an RSS link in a

Web site. Also, you can do searches on Google or MSN, or look at lists of RSS

teeds by clicking the RSS Feeds folder in Outlook or at www.search4rss.com ©
and www.syndic8.com. On Web pages, RSS feeds usually are identified with

suescriee ()

an icon.
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it @] SUBSCRIBE TO AN RSS FEED FROM A WEB SITE

Internet Explorer 8 and Outlook 2010 work together to capture and
@ Use the choices below ta configure options for this RSS Feed, . .
; use RSS feeds. The feeds can be added in either program and, once

General - captured, can be accessed in either program.

Feed Mame: M= Money Latest Articles
i 1. In Internet Explorer, open the Web site in which you want to capture an
Channel Mame:  MSM Money Latest Articles

Locakion: htkp:ffarticles. moneycentral. msn. comFeeds/R55)latestrss, aspix RSS feed.
Descripkion: Investing & Personal Finance Articles by M3N Experts 2_ When you see an RSS feed icon Ii_‘.i or .m , C|iCk the iCOI"I. A page
Deliveryl ocation displaying examples of what that RSS feed offers will be displayed and
Items from this RS3S Feed will be delivered to the Following location: . . . 0 .
i lbDk RESIEes SN Pibhey Larest Tar e pos§|bly offer a m(.anu of subs.crlpnon options. One opt|c'>r.1 that works
(C:\UsersiCarole\DocumentsiOutiook FilesiOutiook. pst) particularly well with Outlook is NewsGator Outlook Edition.

Download
e 3. Click Subscribe or follow whatever directions are given for access to the

RSS feed. The RSS feed will appear in an RSS folder. If you don’t see an
option to easily transfer your feed into Outlook, copy the URL of the page
and paste it into the Outlook RSS folder, as described in “Use an RSS
Feed in an E-mail.”

[ automatically download enclosures For this F55 Feed
|| pownload the Full article as an html atkachment
Update Limit —

[#] Use the publisher update recommendation. SendfReceive groups do nat update mare frequently
than the recommended limit to prevent vour B33 Feed from being suspended by the content

provider,
Current provider fmit: - Mot published. 4. If you copy and paste the URL, a dialog box will ask if you want to add
this to Outlook. Before you continue, click Advanced to set certain
Lok [ concel | options, as shown in Figure 10-5.
Figure 10-5: When you add an RSS feed to Outlook, you can Microsaft Outlook ==

determine how you want feeds handled. _
@ Add this RSS Feed to Outlook?

‘fou should only add subscriptions from sources wou know and trust,
http: ffhttp: ffeeds Feedburner . com/zdnet (Batt
To configure this R5S Feed, click Advanced.

)

" &

To view your RSS feeds in Internet Explorer, click 5. Consider changing the folder to automatically downloading enclosures, downloading
Favorites (the star icon) on the far left of the tab bar. the full article, and using the publisher’s recommended update frequency; and make
Three tabs are displayed below it. Click the middle one, the needed changes. Under most circumstances, the default settings shown in Figure
Feeds. You can then click the feed you want to view. 10-5 are recommended.

Favoritesl Feeds |Histor}f|
| Feeds for United Kingdom

6. When you are ready, click OK and click Yes. You'll see the new RSS feed folder added
to your RSS Feeds folder.

&1 NHS Choices - Behind the Headlines
| Microsoft Feeds
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4[] RSS Feeds

3 CNM P ._E Cpen in Mew Window

3 My Ne‘:i_j Mewr Faolder,,,

1@ Search F

[} Storage | B i

|85] Suggesty j Import an OFML File..,

USE AN RSS LINK IN AN E-MAIL

If someone sends you a link with the URL for an RSS feed, such as the one in

Figure 10-6, you can add it to Outlook’s RSS folders.

1. In Outlook, with the Inbox open, click the message with the RSS link, drag across the
link to select it, and press CTRL+C to copy the link to the Clipboard.

2. In the Navigation pane, right click the RSS Feeds folder, and click Add An RSS Feed.
The New RSS Feed dialog box appears.

Mews BSS Feed..

| Home Send/ Receive

Inbox - On Grmail - Microsoft Outlook | = | & &J

Folder Wiew Developer ] 9

L@ Update Folder —— [= a Uy mark to Download = { Q
= | R
o il Send Al > — =3 Unmark ta Download ~
SendiReceive — . Showe  Cancel | Download ‘/ Dial-Up Work
&l Folders  b=j Send/Receive Groups = | progress Al Headers L Process Matked Headers = | Connection = Offline
Send & Receive Dowenload Server Preferences
I Favorites 2 | - I
___________________________________________________________ Search Inbox [Cri+E) # | Paul Thurrott's blog
[ chir @ “ |arrange By: Date [Conversations) | Mewest on top = [ Marty hatthews - ﬁ
4 On Gmail t Wed 2/10/2010 336 PM ?
s Inbox L = T-odajr . - @gmail.com g
& 3 [Gmail] | Paul Thurrott's blog . =
e _ . 1 : =
Lig lunk E-mail e S A Here is the feed for Paul Thurratt's blog on Windows = z
[ Personal =| and Microsoft. | have found it to be very informative. 2
= X 4 Yesterday 2
[ Receipts o Mlarty =
L@ Search Folders _| [ Irwite to IM % T
Sy — Marty Matthews Tue 811 Ph 1 1]} r &
3 wiork L= Confirm wour e-mail address forWindows Live ID " 2
Microsoft Customer Suppart Tue &:09 P Marty Matthews "ol 4
4 On Haotmail el e P — - A d
— [ elcome to Windows Live r
- b= Testto : v i~
) Mai Windows Live ID Tue 8:03 P @ 8 ?'23@'3;"mi’;|9’;20”;” =11 &
F % &
[ Testto @gmail.cam El @ restte 7125 pu 27972010 M =
| Calendar harty Matthewes Tue 729 P X s Dgmail.com :
A = &
. [ Microsoft Outlook Test Message g (5 Bizcard 721 PM 171672010 . |E £
{8=| Contacts Microsaft Outlook Tue 7:19 PM [ | GaBizeard 771 PM 1162010 .
g ke f=d Microsoft Outlook Test Message i = Reply 9:19 &M 17842010 v
Microsoft Outlook Tue 7:19 P g Add o
fs = & Reply 8:10 A0 1/8/2010 -
Journal E A v
T g Reply 9:19 AM 1/8/2010
= 2 b= Meetin : v ¥
L] 3 228 | |- Biz card 1] >l 9 7a6pu 7200 O
Filter applied | < Reminders: 20 | @ Connected | [ EI 100% (=) [ =

Figure 10-6: You can get an RSS feed in an e-mail from a friend.
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New RSS Feed [

Enter the location of the RS5 Feed wou want to add to Quklook:

Ehttp: [fcommuniky winsupersike, com/blogs/paul/rss. aspx

Example: http: /fwwn. example .comjfeedimain. xml

[ Add ] I Cancel

In case you want to check the settings for current RSS
feeds or to change or remove them, you can also display
the RSS Feed Options dialog box by double-clicking an
RSS entry in the Account Settings dialog box. To do this,
click File, in the Info option, click Account Settings, and
click Account Settings on the menu. The RSS Feed
Options dialog box appears. Click the RSS Feeds tab, and
double-click the specific RSS feed you want to change.

