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SECTION 1 - PERFORMING EVERYDAY TASKS IN OUTLOOK

To use Outlook, you first need to set up an email account by adding and configuring it.
To set up an email account:

1. Select the File menu tab.
2. In Backstage view, select Info, if it is not already selected.
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Info

Open & Export

Save As

Save as Adobe PDF

3. Under Account Information, click Add Account.

Account Information

POP/SMTP
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In the Add New Account dialog box, enter the email address to add and click Connect.

Welcome to Outlook

Enter an email address to add your account.
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Advanced options

Connect '

4. Enter your password and click Connect.
5. You will see a message indicating that Outlook is configuring your email address. This may
take a few minutes.




6. When the account is configured, you will see a message indicating this. Click Done to exit
the dialog box.

Please note: These dialog boxes may look different depending on which version of Outlook
you are using as well as IMAP vs POP.

Open Email Messages
To open an email message in Outlook:

1. Select the email you would like to open from your message list. When you click to select,
a preview of the email will appear in the Reading Pane.

Search Current Mailbox pt Curent Mallbox = s .=

Al Unread By Dat T ;

e e Meeting next week
4 Today

ey ) Please let me know where our meeting is next week.

Sample Files 1211 PM

Ploase twiew and let me know what you thank of the

Meeting next woek 12:05 PM
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2. To open the selected email message, double-click it.
3. The email is now displayed in a separate window.
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Reply to and Forward Email Messages
To reply to an email message:

1. If you have not already done so, open the email you are going to reply to or forward by
double-clicking it in your message list. Alternately, you can select the message in the



message list and, from Home tab, use the Respond group options to complete the next
step.

2. On the Message tab of the message's Ribbon, in the Respond group, select Reply to
reply fo the message sender only, Reply All fo reply fo everyone who has been copied
on the message, or Forward fo resend the message o an email address you specify. The
original message will appear in the new message.

Meeting next week
€ Message telp  Tell me what you want to do
— e ¥
> - &~ - - "‘ Move to. ?
_ Delete Archive | Reply Reply Forward — } = Ta Manages Move B
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Delete { Respond' ) Quick Steps Move
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Meeting next week
Please let me know where our meeting is next week,

3. If the email contained an attachment, when you reply to the message, by default the
attachment will not be included; when you forward the message, the attachment will
remain.

4. Type your text in the body of the emaiil.
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Subject: Meeting next week

Please let me know where our meeting is next week.

Thank-You .

5. When finished, click Send to send the message.

If you have sent an email that you wish to recall, you can recall it from inboxes of recipients
who have not yet opened it.

To recall a message:

1. Go to your Sent mail folder and double-click to open the message.
2. From the Message Ribbon tab, in the Move section, select the Actions drop-down list.
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3. Select Recall This Message.

';--‘Acti‘onr Unread
Edit Message
( Recall Ihis-‘.Mess,age...j

& Resend This Message...

View in Browser

Qther Actions ’

You can set Outlook to always include the original message when you reply fo it. To include
the original message with all replies:

1. Select the File menu tab to go to Backstage view.

Send / Receive

b 2 Update Folder — i

FCmmad all — Q l

2. Select Options

Support

[ Options

Exit

3. In the Outlook Options dialog box, on the left, select Mail.
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4. Scroll down to the Replies and forwards section and select Include original message
text in the When replying to a message: drop-down list.
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You can change the colour of text that is displayed in replies and forwards. To change quoted
text colour:

1. Select the File menu tab to go to Backstage view.

Send / Receive

2. Select Options.
3. In the Outlook Options dialog box, on the left, select Mail.
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4. Select Stationery and Fonts.
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5. In the Replying or forwarding messages section, select Font.
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6. Inthe Font dialog box, select a different colour under Font colour and click OK.



Eant Fant style Size
+Body n
A Rogular 8 -
+Headingn Ralic -]
Adcbe Devansgerl Bold 10
Agency F8 Baki alc [ysl]
Aldhabl v 12 -
Font goler Wnderfine style: Underline color:
Autcenatic ? Ko Color
Effects
(@] strigetrwough [®] sab caps
[®] poutie striketivough Oy caps
[®] Sugerucripe (@] picden
[W] Sugscript
Preview
Sample Text
Sot A4 Uwtast ( o | Cancel

7. Click OKin the Signatures and Stationery dialog box and again in the Outlook
Options dialog box.

To copy someone in on a message, enfer their email address in the Cc field. Cc stands for
carbon copy.

Message

Paste

Clipboard - B

To

Cc..

Send Subject

You can also use blind carbon copy, or Bcc, to copy someone in on a message; however, with

this method, the other recipients of the email will not see that this person was copied in on the
email thread.