-4
RSS feeds can potentially download a lot of information

that can both clog your Internet connection and take up
a lot of room on your hard disk. Start out by downloading
as little as possible and look at the impact caused before
choosing to download attachments or full articles.

220 Microsoft Office Outlook 2010 QuickSteps  Using Outlook in Other Ways

3. Click in the text box, press CTRL+V to paste the link into the dialog box, and click Add.
A dialog box appears confirming that you want to add the feed to Outlook.

4. Click Yes to add it, or click Advanced to set some conditions described in the previous
section. If you click Advanced, you'll see the RSS Feed Options dialog box, as shown
in Figure 10-5. When you click Yes, the new RSS feed folder is added to your RSS
Feeds folder.

Read and Work with RSS Articles

Reading and working with RSS articles is exactly like reading and working with
e-mail messages.

SELECT AND VIEW RSS ARTICLES
1. In Outlook, click Mail from the Outlook View.

2. In the Navigation pane under Personal Folders or your top-level primary folder, scroll
down until you see RSS Feeds. Then click the white triangle opposite RSS Feeds to
open the folder.

3. Click the RSS feed folder you want to view, and it will open and display its articles in
the Folder pane.

4. Click the article that you want to read.

5. If the Reading pane isn’t already open, click the View menu, click Reading Pane,
and click Right, unless you want it on the bottom. The RSS article will appear in the
Reading pane for you to read, as shown in Figure 10-7.

OPEN THE RSS WINDOW
You can open a window containing special tools that you can use to download

content, share the feed with others, categorize it, or flag it with a follow-up flag.

Figure 10-8 shows an example of the ribbon tools you'll find.

1. Double-click the RSS article in the Folder pane to open the article in its own window
(see Figure 10-8).

2. In the RSS Article tab Forward/RSS/Tags groups, click one of these options:

® Forward the article to someone else you know would be interested in it using
e-mail.

® Download Content to download attachments and the full article.

® Share This Feed to e-mail the RSS feed to someone else.
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E-mail tems T 4+ | (34 Team E-mail = Wonenote | 8 view Article ¥ FollowsUp = | 7 Filker E-mail = |~ ) Falders
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Figure 10-7: RSS feed articles look, behave, and are treated just like e-mail messages. foe)
® View Article to view the article in a browser.
® Mark Unread to keep the article bold so you won’t forget about it.
® Categorize to assign a color code to it so you can organize it better (see the ©

“Organizing RSS Articles” QuickSteps).

® Follow-Up to assign a flag or send yourself a reminder (see “Flag and Forward
RSS Articles”).
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@ Follow up, Start by Friday, February 12, 2010, Due by Friday, February 12, 2010,

Feed: MSK Maney Latest Articles
Posted On: Tue 2492010 100 PR
Author Barron's

Subject: Blue chips to buy for the long run

&
A prominent bull and an equally notable bear disagree on the market's future, but hoth see big potential in giants like Merck, a
IBM, Procter & Gamble and PepsiCo.
Wiew article...
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Figure 10-8: The RSS article window has a number of tools you can use to work with RSS articles.

FLAG AND FORWARD RSS ARTICLES

You can either flag the RSS article for further handling or immediately forward
it on to someone else.

¥ Follow Up -| | V7 Fit To forward or flag the RSS article:
Y Today
W | Toiniiow ® Click the RSS article in the Folder pane that you want to forward. In the Home tab
N This week Respond group, click Forward. An e-mail message window will open. Address the

N Mextweek I message and click Send.
| ebste ® Click the RSS article in the Folder pane. In the Home tab Tags group, click Follow Up
¥ clstone and click a flag signifying when you want to return to the RSS item. You may also click
& Add Reminder..,

Add Reminder to set a date on which you want to be reminded.
DELETE RSS ARTICLES
1. Click the RSS article in the Folder pane that you want to delete.
2. Click Delete on the Home tab Delete group.
—Or-
Press DELETE.
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ORGANIZING RSS ARTICLES

By default, RSS articles are placed in the originating
feed folder. That may work for some RSS feeds, but

for others, you may want to separate the articles into
categories or some other segregation. This is especially
true for general news feeds, where it is almost required
that you provide some organization for the articles you
keep. Do this by first adding folders, and then by moving
the articles to the folders.

CREATE ADDITIONAL FOLDERS
Set up the folder structure you need to organize a
particular RSS feed.

1. Right-click the folder for the feed, and click
New Folder. The Create New Folder dialog box
appears.

2. Type the name of the new folder, click the parent
folder that will contain the new folder (as shown in

=
Create Mew Folder ﬁ

Marme:

Health Care Issues

Folder contains:

[Mail and Post Ikems hd

Select where to place the folder:
55 laurnal -
g lunk E-mail
3 Microsoft Communities
3 Mews Feed
| Motes
[ Outbox [2]
4 LE) RSSFeeds
1 CNN Political Ticker 135
3 MSN Money Latest Articles (5)
Bl Shavina faldars

m. |

[ QK ][ Cancel I

Figure 10-9: By setting up a folder structure
and separating out your RSS feed articles,
you’ll be better able to find what you want in
the future.

Figure 10-9), and click OK. o

Transfer RSS Feeds

As you build up a collection of RSS feeds, you may want to share those feeds

3. Repeat steps 1 and 2 as needed to create the
folder structure you want.
MOVE ARTICLES TO FOLDERS

Once you have the folder structure in place, you then
have to get the articles into the folders.

with others. You can do that for a single feed or for a group of feeds.

SEND AN RSS FEED ~

: - _ To send an RSS feed to another person:
1. To display and identify the articles that you

want to move into another folder, click the folder
containing the RSS feeds. The Folder pane

1. Right-click an article from the RSS feed you want to send, and click Share This Feed.
An e-mail message will open with the RSS feed attached.

displays the potential articles to be moved. —Or— ©
2. Drag an article from the Folder pane to the Double-click an article from the RSS feed you want to send to open the article in its
desired folder in the Folder List in the Navigation own window. In the RSS Article tab RSS group, click Share This Feed.
pane.
: AL At
3. Repeat step 2 as needed to move the articles you ‘ g g::f;h.'spsm hwfmthl 23y Copy | ©
want segregated. ] Will you get rich somec & Quick Print

Bankrate.com |

Bl share This Feed I

] Rapid refund loans har
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w l
i 1
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—— =

Figure 10-10: An RSS feed in an e-mail is just a specialized attachment.

2. Address the e-mail message, add any comments you want (as shown in Figure 10-10),
and click Send.

3. Upon receiving an RSS feed in an e-mail, the recipient opens the message and clicks
Add This RSS Feed on the left of the Share tab to have the RSS feed added to the list
of feeds in Outlook.

SEND SEVERAL RSS FEEDS

You can import and export RSS feeds as .opml files. If you want to send several RSS feeds in a single transaction, the best approach
Siqporlug el RS feesls i e s gl Tl [ s st is to export feeds to an .opml file, e-mail that file or copy it to a shared folder or

way to back up your RSS feeds, should you want to
save them for future reference. Refer to Chapter 8 for
information on exporting and importing files.

removable media (CD, DVD, or flash memory stick), and then have the recipient
import the file to his or her Outlook program.

1. In Outlook, click the File tab, click Open, and click Import. The Import And Export

224

Wizard starts.
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( Export to an OPML file [ 2. Click Export RSS Feeds To An OPML File, and click Next. A list of your RSS feeds
appears. By default, all your RSS feeds are selected to be exported. N
Choose the R55 Meeds you want bo export:
| [Feedname | Feed URL A 3. Click the feeds you do not want to export to deselect them, and click Next.
CHETHMews.com Ittp:news.cnet.com 2547-1_
[ mary jo foley Dlog pos... http:/fsearchzdnet.comyindes 4. Click Browse and locate the folder to store the file in. Type the file name for the
SuperSite Blag hitp:/ community.winsupersit . . .
Culinary Reviews from ... http: www.stylegaurmet.com exported file, click Save, and then click Next.
5. To move the exported file to a shared folder or removable drive, open Windows w
Explorer, locate the folder where the file is stored (by default, this is the Documents or
T My Documents folder), and drag the file to the folder or drive.
- ([ secal | [ Cearst | 6. To send the file as an attachment in an e-mail message, in Outlook, with Mail selected,
click New; type an address, subject, and message; drag the file to the message; and N
[ < Back ] [ Nesl = ] [ Canel click Send.

Cancel an RSS Feed

lwesw)| If you are not getting what you want from an RSS feed and o

-
Account Settings

. want to discontinue receiving its articles, you can either
R5S5 Feeds
‘¥ou can add or remove an R3S Feed, ‘You can select an R3S Feed and change its settings. Cancel the feed and keep the articles, or cancel the feed and
delete the articles.
_mm RS3Feeds | sharePaint Lists | Internet Calendars | Published Calendars | Address Books
| I CANCEL A FEED AND KEEP ARTICLES (o))

o Mew... P57 Change... )(Removeh

1. In Outlook Mail, click the File tab Info view, click Account
Settings, and click Account Settings again. The Account
Settings dialog box appears.

2. Click the RSS Feeds tab. ~

Feed Mame Last Updated On

CMM Political Ticker 2/10{2010 1:25 AM
MM Money Latest Articles 2/10/2010 1:25 AM

3. Click the name of the feed you want to remove, click Remove,
and click Yes when asked to confirm the removal. The folder
for the feed and the articles will remain in Outlook, but no
more articles will be downloaded. fo)

Selected R3S Feed delivers new items ko the Following location:
4. Repeat step 2 to remove several feeds, or use SHIFT or CTRL

Outlook',RSS Feeds',CNN Political Ticker )
= {Ci\UsersiCarole\ Documentshoutlock Files\Outlook, pst) to select several feeds, and then click Remove. Click Close to
Subscribed RS5 Feeds are checked once during each download interwval, This prevents your RSS Feed from possibly close the Account Settings dialog box.

being suspended by an R55 publisher,

DELETE RSS ARTICLES OR THE RSS FOLDER

You can delete just the RSS articles in the RSS Feeds folder,
) *  or you can delete the whole folder. When you delete just

Microsoft Office Outlook 2010 QuickSteps  Using Outlook in Other Ways



4 [ RSS Feeds
ACdE =
[ N4 MewFalder.

PLE SE T Rename Folder

b Ol 5tq -

!‘j | 29 Copy Folder
A0 W

40 Move Folder

Oper it Mew Wind o

[J L Celete Folder

=
D 2 ark il as Read

226 Microsoft Office Outlook 2010 QuickSteps  Using Outlook in Other Ways

the articles, you can keep them up to date by downloading the current issues.

When you delete both the articles and the folder, you cannot download current

issues any longer.

® To delete just the RSS articles, right-click the RSS folder containing the articles you
want to delete. On the context menu, click Delete All. When asked to confirm the

action, click Yes. This will delete the articles but retain the folder. To bring in new
articles, click Download Content in the Home tab RSS group.

® To delete the RSS folder and all of the articles, right-click the RSS folder, and click
Delete Folder. When you are asked to confirm, click Yes. This will delete the folder
and all the articles. You will have to subscribe again to this RSS feed to be able to
download articles from it again.

Use Other Extensions of Outlook

Looking across the Office and Microsoft family of products, you can see that
many add features to Outlook. Among those discussed here are the Office
Clipboard, using Word as an e-mail editor, and using handwriting in Outlook.

Use the Office Clipboard

The Microsoft Office Clipboard connects all the programs in the Office suite,
letting you copy items from various programs and paste them into others.
That means you can lift a paragraph and a picture out of Word, a slide out of a
PowerPoint presentation, or a graph from Excel. Then you can select from the
Clipboard the items that best serve your needs and paste them into an Outlook
message.
1. Start a Microsoft Office 2010 program other than Outlook, and either create or open a

document with that program, such as:

® An Excel workbook

® A Word document

® A PowerPoint presentation or slide

® An Access database

® A Publisher publication




Empty Clipboard

Paste every item |

2. In the program, select the items or text you want to copy, and in the Home tab
Clipboard group, click Copy or press CTRL+C.

3. In the Home tab Clipboard group, click the Clipboard Dialog Box Launcher. You'll
see the item you copied. An example is shown in Figure 10-11.

ECEEET- T
I o

|j # Times Mew Rom » 12~ A a7 | Aa~ %‘}
Ea

Writing Guidelines 0906153, dote - Microsoft Word

Insert Page Layout References Reviews Wiewy

Mailings

Develaper

4a82Cel AaBb( AaBb(

=)
> @

A &

.on the menu. .7 and just go w1th
and mclude an fllo of the

few chaptersfusages you could drop the ©

in sequence |

(3% Clear &l

Click an item ko paste:
i @ A
+ When directing the

reader ko open a menu
from a button that has a...

“Click the Open down arrow, click Document, etc.”
button/arrow/menu.

Copied items |

Choose display options |

LE:I_] + If vou have a single step
that would be numbered if
there were more than o...

LE:I] + Use Production Directives
(PD) to communicate
between writing/editing ...

e Do not bold the container of an object. For example:
a. Click Find All on the Tools menu.
- b. Select afile format in the Format dialeg box

for Office Clipboard |

%C)ptions b

4 [ il ' |

Paste B 7 U~aex, x| -8 A- Emphasis  THeading1 T Heading2 — gg?nge Editing
b 5™ ]
Clipboard & Fort ] Paragraph F] Shyles 1P
4 oM< Clipboard v X e e e e e R

&

H O w4

Page: 40f 18 | Words: 4663 | <& | [ |

B

e

1 3
>,

Figure 10-11: The Clipboard displays copied items in thumbnail size, with their source program identified.
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WG| vessage | I 4. Start or display Outlook, and in the Outlook Mail view New group, click New

= ¥ cut E-mail to create a new message.
Paste 3 Copy 5. Click in the message body, and in the Message tab Clipboard group, click the Dialog
- Format Painter .
crt iy . Box Launcher. The Clipboard task pane opens next to the message.
ipboar
== k 6. Click the desired item on the Clipboard. This “pastes” the item into the message where
the cursor was located, as shown in Figure 10-12.

i = P
ERIE™ B B RS “Writing Guidelines - Message (HTHL) = | =l
mﬁ@ﬁ Message Thsert Options Farmat Text Rewiew Deweloper & e

- . e e [ R | (EE - [ Follow Up =
Y. LA ik
— 53 Copy = ? High Impartance
Past at £ === Add Check | Attach &ttach Signat Zoorm
avs . ¥ Farmat Fainter Br o |W-A T = Boroekss Na::,ces F”aec Ite:fv |gnj HrE B Low Importance o
Clipboard | Basic Text Mames Include Tags fa | Zoom
4of 24 - Clipboard X :
From = On Gmail
Th Paste Al Clear All R 1
tﬁg e X Clear =3 Ta,.. | Julie Sparkle |
Click. an ikem ko paste: Send
- Lo
0 | |
B | | |
E Subjeck: |Writing Guidelines Proposal |
[!"—;lj «‘Wwhen drectingthe || .~~~ =
reader to open a menu menu item is bold but not the words “down arrow.” For example, “Click the Open down Eg|
fram a button that has a... % g
arrow, chick Document on the menu. .7 (After the first few chaptersfusages, you could drop &
« IF you have a single step the ... on the menu. .7 and just go with “Click the Open down arrow, click Document, etc.”

that would be numbered i
there were more than o...

and include an dllo of the button/arrowimenu.