Caution should be used when using the Bcc field. To enable it (it is not normally visible), select
the Options tab and in the Show Fields group, click Bcc.
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When you forward an email in Outlook, it appears as if it is from you rather than the original
sender, and it contains headers. If you would like to send a message to another recipient so
that he or she can easily reply to the original sender, you can redirect it.

To redirect areply:

1. In the message you want to redirect, on fthe Message tab, in the Move group,

select Actions.
G —

: x f— “ ¥ “Rules -
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&’ Delete Archive Reply Reply Fg Y Move % 00 0F
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2. Select Resend This Message.

VidiK  Ldiegyu

L“Actlonse Unread .

Edit Message

@F Resend ThlsMessagej

View in Browser

7 Other Actions ’

3. You will see the message is now ready to resend, and it does not appear as a forward

but instead it looks like the original message. Use the To field to enter the recipient's email
address.

From ¥ tberry@webucator.com

»

( To.. ) webucatortrainer@gmail.com
Send ™ — |

Subject Meeting next week
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Preview and Save an Attachment

In Outlook 2019, you can preview and save aftachments that you receive in email messages.

To preview an attachment:

1. Select the message in your message list.
L Cument Mailbox ~

ASaarth éun!nt Mailbox
ByDatev T

All  Unread

4 Today

 Please review and let me kniow what you think of the-
Ty ey .
Meeting next week 12:05 PM

Please let me know where our meeting Is next week.

4 Last Week

Microsoft Outlook
Microsoft Cutiook Test Message Wed 4/3
Thiz is an email message sent automatically by

2. Inthe Reading Pane, right-click the attachment link.

i 1211 PM
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Sample Files

= 2019 Update Listdoex
@me—)

Please review and let me know what you think of the report.

Thank-You
Pat

3. Click Preview.

Pleas g /
Than o

pat ®* Quick Print
ko Save As

4. A preview of the attachment now appears.
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€& Back to message
Author

Word
? not sure if we use this? - Translate text into a different language

Images - Add visual impact

Images - Add icons and SVGs

Images - Get all the angles with 3D images

Add to Accessibility Section - Accessibility improvements

* Fix accessibility issues with one click

e Cue the audio

* Documents are easier to find and navigate
e View a page at a time, side by side

* Attachments at your fingertips

Excel
Level 2 Adv Function - New functions

e CONCAT
o IFS

T

To save an attachment:

1. With the message displayed in the Reading Pane, right-click on the attachment link.

-Today

g 2919 Update Live ook
-
- -y - & a o)
Sampbe Files 12:11 P ’
Peane sriww mmal et e kner Wit yuu tfini of Uy Preview
Pleat A
Tow oy ey - Than Hpen
Mewtng rwest wesk 1205 W Pat ™ Cuck Pom
Pt e det wie Ionoms witere oGr Meeeng i mont weak u -
Save A
- Last Waek W Save Nl Attachmepss
Microsoft Qutiook a Uplead
Murosutt Outiood Test Message Wed 4/3
This I8 & emaif I08€LIQ 10T autmnarcaily Ty XX Rurnenos Attachmant
Copy
Select M

2. Select Save As.
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o 2019 Update List.docx
E 16 KB

Preview
Pleas |

Than Cpen
Pat = Quick Print

T savens )
Tj Save All A/ttachments,.,f
g Upload »
X Remoye Attachment
| Copy
=1, Select All

3. Inthe Save Aftachment dialog box, navigate to a location to save the document, name
it, and click Save to save the file.

- v 4 = This PC > Desktop * v O Search Deskiog R
Organlze - New folder = o
" A »
v WTiws PC e
» 3D Objects
> wDosktop @ Access
Documents AccessSP Videa
b
+ Downloads v € -

| File name: | 2019 Update List
N— T . e § A8 L T b
Save as type: Microsoft Word Document

~ :
A Hide Folders Tools * | Save l Cancel

In Outlook 2019, you can drag and drop a OneDrive afttachment from an email to your
desktop, and Outlook will download a copy of the attachment files.

To print an email message:

1. Inyour message list, select the message that you want fo print.
2. Select the File menu tab.
3. Select Print

13



Save As

Save as Adobe PDF

.Pﬁnt

Office Account

4. Select Print Options to set opftions.

Printer
Dell B1165nfw Mono MFP

c% Ready b
= Print Options/‘f*
Settings

5. View a preview of the message on the right.

m@gmail.com

From: - Wy S Peeton e
Sent: Wednesday -
To: s @gmail.com
Subject: Meeting next week

Please let me know where our meeting is next week.
Thank-You
-y ey
- -—— ———
A ot .0

"o L L.
. LA B I

6. If necessary, select a printer from the Printer drop-down list.

14



Pri ner

o~

9

3 Adobe PDF

Ready

3 DEL30CDA7335C6F
Offline: 1 document waiting

7. When ready to print, click Print.

Print

pecify how you want the item
1o be printed and then click
Print.