Lv':j_j « Use Production Directives
(PD) to communicate
between writing/editing ...

Julie Sparkle =

b y

Figure 10-12: You can use the Clipboard task pane to paste several items at the same time, but you can also copy or
cut and paste a single item between Office (and many other) programs by simply using CTRL+C, CTRL+X, and CTRL+V,
respectively.
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42
91 %
6 CLEAR ITEMS FROM THE CLIPBOARD
USING MICROSOFT WORD Although the Clipboard holds up to 24 items, you might want to discard some N
FEATURES items as you go.
Outlook 2010 uses Microsoft Office Word 2010 to create . . . . .
. . o ® Right-click an item on the Clipboard that you want to remove, and click Delete.
and edit e-mail messages. This gives you access to
many special features in Word. See Chapter 3 for —Or- w
information on basic e-mail editing. Several of the Click the item, click the down arrow on the item, and click Delete.
more useful features in Word that you can use are
AutoCorrect, AutoFormat, and the Table menu. ) 1 s ”I']. ]
. Eo it Bl
| 1
USE AUTOCORRECT L {,
) . e
AutoCorrect, which automatically corrects many common & read:r“ti; L;E’ v o
Deelet
typing and spelling errors, is turned on from the Outlook oty ki
window. . . .
® To remove all items from the Clipboard, click Clear All.
1. Click the File tab, click Options, and click Mail. In
the Mail view in the Compose Messages section, T P (o o1
click Editor Options. The Editor Options dialog
box appears. AutoFormat | Actions
AutoCorrect | Math AutoCorrect I AutoFormat &s You Type
2. Click the Proofing tab, and then click AutoCorrect [7] Show AutoCarrect Options buttans
Options. The AutoCorrect In Email dialog box @ Correct TWo INiel CApitas fo>)
appears, as shown in Figure 10-13. [¥] Capitalize first letter of sentences
[¥] Capitalize First: letter of kable cells
f s o i e [¥] Capitalize names of days
[¥] Correct accidental usage of cAPS LOCK key
- ; Tcalibrife 11 v AS 47 EE S
3. Click Show AutoCorrect Options Buttons, | 3 [7] Replace text a5 vou type
= &7 . = b =
ifitisn't already selected and if you wantto - d‘,’ lfr UEF-A-F Replacs: With: @ Plaintext € Formatted text ~
E deal was
be able to right-click a potentially misspelled |
. . Delete Repeated Word
word or grammatical error, see potential Ignore dort Taot =
corrections, and select other options. dosn't | doesnt =
driveing | driving [
4. Set the other options for correction conventions as :;'l“c_"'; . :E'l';i 0o
you see fit. efel | Feel -
5. If it isn’'t already selected and you want to use Delete
it, click Replace Text As You Type to use that [¥] Autamatically use suggestions From the speling checker
feature.
[ oK J [ Cancel I ©
Continued . . .

Figure 10-13: AutoCorrect will automatically make changes
to your text as you type.
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USING MICROSOFT WORD
FEATURES (continued)

6. Scroll through the list of common typographical
errors, select any you do not want, and click
Delete.

7. Type your common personal typos and their
corrections in the Replace and With text boxes,
and click Add.

USE AUTOFORMAT

In the AutoCorrect dialog box, click the other tabs to see
additional popular options, such as:

® AutoFormat automatically applies formatting,
such as typographical quotation marks,
superscripted ordinals (1%!), fraction characters
(%2), and em-dashes (—).

® Math AutoCorrect replaces written math symbols
with the actual symbol. For example, it replaces
“\pi” with “T1,” “/int” with “J,” or “/div” with “+”

® AutoFormat As You Type defines styles based
on formatting you set, automatically creates
bulleted and numbered lists, and turns e-mail
addresses and URLs into hyperlinks when you
press SPACEBAR.

® Actions tell Outlook (really Word) to flag certain
data types in an e-mail so that you can do
something. For example, if you type an e-mail
address, you can add it to your Address Book. If
you type a date, you can schedule a meeting. You
determine the action, and a Smart Tag is assigned
to the data type. You click the Smart Tag and
choose an action from a menu.

Continued . . .

Create Electronic Business Cards

Electronic business cards encapsulate personal information in a way that can be
easily transferred to others, either as an attachment to an e-mail message or as
an e-mail signature. Electronic business cards look like their paper equivalent,
and you can customize them with photos and logos, as well as text. When you
receive someone else’s electronic business card, you can save it to a Contacts
folder and forward it to others. When you create a new entry in your Contacts
folder, you are creating an electronic business card.

CREATE YOUR OWN ELECTRONIC BUSINESS CARD

Start the construction of an electronic business card by choosing a layout and
background; follow this by adding a picture, logo, or other graphic element; and
finish by adding text fields.

1. Click Contacts in the Outlook view bar. In Contacts, in the Home tab
New group, click New Contact.

r -
Business Picture

2. In the Contact tab Options group, click Business Card. The Edit e 5
Business Card dialog box will appear. Options

3. To change the layout, click the Layout down arrow, and select a different position, text
only, or a background image.

4. Toinsertan image, click Change, locate the folder with the image you want to use,
and double-click the image. Adjust the image area and alignment as you see fit.

5. Under Fields, select the first field you want on the card. If this is not the first field in the
list, click the up arrow to move it to the top.

6. With the first field selected, type what you want in the Edit text box on the right, and
apply any of the formatting attributes above the text box.

7. Repeat steps 5 and 6 for the remaining fields you want on the card. If there is a field in
the list that you don’t want, click it and click Remove. If you want to use a field that is
not on the list, click Add and click the field name.

8. See Figure 10-14 for an example of a finished card. When you are ready, click OK
to save the electronic business card, and click Save & Close to close the Contact
window.
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6 rEdEt Business Card M
US|NG M|CROSOFT WORD Card Design — N
. : ] - e
FEATURES (Continued) hieithews T ectinology Layauk Background
Click OK to close the AutoCorrect In Email dialog — — Carole Matthews Image:
] ; ) | | EE ’T‘ ) >'"§j  Cwner =
box, and then click OK twice to close the Editor =S Vedl BEE _Jf - Image Area: | 32% z
2 . 5551 555-1234 Wark
Options and Outlook Options dialog boxes. Table | Ficture Clip  Shapes ... mel@isomeplacei;m Image Align:
s | e = - - w
MAKE A TABLE [ 236:Table
, o : | o B
Use Word’s Table menu to organize information 000 Fields Edit
into a grid that will display properly, even for OO0 RECLT A I u EEA
recipients who don’t use Word. | s ettheds Technclody, :
=) I:”:”:l Blank Line Label: A £
1. Create a new message by clicking New | 000 Eusin_zlass Phone :
— ~rmall
E-Mail in the Home tab New group. In I O % | Blark Lne
= Elank Line
the Outlook Message window, click in the N Blank Line
E  Insert Table Blarik Line
Message pane. In the Insert tab Tables : Blank Line
o o - j Cirawe Table Elank Line
group, click Table, and in the menu that = Blank Line o1
- & ConvertText to Table., Blarik Li
opens, drag the pointer across the squares = B|:2k Llﬂi
i . _E| Excel Spreadshest
to give you the table size you want, and H B8 | ik pabies . add.. | [ Remove | [2] [&]
then click. I Reset Card I [ K ] I Cancel I
—Or— (@)
I e saimme Talkils memn. afek e ke Figure 10-14: Outlook provides a comprehensive tool for creating and
’ ’ editing electronic business cards.
type or use the spinner to enter the numbers of
columns and rows to start with, and click OK.
2. Add or delete columns and rows, and format the SEND AN ELECTRONIC BUSINESS CARD ~
table using the Table Tools Design and Layout tabs You can send an electronic business card with an e-mail message.
that appear on the ribbon, as shown in Figure 10-15. o ) .
1. In Outlook Mail view, on the Home tab New group, click New E-mail to open a new
message form. Type an address, subject, and message as normal.
2. In the Message tab Include group, click Attach ol 21, ¥ Follow Up - fos)
Item, click Business Card, and click the name - ? HighImportance
i . Aitach | Signature Zoom
you want (the list shows the last 10 business tem=| - | & Lownportance i
Placing characters in parentheses (1/4) as you type cards you inserted). If you don’t see the name ! Buinesscard » Wichae! Bogg:
shields them from AutoFormat, so add the parentheses you want, click Other Business Cards, click ; i::r;izruem arole Matthews |\
affer you type the characters, and press SPACEBAR after the name you want, and click OK. = SHherBusines; Sands.- ©

the closing parentheses to indicate that you want the

3. The card will be added as a .vcf attachment to the e-mail message, as shown in
(1/4) changed to (14).

Figure 10-16. When you are ready, click Send.
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Figure 10-15: The Outlook Message window has the full power of Microsoft Word formatting available to it.

INCLUDE AN ELECTRONIC BUSINESS CARD IN YOUR SIGNATURE

You can also add your electronic business card to your e-mail signature and
automatically include it in all the e-mail you send. An example is shown in

| 13’. ¥ Follow Up
- ¥ High Impor Figure 10-16.
Sighature
% | & LowImpart

1. In Outlook Mail view, in the Home tab New group, click New E-mail to open a new
message form. In the Message tab Include group, click Signature and then click
Signatures.

Carole Matthewrs

Jody Banderson

Signatures... l}
2. In the E-mail Signature tab, click New. Type a name for the signature, and click OK.

3. Under Edit Signature, click in the text box and add the text, graphics, and possible link
you may want in the signature area, and then format it as needed.

4. Position the insertion point where you want the electronic business card positioned,
click Business Card in the toolbar, click the name of the person on the business card,
and click OK.

|85 Business Card
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1Y O =« +|= Job Interview - Matthews Technology - Message (HTML) | = = ﬂ -
| Message Insert Options Format Text Rewiews Developer & 0 \V)
X w el B . 2 [o] Follow Up = e
B CalibriBodi - 11 - AT AT E - = - B ﬁ @] @ = ﬁ’ ¥ Follow Up €
B " J = ¥ HighImportance
Paste B 7 U | - A~ || = $= | Address Check | Attach Aftach Sighature Zoom
- & - e T Book Mames | File  Item~ v ¥ LowImportance
Clipboard & Basic Text = Marmes Include Tags % | Zoom
w
Fram - On Gmail
= — —
o T | 7 Jennifer Sebo (info@comparty. com) |
send L -
]| |
Ecc.. [ |
. —— : IN
Subject: iJob Interview - Matthews Technology |
1

3 |
Affachedt L] Carole Matthewssef 35 K6]

|7

Dear ls, Seho:
I arm confirming ourinterview on March 2™, at 2:30 P | am looking forward to meeting you and finding out how our need for

a writer meets your needs as well. | am sending via regular mail, some brochures and other information on hMatthews o
Technology and the position we are seeking ta fill,

[_et us know if you need any other inform ation,

Sincerely,
Carole Matthews
(o))
Matthews Technology
Carole Matthews
L Owner
L
[555) 555-1234 otk
chm@someplace.cam -
Jennifer Sebo ~
Figure 10-16: Including an electronic business card in an e-mail is a fast way to give the recipient all your contact
information.
(0]
5. Click the E-mail Account down arrow, and select the e-mail account you want the
signature to apply to and whether to apply it to either or both new and reply e-mails.
Make any other adjustments to the signature, and click OK. Close the original
message used to edit the signature. ©

6. In Outlook Mail view, again click New E-mail to open another message. If you chose
to automatically add your signature to all new messages, you'll see your signature with
the business card. Also, your business card .vcf file will be attached.
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7. 1f you chose to not have your signature automatically added to your messages, you
can add a signature. In the Message tab Include group, click Signature and click the
name of your signature. Again, your signature with the business card and the attached
.vcf file appears in the message.

RECEIVE AND STORE AN ELECTRONIC BUSINESS CARD

When an e-mail message is received with an electronic business card attached,
the recipient will see an image of the card, provided he or she is using Outlook
2010 or is using HTML to view the message in older versions of Outlook. The
recipient will also receive an attachment with the card. To store the electronic
business card in Contacts:

1. In Outlook Mail view, double-click the message in the Inbox to open the message
window.

2. Double-click the attached .vcf file. A new Contact window will open with all the
information on the electronic business card placed in the proper fields.

3. Make any needed changes or additions to the Contact form, and click Save & Close.
Close the message that contained the electronic business card.
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Number

3D feature, using with maps for contacts, 97

Symbols

() (parentheses), using to prevent AutoFormat, 231
; (semicolons), using with fields, 195

A

accounts
adding, 28-29
removing, 34
add-ins, managing, 184-186
Address Book, using with messages, 54
addresses
completing automatically, 54
typing for messages, 53
alerts, establishing rules for, 45
ALT key. See keyboard shortcuts
antivirus software. See also viruses
availability of, 185
option in Trust Center, 181
appointments
defined, 105, 121
entering in Calendar, 122
entering in window, 123-124
moving, 123, 126-127
recurring, 124-126
attachments. See also files
adding notes as, 169
including contacts as, 84-85
opening, 48
previewing, 49
saving, 48
selecting, 49
AutoComplete feature, turning off for
addresses, 54

AutoCorrect feature, using in Word, 229-230
AutoFormat feature

preventing in Word, 231

using in Word, 230
Auto-Send feature, turning off, 72

B

Bece (blind carbon copy)
adding to messages, 55-56
removing from messages, 55
using with contact groups, 83
borders, inserting in messages, 59
bulleted lists, using in messages, 59
business cards (electronic)
creating, 230-231
creating contacts from, 81
including contacts as, 85
including in signature, 232-234
receiving, 234
sending, 231
storing, 234
Button bar
described, 7
location of, 8, 11
buttons, changing on button bar, 12