Delete a Message
To delete a message from your message list:

1. Inyour message list, select the message that you want to delete.
2. From the Home tab, in the Delete group, select Delete.

s [l [nglgnore
&

New New
Email Items - &J""k’

New

ﬁfa Clean Up

Delete /Archive

Configure AutoArchive Settings

You can configure AutoArchive seftings in Outlook to delete or archive messages to your
archive data file. To do so:

15



1. Select the File tab, and then select Options.
2. From the Outlook Options dialog box, select Advanced.

General

Mail

Calendar

People

Tasks

Search

Language

Ease of Access
Adnced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

3. Under AutoArchive, select AutoArchive Settings.

AutoArchive
= ) y— —
Reduce mailbox size by deleting or moving old [ : ) )
items to an archive data file. k Archive Settmgsi}/)

4. Configure AutoArchive settings and click OK twice to save the settings.

|
| CIRun AutoArchive svery 14 2

Prampt belore AutoArchive runs

Delete axpired items (amail folders only)
Archive or delete old items
Show archive folder in folder Jist
Default folder settings for archiving
lemn out iten f=t I ‘ﬁ = 'Mﬂff\b
Move old items to:
CAUsers\Tracy Work\DocumentsiOutiog Arowes
Permanently delete old items
Apply thirse sestings to all foldies now
To specify different archive settings for any folder, right-click on

the folder and choose Properties, then go to the AutoArchive
tab.
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You can organise your email using the Junk E-mail options. To access them,
the Home tab, in the Delete group, select Junk.

Select Junk E-mail Options and configure options to manage your junk emaiil.

Junk Email Options

Options  Safe Senders  Safe Recipients Blocked Senders  International

~@ Outlook can move messages that appear to be junk email into a special Junk
Emall folder,
Choose the level of junk email protection you want:

(®) No Automatic Filtering. Maii from blocked senders is still moved to the
Junk Email folder.

(O Low: Move the most obvious junk email to the Junk Email folder.

() High: Most junk emaii is caught, but some regular mail may be caught as
well. Check your Junk Email folder often

() Safe Lists Only: Only mail from pecple or domains on your Safe Senders
List or Safe Recipients List will be delivered to your Inbox,

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

Email folder
Disable links and other functionality in phishing messages. (recommended)
Warn me about suspicious domain names in emall addresses

recommendecd)

o R

You can also use the Clutter feature to manage your email messages.

from

The Clutter feature allows you to move low-priority emails to a folder named Clutter, so you
can easily view more important messages.

This feature analyses your past behaviour with your emails and moves messages that it deems
lower priority to the folder. You can send emails to the Clutter folder by right-clicking the email
and selecting Move > Move to Clutter.

You can save Outflook 2019 messages in alternate formats.

1.

While in the message, select the File tab, and then select Save As.

2. The Save As dialog box opens.
3. Select alocation to save the file and specify a name of the file in the File name text box.

17



A > ThsPC » Documents * v ) Search Document L
Organize * New lolder .
8 This PC xog
2 3D Objects Adobe
= Desktop Camtasia Studio
 Doctinients Custom Office Templates
Dell Downloads
& Downloads
Fragmenss
J Music History v
& Pictures v < ' >
Filo name: | AISINTESY

Save as type DUTIook Massage Format - Unicode

A Hcln Foldens Tooks v Save Cancel

4. From the Save as type drop-down list, select a file type, such as HTML.

Fia name:  Meeting next week
Save as type: _g_q:@ggk Message Format - Unicode

Text Only
Outlook Template
Qutlook Message Format

e Folders - .
HTMLE
“hFoldare MHT files

5. Click Save to save the message file.

File name: Meeting next week
Save as type: HTML

ide Folders Tools ~ "\ | Save ) Cancel

You can delegate access to your account so that others can log in and perform various
actions. A Microsoft Exchange Server account is required to do this.

To delegate access to your account:
1. Select the File menu tab and from the Info tab, select Account Settings.

Account Information

Wl com
PONEMTP
9 AddAccant
° Account Settings

bvv;- wnttiongy fuar $hin scciusd or ek up more Sonmsctions.

Accoum &Gt e Outioos aig for iPane, Pl Andtod o Windows 10 Mobile
Settings

2. From the drop-down list, select Delegate Access.

18



3. Click Add and type the name of the person you want to designate as your delegate (this
must be a person in your organization's Exchange Global Address List (GAL).