C

Calendar
accessing time scale, 108
adding time zones to, 116
Advanced View Settings dialog box, 108
appointments, 105, 121-122
Arrangement group, 108
changing font face and size, 107-108
changing time scales in, 106-107
copying activities in, 127
creating tasks in, 143

Date Navigator, 106

defining work week, 114-116
displaying days in, 106
displaying months in, 106
displaying weeks in, 106
entering dates and times in, 122
entering holidays in, 115, 122
entering recurring appointments in, 124-126
events, 105, 121-123
features of, 103-105
Go To Date dialog box, 106, 122
Layout group, 109
meetings, 105, 121
Navigation pane, 109
opening, 105-106
opening Appointment window in, 124
opening Event window in, 124
opening windows in, 124
People Pane group, 109
Reading Pane, 109-110
setting free/busy options, 116-117
setting up, 114-116
tasks, 105, 121
View tab, 108-109
Window group, 109
calendar snapshot, setting date range of, 120
Calendar views
Active, 113
Advanced View Settings dialog box, 112-113
Conditional Formatting dialog box, 112
creating, 113-114
Day, 109-112
Filter dialog box, 112
modifying and creating, 110-111
modifying list views, 113
Month, 109-112
Outlook, 109
Week, 109-112
Work Week, 109-112
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calendars. See also Internet calendars
displaying side-by-side, 117-118
maintaining, 117
overlaying, 118
printing, 127-129
publishing to Microsoft Office Online,
120-121
sending in e-mail, 119-120
sharing, 119-120
viewing, 117-119
categories
assigning to e-mail, 44
assigning to Journal entries, 159-160
assigning to notes, 165-167
creating, 44
deleting, 44
renaming, 44
reversing sort order of, 45
Cc (carbon copy), adding to messages, 55
«cer file, requirement of, 182
chatting via IM (instant messaging),
215-216
Clipboard
clearing items from, 229
using, 226-228
Close button
described, 7
location of, 8
Collapse/Expand buttons
described, 7
location of, 8
color categories
creating, 86
deleting, 87
removing from tasks, 142
renaming, 87
using with e-mail, 44
combo box, creating for form, 195
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command tabs, using, 10
completed tasks. See also tasks
preventing display of, 147-148
showing in To-Do bar, 148
compose layout, using with forms, 196-197
contact addresses, seeing maps for, 97-99
contact groups
categorizing, 86
creating, 81-83
keyboard shortcut for, 99
removing names from, 83
sending, 85
sending e-mail to, 83
using, 55
using Bccs with, 83
contact information, printing, 93-96
contact views
arranging list views, 90-91
choosing columns for sorting, 90
creating, 88-89
displaying context menus for columns, 91
managing, 87-88
modifying, 90
moving columns in, 91
resetting, 90
saving, 89
sorting contacts in, 90
contacts
adding, 78-80
adding files to, 82
adding from same company, 80
adding items to, 82
adding pictures to, 81
adding to e-mail, 84-85
adding to mail merge folder, 200-201
attaching to Journal entries, 158-159
categorizing, 86
changing views of, 87

Index

copying from e-mail, 81
creating by dragging, 81
creating from electronic business cards, 81
deleting, 99
displaying in Phone List view, 87
entering information for, 79
finding, 91-93
including as attachments, 84-85
including as electronic business cards, 85
keyboard shortcuts for, 99
linking tasks to, 149
personalizing messages for, 99-102
phoning, 96-97
preparing for Mail Merge feature, 201-202
selecting, 85
speed dialing, 97
using alphabetic index with, 92
using Find tool with, 93
using Journal Entry feature with, 97
using scroll bar with, 92
using Search tool with, 92
Contacts window
components of, 76
creating e-mail messages from, 79
fields in, 77
ribbon, 77-78
Control menu
described, 6
location of, 8
Control toolbox, using with forms, 194-195
conversations, grouping, 43
copying and pasting to Clipboard, 228
CTRL key. See keyboard shortcuts
Custom flag, using, 150

D

dates, entering in Calendar, 122
Deleted Items folder, emptying, 30, 47




deleting

categories, 44

color categories, 87

contacts, 99

files, 176

folders, 174

Journal entries, 158

lines from messages, 56

messages, 47

notes, 165

paragraphs from messages, 56

recurring activities, 126

RSS articles, 222, 225-226

RSS folder, 225-226

tasks, 148

words from messages, 56
Design mode, opening forms in, 189
Design tabs, using with forms, 194
Developer tab

Arrange group, 192-193

Design group, 192

displaying for forms, 188

Form group, 191

Tools group, 192

using with forms, 191-193
Dialog Box Launcher

described, 7

location of, 8
dictionary

adding words to, 67

editing, 68
digital certificate, acquiring, 66
digital ID, importing and exporting, 66
digital signatures

adding to e-mail, 182-183

adding to messages, 66

getting, 182
domain, defined, 39

driving directions, getting for contacts, 98-99

E

electronic business cards
creating, 230-231
creating contacts from, 81
including contacts as, 85
including in signature, 232-234
receiving, 234
sending, 231
storing, 234

e-mail. See also IM (instant messaging); junk mail;

messages
accessing, 33
adding contacts to, 84-85

adding digital signatures to, 182-183

assigning categories to, 44
checking for, 34-35
copying contacts from, 81
encrypting, 181-182
including hyperlinks in, 61
mail merging, 99-102
message window, 37
reading, 36
receiving automatically, 36
receiving headers manually, 37
sending to contact groups, 83
sorting, 45-46
using RSS links in, 219-220
e-mail accounts
adding, 28-29
removing, 34
e-mail attachments. See also files
adding notes as, 169
including contacts as, 84-85
opening, 48
previewing, 49
saving, 48
selecting, 49
e-mail data files, locating, 34

e-mail files, importing into Outlook, 4-5
e-mail messages. See also messages in folders

adding Bccs to, 55-56

adding Cecs to, 55-56

adding digital signatures to, 66, 183
adding tasks from, 143

archiving, 48

changing search options for, 24-25
changing time for being read, 41-42
checking spelling in, 67-68
completing addresses automatically, 54
creating, 52

creating from Contacts window, 79
delaying delivery of, 72-73
deleting, 47

dragging files to, 61

editing, 56-58

embedding pictures into, 63-64
encrypting, 183

forwarding, 70

inserting files in, 62

inserting signatures in, 65-66
marking as read or unread, 41
obtaining receipts for, 71-72
performing instant searches, 22-23
personalizing for contacts, 99-102
printing, 48-49

refining searches of, 23-24
replying to, 68-69

scrolling through, 42

selecting from Address Book, 54
sending, 72

timing sending of, 72-73

turning off Auto-Send, 72

typing addresses for, 53
unblocking, 39

using Flag options with, 42-43
using Today red flag with, 42
window for, 53
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e-mail programs, upgrading from, 4
Empty Folder option, using, 30
encrypting e-mail, 181-183
envelopes, printing, 208-209
events

defined, 105, 121

entering in Calendar, 122-123

entering in windows, 124
exporting files, 179

F

fields
aligning for forms, 193-194
creating in field list, 195
positioning for forms, 193-194
selecting for forms, 194
setting properties for, 195
file extensions, displaying, 26
File tab
described, 6
features of, 9-10
location of, 8
File view, displaying, 15
files. See also attachments
adding to contacts, 82
copying, 177
deleting, 176
dragging to messages, 61
exporting, 179
grouping, 176-177
importing, 178-179
inserting in messages, 62
moving, 177
sorting, 177-178
ungrouping items in, 177
viewing, 176
filter lists, using for junk mail, 39-40
Filter option, using with mail merge, 202

238 Microsoft Office Outlook 2010 QuickSteps

Flag options, using with messages, 42-43
flags
adding to tasks, 151
features of, 150
Quick Click, 151
Folder list
described, 7
location of, 8, 11
Folder pane
described, 7
location of, 8
folders
copying, 173
creating for Mail Merge feature, 201
creating for RSS articles, 223
creating normal type of, 79, 172
creating search type of, 172-173
deleting, 174
moving, 173-174
moving RSS articles to, 223
opening, 11
renaming, 174
searching, 23
selecting all items in, 47
setting properties for, 174-175
Follow-up Flags, default settings for, 150
fonts
choosing for messages, 58
coloring, 59
selecting for notes, 165
forms
adding labels to, 195
aligning fields for, 193-194
capabilities of, 199
changing tab order for, 196
compose and read layouts for, 196-197
creating combo boxes for, 195
customizing, 190-194, 199-200
displaying Developer tab for, 188

Index

modifying, 189-190

opening in Design mode, 189

positioning fields for, 193-194

publishing, 198-199

selecting fields for, 194

tailoring for audiences, 196-197

using Control toolbox with, 194-195

using Design tabs with, 194

using Developer tab with, 191-193
Forward option, using with messages, 70

G

Gmail account

getting, 33

setting up, 32
Go To Date dialog box, keyboard shortcut for, 122
Google e-mail account. See Gmail account

H

headers
marking for copying, 38
marking for deletion, 38
marking for downloading, 38
processing, 38
receiving automatically, 38
receiving manually, 37
Help icon
described, 7
location of, 8
Help options, accessing, 21
Help window
asking questions in, 21
displaying, 20-21
holidays, entering in Calendar, 122
Home & Business version, availability of, 6
Home & Student version, availability of, 6
HTML format, using in messages, 56




HTTP (HyperText Transfer Protocol), 33
hyperlinks, including in e-mail, 61

IM (instant messaging). See also e-mail; messages;
Windows Live Messenger
activating in Outlook, 213-214
changing appearance of name in, 216
chatting, 215-216
creating contacts for, 214-215
explained, 212
finding Windows Live Messenger, 212-213
initiating real-time conversations, 215
responding to, 215-216
responding to Outlook invitations, 214-215
seeing who is online, 214-215
stating availability, 216
Import Summary report, saving, 4
imported messages, locating, 5
Inbox, opening, 35
Inbox arrangements, availability of, 43
Indexing Status, using in searches, 23
Insert File dialog box, displaying, 62
Instant Search feature, using, 22-23
Internet calendars, types of, 121. See also calendars
Internet e-mail. See e-mail
Internet Explorer, viewing RSS feeds in, 218
invitations
receiving via e-mail, 214-215
responding to, 131
ISP (Internet service provider), finding, 34

Journal
features of, 155-156
setting up, 156
using Timer feature with, 157

journal entries
adding, 156-157
assigning categories to, 159-160
attaching contacts to, 158-159
changing, 157
deleting, 158
moving in timeline, 158
printing, 160-162
viewing, 159

Journal icon, locating, 154

junk mail. See also e-mail
adding addresses to filter lists, 39-40
choosing protection level for, 39-40
filtering, 39
unblocking picture downloads, 41
updating lists quickly, 40

K

keyboard shortcuts
assigning to categories, 45
Calendar, 105
contact groups, 83
contacts, 79, 99
copying and pasting files, 177
copying to Clipboard, 228
cutting operations for Clipboard, 228
deleting files, 176
exiting Outlook, 5
Help window, 21
Journal, 154
minimizing ribbon, 10
pasting operations for Clipboard, 228
resizing ribbon, 52
scheduling meetings, 129
selecting all items in folders, 47
sending and receiving e-mail, 34
tasks, 140
Tasks window, 134

L

labels
adding to forms, 195
printing, 206-208

letters, printing, 102

lines
deleting from messages, 56
inserting in messages, 59
moving in messages, 56
replacing in messages, 56

lists, using in messages, 59

M

Macro Security option, setting, 181
mail. See e-mail
Mail Merge feature
creating folder for, 201
preparing contacts for, 201
preparing documents in Word, 202-204
using filtering capability with, 202
mail merge folder, adding contacts to,
200-201
mail merge, performing, 204-205
Mail view, operations in, 34-35
mail-merged e-mail, creating, 99-102
MAP (Messaging Application Programming
Interface), 33
Map It utility, using with contacts, 97-99
Maximize button
described, 7
location of, 8
meetings
defined, 105, 121
scheduling, 129-131
menus, using, 10
merging form letters. See mail merge
message format, selecting, 57-58

Microsoft Office Outlook 2010 QuickSteps Index

239



message formatting
aligning paragraphs, 59
Bold effect, 58
borders, 59
bulleted lists, 59
coloring fonts, 59
fonts, 58
Italic effect, 58
lines, 59
multilevel lists, 59
numbered lists, 59
shifting paragraphs, 59
sizes, 58
Strikethrough effect, 58
Underline effect, 58
message priority, setting, 71
message request, receiving, 131
Message window, maximizing, 60
messages. See also e-mail; IM
(instant messaging)
adding Becs to, 55-56
adding Ccs to, 55-56
adding digital signatures to, 66, 183
adding tasks from, 143
archiving, 48
changing search options for, 24-25
changing time for being read, 41-42
checking spelling in, 67-68
completing addresses automatically, 54
creating, 52
creating from Contacts window, 79
delaying delivery of, 72-73
deleting, 47
dragging files to, 61
editing, 56-58
embedding pictures into, 63-64
encrypting, 183
forwarding, 70
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inserting files in, 62
inserting signatures in, 65-66
marking as read or unread, 41
obtaining receipts for, 71-72
performing instant searches, 22-23
personalizing for contacts, 99-102
printing, 48-49
refining searches of, 23-24
replying to, 68-69
scrolling through, 42
selecting from Address Book, 54
sending, 72
timing sending of, 72-73
turning off Auto-Send, 72
typing addresses for, 53
unblocking, 39
using Flag options with, 42-43
using Today red flag with, 42
window for, 53
messages in folders
adding colored categories to, 44
arranging, 43
contract symbols for, 44
editing categories, 44-45
expand symbols for, 44
Minimize button
described, 7
location of, 8
Minimize Navigation pane
described, 7
location of, 8
Minimize ribbon
described, 7
location of, 8
Minimize To-Do bar
described, 7
location of, 8
Mobile version, accessing, 6

Index

N

Navigation pane
Button bar in, 11
described, 7
Folder list in, 11
location of, 8
minimizing, 12
Outlook views in, 11
reordering buttons in, 12
Next Week flag, using, 150
No Date flag, using, 150
Note icon, resizing, 164
notes
adding as e-mail attachments, 169
adding in Notes view, 163-164
categorizing, 165-167
color-coding, 167-168
composing, 165
creating in views, 163
customizing current view, 168-169
deleting, 165
dragging in Outlook, 166-167
forwarding, 167-168
organizing, 167
printing, 170
selecting fonts for, 165
setting up, 165
using Reading pane with, 169-170
viewing, 168-170
viewing by category, 167
viewing by color, 167
Notes folder, finding, 162-163
numbered lists, using in messages, 59