4. Click Add, and then click OK.

5. In the Delegate Permissions dialog box, you can accept the default permission settings
or alternately, you can select custom access levels for Exchange folders.

Customise the Navigation Pane
You can customise the Navigation Pane in Outlook to suit your needs.

1. To change the size of the Navigation Pane, hover your cursor over its right edge until it
turns into a double arrow and then click and drag.

Drag Your Favorite Foiders Here < Se:
4 s s @gmail.com
Inbox
Drafts

Sent ltems

Deleted ltems
Junk Email
Outbox

RSS Feeds

Search Folders

2. At the bottom of your Outlook window, click the three dots and select Navigation
Options.

W Notes
! Folders

= ] Py @ Shortcuts

3. Use the Navigation Options dialog box to change what is displayed at the bottom of the
pane; you can change the order and amount of options that are displayed.

AN
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| Maximum number of visible items: >
[~ Compact Navigation

| Display in this order

| Mail Move Up

| Calendar

| |People Move Dawn
Tasks

| Notes

| Folders

| Shortcuts

| [ ] | e

4. Check the Compact Navigation check box to display the options with icons instead of
words, thus saving space in your Outlook view.

= E & 4 e

SECTION 2 - THE CALENDAR

You can set the Outlook calendar to a view that suits your needs.
To change the Outlook Calendar View:

1. If not already in your Calendar, select Calendar in the Navigation Pane.

PLFEAT JEIRIFY AFIED IATIE FIEASYE IE)

Mail People Tasks -

2. While in your Outlook Calendar, on the Calendar Ribbon Home tab, locate
the Arrange group.

Te & EEOEEEE D D

New New  NewSkype Today Next? Day Work Week Month Schedule  Open  Calendar
lent Meeting Rems - Meeting Days Wesk View Calendar ~ Groups ~

New Skype Meeting Go To T * Manage Calencan

3. Select one of the following opfions: Day, Work Week, Week, Month, or Schedule View.

The view of each group is as follows:
1. Day: Displays the currently selected day only.
2. Work Week: Displays Monday-Friday.
3. Week: Displays Sunday-Saturday.
4. Month: Displays the current month. You can use the drop-down list to specify the level of
detail displayed.

20



5. Schedule View: Displays multiple calendars in one view, making it easy for you to see
others' availability and schedule meetings accordingly.

Set Up Availability Status

By default, your working hours in Outlook are set 1o 8:00 AM to 5:00 PM., Monday through Friday.
However, you can change these fimes.

To change your workday times:

Go to the Backstage View in Outlook by selecting the File menu.

Select Options.

Select Calendar.

In the Work time section, select the Start time drop-down arrow and select a start fime.
Select the End time drop-down arrow and select an end time.

To save your changes, click OK.

These changes will now be reflected in your calendar.

Noohr~owd -~

Change the Calendar's Time Zone
You can change your calendar's time zone fo suit your needs.

To change the calendar's time zone:
1. Go to the Backstage View in Outlook by selecting the File menu.
2. Select Options.
3. Select Calendar.
4. In the Time zones section, enter a name for the fime zone in the Label text box.

Tirmwe sonies
‘W
7| Show a secong time zone
Label

Timezone  [(UTC-12:00) Intermationst Dete Lime Weet

5. From the Time zone drop-down list, select a fime zone.

Time zones
E-’"- Label: |London
3
Timezone: |(UTC-05 (US & Canada) [~]
U Tal TTTE N
Showa s (UTC) Dublin, Edinburgh, Lisbon, London

(UTC) Monrovia, Reykjavik

Label: (UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna
Time zon| (UTC+01:00) Belgrade, Bratislava, Budapest, Ljubljana, Prague 3
(UTC+01:00) Brussels, Copenhagen, Madrid, Paris
(UTC+01:00) Sarajeva, Skopje, Warsaw, Zagreb

T T e (UTC+01:00) West Central Africa H #
6. Click OK to save the time zone.

Swap Time
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Local Weather Forecast

One of the new features that was infroduced as of Outlook 2016 is that the calendar displays
a three-day forecast.

MRS T e Tod 4. Tomorrow Monday
&y | J ay
November 2018 Washington, DC. - P AE/IBE S 40°F/46°F

To change the forecast location, click the arrow next to the city, and type the name of a place
in the Add Location field.

Print Your Schedule
To print your Outlook schedule:
1. In Calendar view, select the File menu to go to the Backstage view.