0)

Office 2010, versions of, 6~7
Office Clipboard
clearing items from, 229
using, 226-228




.opml files, sending RSS feeds as, 224
Outlook
academic edition, 7
enterprise editions, 7
exiting, 5
getting summary of info in, 13-14
pinning to taskbar, 4
starting, 2-4
updating, 30
upgrading to, 4-5
window features, 6-8
Outlook Today
changing, 14
making default page, 14
opening, 13
Outlook views
changing, 10, 137
changing display of, 12
creating notes in, 163
displaying, 11
selecting, 11

P

paragraphs
aligning in messages, 59
deleting from messages, 56
moving in messages, 56
replacing in messages, 56
shifting in messages, 59
parentheses (), using to prevent
AutoFormat, 231
People pane
described, 7
location of, 8
Phone List view, displaying contacts in, 87
pictures
adding to contacts, 81
embedding into messages, 63-64

plain text format
using in messages, 56
using with contacts, 84
podcast, defined, 217
POP3 (Post Office Protocol 3), 33
preferences
adding e-mail accounts, 28-29
setting advanced options, 26-28
setting General options, 25-26
Print Setup dialog box, options in, 129
printing
calendars, 127-129
contact information, 93-96
envelopes, 208-209
labels, 206-208
letters, 102
messages, 4849
notes, 170
privacy options, setting, 180-181
Professional version, availability of, 7

Q

Quick Access toolbar
adding commands to, 19
customizing, 19
described, 6
features of, 10
location of, 8
moving, 20
rearranging tools on, 20
Quick Click flag, setting, 151
Quick Launch toolbar, starting Outlook from, 3

R

read layout, using with forms, 196-197
Reading pane

described, 6

location of, 8

opening, 27
placing beneath Folder pane, 34
using with notes, 169-170
Really Simple Syndication (RSS), overview of,
216-217
receipts, obtaining for messages, 71-72
recipients, replying to, 69
red X, appearance of, 64
reference tools, availability of, 24
reminders, using, 127
reply layout, changing, 69
Reply options using with messages, 68-69
Research Options button, explained, 181
ribbon
adding commands and tools to, 18
automatic adjustment of, 9
in Contacts window, 77-78
creating tabs and groups on, 17
creating tasks from, 139-140
customizing, 16, 18
described, 6
features of, 9-10
location of, 8
minimizing, 10, 52
rearranging tabs and groups on, 16-17
removing commands and tools from, 18
resetting, 17
ribbon, 8
tabs in, 15-16
tabs on, 6
ribbon groups
described, 6
location of, 8
Rich Text Format (RTF), using in messages, 56
RSS (Really Simple Syndication), overview of,
216-217
RSS articles
creating folders for, 223
deleting, 225-226
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RSS articles (cont.)
deselecting, 222
flagging and forwarding, 222
moving to folders, 223
organizing, 223
selecting and viewing, 220
RSS feeds
adding to Outlook, 218
canceling, 225-226
checking settings for, 220
considering size of, 220
downloading, 220
exporting as .opml files, 224-225
finding, 217
importing as .opml files, 224
sending, 223-225
sharing, 217
subscribing to, 218
viewing in Internet Explorer, 218
RSS folder, deleting, 225-226
RSS link, using in e-mail, 219-220
RSS window, opening, 220-222
RTF (Rich Text Format), using in messages, 56
rules
basing on messages, 47
canceling, 47
changing, 46
for delaying delivery of messages, 72-73
learning, 46
making, 46-47
rearranging, 47
Rules Wizard, opening, 45

S

Safe Senders feature, using, 39
saving

attachments, 48

contact views, 89
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Import Summary report, 4

sent messages, 73
scheduled tasks, viewing, 137
Scheduling dialog box, displaying, 131
Scroll arrow

described, 7

location of, 8
Scroll bar

described, 7

location of, 8
Scroll button

described, 7

location of, 8
search folder, creating, 172-173
search text box, accessing, 22-23
Search Tools Search feature, using, 23-24
security, options for, 180. See also Trust Center
semicolons (;), using with fields, 195
sent messages, saving, 73
Separate Read Layout option, using with forms, 196
shortcut, creating to start Outlook, 3
signatures

assigning to accounts, 65

creating, 64-65

including electronic business cards in, 232-234

inserting in messages, 65-66
Smart Tag, appearance of, 214
sort bar, using with categories, 45
sorting

e-mail, 45-46

files, 177-178
speed dialing, using with contacts, 97
spelling, checking in messages, 6768
Start menu, using, 2
Starter version, availability of, 6
Startup Wizard, using, 34
stationery

applying to messages, 59

defined, 51

stopping use of, 60-61

Index

stationery theme, setting default for, 58-59
Status bar, location of, 8

status reports, creating for tasks, 149-150
Support window, opening, 21

T

tab order, changing for forms, 196
tables, making in Word, 231
tabs, using, 10
task assignments
accepting, 146
declining, 146
task lists, showing completed items in, 148
task settings, customizing, 139-140
task views
changing, 137
creating, 137-139
taskbar
pinning Outlook to, 4
starting Outlook from, 3
tasks. See also completed tasks
adding flags to, 151
adding from e-mail messages, 143
assigning, 144-145
categorizing, 142-144
changing, 143-144
changing color categories of, 142
changing percentage of completion, 147
changing statuses of, 147
creating from ribbon, 139-140
creating in Calendar, 143
creating in To-Do bar, 142
creating status reports for, 149-150
defined, 105, 121
deleting, 148
ending recurring, 142
linking to contacts, 149
making private, 146




marking as complete, 146-147
recurring, 141
removing color categories of, 142
renaming, 148-149
showing in To-Do bar, 152
skipping recurring, 141
tracking, 145
viewing, 134, 136-137, 145
viewing in to-do list format, 136
Tasks window
accessing, 134
components of, 135
opening, 143
templates
creating, 198
using, 199
themes
searching online, 61
using, 60
This Week flag, using, 150
Timeline view, using, 137
Timer feature, using with Journal, 157
times, entering in Calendar, 122
Title bar
described, 6
location of, 8
To button, using, 55
Today flag, using, 150

Today red flag, inserting beside messages, 42
To-Do bar
creating tasks in, 142
customizing, 12
described, 7
location of, 8
minimizing, 13
resizing, 152
setting to show tasks, 152
showing completed tasks in, 148
toggling display of, 152
Tomorrow flag, using, 150
Trust Center, opening, 180-181. See also security

U

updates, checking for, 30

\'

View buttons
described, 7
location of, 8, 11

views
changing, 10, 137
changing display of, 12
creating notes in, 163
displaying, 11
selecting, 11

viruses, protecting against, 184. See also antivirus

software
voting options, inserting, 64

W

Web Apps version, accessing, 6

Windows Live Messenger. See also IM (instant

messaging)

changing ID in, 213
displaying menus in, 216
finding for IM, 212-213

Word
AutoCorrect feature, 229-230
AutoFormat feature, 230-231
Mail Merge pages in, 207
making tables in, 231

preparing mail merge documents in, 202-204

words
adding to dictionary, 67
deleting from messages, 56
moving in messages, 56
replacing in messages, 56

work week, defining in Calendar, 114-116

Z

Zoom buttons
described, 7
location of, 8
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