2. Select Print.
3. Under Settings, select a view to print.

Settings
Daily Style

Weekly Agenda Style
Weekly Calendar Style

Manthly Style

Tri-fold Style

L= Calendar Details Style

To preview each view, click it and observe the preview window on the right.

4. Once the view is selected, select a printer from the Printer drop-down list, if necessary.
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Printer

/ HP Deskjet 1050 J410 series
Offline

E.E',g Print Options

5. When ready tfo print, click Print.

Share Your Calendar

If you have Microsoft Exchange or Office 365, you can easily share your calendar with others.
To do so, select Share Calendar from the Share group, enter the person's email address, and
click Send.

You can also share your calendar via emaiil.

1. In Calendar view, from the Share group, select E-mail Calendar.

TR

Share Publish Calendar
Calendar|Calendar Online = Permissions

)

2. Inthe Send a Calendar via E-mail dialog box, set options and click OK.
Send a Calendar via Email > 4

Speaty the calendar information you want to incdude,

Calendar: | Calendar (This computer only) ~|
Date Range: | foqay v|
Mon 11712208
DN Availability only
Time will be shown as “Free,” "Busy,” Tentative,”
“Working Elsewhere,” or "Out of Office” A

[[] Show time within my working hours only  Set working hours
Advanced: Show >> |

e

3. Enter an address in the To field and click Send to send the emaiil.

Schedule a Meeting
To schedule an Outlook meeting:

1. In Calendar view, from the Calendar Ribbon, on the Home tab, in the New group,
select New Meeting.
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Mew
Appointrmenf

2. Inthe To field, enter the invitees' email addresses.

Untitied - Masting

) Tl mawhat you want 1o do

> ™= O B Ei T [EE :';"@ é:: Dshowic Wiy - 4% r;@ !:':::“Wﬂlm

. Bscunencs Time
Zones

Dekbs Coppbably (. Mppomiment Schedubng  Mesting | Cancel Addee Chack Repoms 8 pningen 11 miniees

Calbedar Mobm  bnwitation  Book  Mames Optiora - # Law mparlancs

ations Shaw Meeing.. attersiees Cutiarm s -
0 Pau havertt aenk this mesting imvisstion vl
From™ | margesdudge puaion
: | o | [l e |
Send et 1}

Lacation -
Sard ime | Fri 1LSE000 B eooam | [7] 1 oy st

trabme [P T1ANENE 7] |emam

3. Press Tab on your keyboard to move to the Subject field.
4. Enter a meeting subject, and press Tab to move fo the Location field.

Hew clant debnef mesing - Mesting

Format Ted Arewes -:u: Tell ma what you want 1o do

X 2= B0 E B RS % o] Do ey O G !:I-::nwﬂm

- Facumerea Time
o Lot Impesriarea

Dulbe Copy b by =% Appanimenl hedulng  Wesing  Cancel Addoos Check Bmpome Reminden |13 minubes
Cabmdar fobm  iwitabion Book  BWamo Optam - Tonm
Atipng Shaw Heeting.. atferdees Catiare [ Tags -
ﬂl’qu haren'l aent this merting irvitation yel.
From™ | reargeesud ped greai g
"Ml et Thover (HUTE BUTE rsting I 1
Lacatien | -
Start time | Fri VLSRR 5] | e s | ] 1 chay avere
End time Fri 1150018 r‘ B -
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7.
8.

9.

Enter a location for the meeting. If you are using Outlook associated with Exchange
server, you can use the Room Finder feature to locate a room, by selecting Room

Finder in the Options group of the Meeting tab.
Set a start fime using the Start time day and fime drop-down arrows.

Meaw i debnief maring - Mesbg

= [ i - 1Y i
XPoaElE B REHLD B O G =
Dulbe Copy b by =% Appanimenl Schedubng  Wesing  Cancel Addees Check Bmpame [ P ——— 1L d buagllLotiind

Calmdar fMobm  inwkabion Boak  Wemes Opliam - Tones

Aitiony Sheaw Meriing... Atierdees Cpiiars [ Tags

+ Law mpadaes

ﬂl’uu harren'l ent this mesting irtation yel.
Frem™ | g udped peai oo

fa.. ot eiblEanslon

Send

Sulpet Py chent clan il merting
Lacation | Marguis's atfie
star b P L LSE0E O TN a1 iy e

Endliee  |Fa 1101 i

Set a meeting end fime using the End time day and time drop-down arrows.
If desired, enter a message in the body of the invitation.

HNew clmnt debnel mesting - Meshing

ol me what you want 1o do

x '* | D E_ Ei ';'-'\ E :-F.-E_' é.\: Bsmrc by ’ O r"{ !:I::"Wﬂlnm

Duleta Copybabdy ¢ . i Scheduling  Mesti Cancel  Addemn Check Bmpame ra . Fscumencs Time
i, - Appainimant L] Nw:! Reminden |13 minubes & Law Impadancs

Calndar Inwtation Boak Hames Optiom - Zones
Aions Shaw Herling.. Afiendees Cwtiarg n LB

3 Fau haverrt dent this mesting imistion yrl.
Flom ¥ PRI L D el e

fa. | |mldaelRlEansion

Send

Suljedd Pl chierd debie mothing
Lacstien | Msgaucs atie
Slar Hwer | P DLSU0NR m S0 AR w| ] sl dsy menk
Erd e Fri 11 vama '—I o0 AR -

i Margaral,

Blease Bring the new Sen materials | wnt yesterday.

Tharks,
Margaud

If the meefing is a recurring meeting, from the Meeting tab of the meefing,

select Recurrence in the Options group.
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o -
- @r\ﬁ m G( F71 Address Book 2 Wy
Meeting

1o My IS Schedulin Sty Pk &5 Check Names =

o B (= pe Al 1 15 manutes - Time Zones
alendar Meeting Notes Jnvitation &) Response Options - 8

\tions Show Skype Meeting Meeting Notes Atendees e

10. Configure the options in the Appointment Recurrence dialog box and click OK.

Appeintment Recumrence xX
Appointment time
Start B30 am -
Ent 10:00 AM v
Durstions | 30 minwates [w
Recurrence pattemn
O paiy Reour every 1 weekis] om
@ weety ) sundwy Clssondey [ Tussday [ Wednesduy
O Montewy Clmusdsy  [Fenday [Dsaturday
O rearly
Range of recurence
Sttt Fri 11/8/2018 + @ enany Fn 4262013 v
(OEndafter: 25 | Oroumrences
) o ena cute
E Canes) bsmeove Rpisrynes

11. To send the invitation, click Send.

You can use the Scheduling Assistant to view your invitees' calendars while scheduling a
meeting. In the Show group of the Meeting tab, select Scheduling.

Delete Copy to My (= Appointmen
Calendar

Actions

As a new feature of Outlook 2019, you can see who has accepted the meeting invitation,
even if you were not the meeting organiser.

A new feature of Outlook 2019 will enable Outlook to show pop-ups of calendar items as
reminders. To set this:

1. Select the File menu tab, and then click Options.
2. Inthe dialog box, click Advanced on the left.
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I General
Mail
Calendar
People
Tasks
Search
Language

Ease of Access

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

3. Check the Show reminders on top of other windows check box.

Reminders

"B [ Show remjnders

[¥] Play reminder sound:  |reminder.wav Browse...

I Show reminders on top of other windows I

You can schedule resources for your meefings, such as equipment and rooms, in Outlook.

1. While in the meefting invitation, select Scheduling from the Show group.

’r‘ o] Appointment
FF o

[ Scheduing.

opy to My S -
Calendar
Actions _ J

2. Inthe left column, enter the name of the resource.
3. In the second column, click the drop-down arrow and select the green house icon to
indicate the resource.

B
B, | | All Attendees |
© | | Margaux Judge <miudgel
& | Margaret West (mwest@e
[] g [ = Broaux's Office
& Required Attendee d a name
£ Optional Attendee

¢ Resource (Room or Equipment),

You can set a priority for a calendar item much like you do for email messages, to allow
recipients to categorise meetings.
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To set a priority for a meeting:

1. While in the new invitation, select an item in the Tags group of the Meeting tab of the

Ribbon. Choose from Private, High Importance, or Low Importance.

Private
I' High Impartance
o Low Importance

1 Tags

You can schedule a meeting from an email message.

1. Open the message.
2. From the Respond group of the Message tab, select Meeting.

Q Tell me what you want to do...

r'llmlgm:l're x @ @ 99 2 Meeting

#@Junk' Delete  Reply R;Tlly Forward EEMore'

3. Enter the meeting information, date and start and end times, and add recipients if need
be. The original message appears in your meeting invitation.

fhentry buet  Fm,

X A= HHE B X

Dekte CopytoMy 1y . Bppoeinmnd Schukibrg . Mesting  Carcel Adkdinss| Check Respursie

:
il 3 ) Zown Wim - O £ &0

=1 Hgh Impotance

x

Hezurence Tirrw
Reinden 13 rmionres o
Calertiler Notes Iraatation Boek  Mames Optieens - Zotm & lowimpotene
Adigns Show Meeting fates M1 ey Qptivas . o -
0 rau haen | ere hes masting Irnation yel
LT A LU TR I A TR )
"
fa BANAAM MOIC A DM INIONE DRALS0
5ot | syt Miting imestions
e Toe 117202018 1 noowm w | L] ity snere
frdtew  Tue NIOERME 7 s -

Frome Margaux iudge <margaagudge@gmal com>
Sent: Tuwsday, Novessber 15, 2038 10038 aM

To: Morgaus Judge <margausjudge fgmall coms
Subject: Musteg invtations

The following = » lut of people who should be Invited to the meeting:
~Saly Semith

-Raj Shah

~Mike Foed

4. Click Send to send the meeting invitation.
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You may have the need to make updates to meeting invitations that you have sent

1. In Calendar view, locate the meeting on your Calendar.

SUNDRY MONDAY

TUESORY THURSDAY ALY saTmpay
=) i 1 5

2. Double-click it to select it.

3. Make any changes you need to make, including changing the time or date of the
meeting.

= e e e 04 za) 28 E IO B Proeste
B M B iy El “ 3 P & Dooss Mo L W A perants
Cancel Copytoy () « Misiing | | Comtact Adkoas Chach: Respome | 3 mermioder 15 mmes ~ Rbsisranss: Tima 5
Mesting Calerar  Tacking = Wates Atisndess Bagk Names Optioms Zomws & Lowlmpotnce
Lelll e Mertng Note: Atteodees Optrons. Tegr -
bown resensi o0 s reting

© vt e

norgrmhdyeCanNl an

Matavan 10102 = eI R DYLGN:
Mexting atatiom

From: Margeux iudge <TRRRaudReEnTE S0 PM
Senit: Tuwscay, Pireweibar 15, 2033 10:36 AM

Yo: Morgaus Judge <manius|idee ERmall o>
Subject: Mustig inwtations

The follawing 1= bt of peaple who shoud be Invited to the meeting:
~Sally Svith.

“Raj Shah
“Miks Roed

4. When the changes are complete, click Send Updates in the message header to send the
updates to the meeting participants.

% @

m e O W Y S Dormsc Wowm - ) Preste
v F schetiting 2 s ! Hh Impotance
Cancel Copylo Wy () Mesing  Comtaet Addiwss Chuck Respome 5 nerinder 13 mtes + Abtsernce Time
Mestirg Calerdar + |# Tacking = Meler  Atiandens~ Bock Names Options - Zorws & Lowinpotnce
stnm Sow  Mertng Nets: Atteodees

Tur 1132010

aptiony v gt -
et ok bk o 194 g

o |1 st e gansi con:

et Mextng metatiam

Tus 1171322018

Erom: Margex udge <TRIAMaudRe Sansl Lo oM !
Sent: Tunsday, Nowwrkal 15, 2033 1035 AM

To: Morgaus Judge <moniaus|udae Exmall som>

Subject: Mustag invtations

It of peogl

-
~Say Smith

“Baj Shab

-Miks Ropd
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You can add participants to meeting invitations by opening the invitation and adding more
addresses to the To field, and then clicking Send Update.

Fin fhustnz - Frweat Tt e mow take Y T
r T apperment : A M &%
(e BN W FIR LD Beemnm - O
EX J 13 Schadutng © s E ) Hghimpotance
Cancel Copyto My () o i Mestng Comteet  Address Chack Respome Rerinder 15 mnutes  « Hesurenze Time
Masting  Caerdat i Tacking = Mates  Attendess~ Bock Names Optioms - Zares @ Lowimpotnce
et Shiow Meetng Nots: Atteodees Qptions ¥ g -

) Mo rorpenser have bres recened ter (e mesting

aat tive [ Tur 1135010 I nseam w| [ 4k itay eoemt

s tees | Tue 117122018 0 resoam -

Erom: Margeux iudge <maiaresudre @l o>
Sent: Tuesday, Navessber 15, 2038 10035 AM

Fo: Morgaun Judge <moigaus idae Sgmpl| soem>
Subject: Musteg invtations

The following = » Ist of people who shoud be imvited to the meeting:
-Saty Smith

“Raj Shah

~Mike foed

To cancel a scheduled meeting:

1. In Calendar view, locate the meeting on your Calendar.
2. Double-click it fo select it.
3. From the Actions group on Meeting fab of the Message Ribbon, click Cancel Meeting.

Meeting Insert Format Text Review

B = B

FZ Scheduling

Cancel | Copy to My 9} o | m ] Skype
Meeting| Calendar 1% Tracking ~ Meeting
Show Skype Mee...

4. In the message header, click Send Cancellation.

o The cancellation has not been sent for this meeting. Click Send Canceliation to update meeting attendees,

_l l From ¥ margaurjudge® gmail.com

S — a3

o I To.. Margaux Judge <margauxjudge@amall.com>

Cancellation | Subject Meeting invitations
Location |
Starttime  Tue 11/13/2018 5 | 11:00AM w| [] All day event
Endtime  Tue 11/13/2018 I [130am v

5. The cancellation message will be sent to attendees, and the meeting will be removed
from your Calendar.

If a colleague sends you a meeting invitation, you will need to reply to the invitation.
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To reply to a meeting invitation:

1. Double-click the invitation in your Inbox to open it.
2. In the Respond group on the Meeting fab of the Ribbon, choose whether to accept,
tentatively select, decline, or propose a new time.

2 Tell me what you want to do.
v ? X 1~
. S0 €

Accept Tentative Decline Propose Respond

= = = [ew Time = =
Respond

3. To accept, click Accept, and then select Send the Response Now to send your response
to the meeting organiser.

V?x*-)»@@é

Accept Tentative Decline Propose Respo
= = *  NewTime~ o

Edit the Response before Sending
! Send the Response Now

[15]]

Do Mot Send a Response

4. The meeting now appears on your Calendar.

You can use your Outlook Calendar to schedule an appointment, which does not involve
inviting otfhers, but will block out the time on your Outlook Calendar so those viewing your
Calendar will see that you are busy af that time.

To schedule an appointment in Outlook:

1. In Calendar view, from the Home tab, in the New group, select New Items, and
then Appointment.

J MO TU WE [ Meeting

i 26 27 28 Contact
2 3 4 .

v Task
9 10 11

i 18 17 13

i
; All Day Event
?
i

) 23 24 325 More Items 3
30 @ Skype Meeting

2. Enter the appointment's subject in the Subject field.
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»w

oo

7.

|,_'_":" > "* [ Calarar F EI :& Hshomts Weuy - ¥ >§j‘l Lz

fve & Debota Comy b My Appritmant Ghiiing bess It Rasarres T J L
mn & Deieta Copy £ Farward = o mite Smine . Recumnca Time
Clasn Cataicar 0 = mt:! Aptar e Reinten |13 minisey Zonm | ¥ Low mprianc
Adion: Shaw Mting Fater  Sibendes; Dt "= s -

et | Daars mpamtemi ]
- |
Starttime | 1 ARE0IR =g ] | [ a1 cy et

Endbme  |Fn11AAE0E I [ wmam

Press Tab on the keyboard and enter the appointment's location in the Location field.
Set a start fime using the Start time day and fime drop-down arrows.

Start time |Fri 11/16/2018 - |:| All day event

Endtime | Fri 11/16/2018
R

Set an end time using the End time day and fime drop-down arrows.
Click Save & Close in the Actions group on the appointment tab of the Ribbon.

Appointment Insert Format Text Review Help Q

Save & |Delete Copy to My £, Forward ~ Appointment Scheduling ~ Meeting Ir
Close Calendar Notes Aty
— Actions Show Meeting Notes  Atty
Subject Doqqr‘s appqmtment

Location Dv: Vl.'ockrlrian'i'oﬂkre

Stattime | Fri 11/16/2018 12:00 PM v| [] angay event

Endtime | Fri11/16/2018 1:00 PM -

The appointment now appears on your Calendar.

You can also make updates to scheduled appointments in Outlook.

1.
2.
3

Double-click the item on your Calendar to open it.

Make any changes necessary, to the subject, location, or date and fime.

When the changes are complete, click Save & Closein the Actions group on
the Appointment tab of the Ribbon.
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File Appointment

@ x !EE = Appointment ‘i [
i S Scheduling
Save 8| Delete Copy to My (= Skype
Close Calendar Meeting
Actions Show Skype Meeting
Subject | Daoctor's appointment
Location |Dr. Lockhardt's office

4. The changes to the appointment will now be reflected on your Calendar.

If you frequently invite the same people to meetings, you can create a Calendar group in
Outlook to easily view their calendars.

To create a calendar group:

1. While in Calendar view, on the Home tab of the Ribbon, in the Manage Calendars group,
select Calendar Groups.

Send / Receive Folder

New New  NewSkype Today Net7  Day ork M Month Schedule Open | Calendar
nent Meeting ftems = Meeting Days Week View Calendar | Groups ~
New Skype Meeting GoTo n Arrange n

2. From the drop-down list, select Create New Calendar Group.

=8 [

A T LB S
Calendar  E-mail Share Publish Calendar
Groups= | Calendar Calendar Online » Permissions
| Create New Calendar Group
| Create a new calendar group in the
| Folder Pane.

1 Save as New Calendar Group

Saves the currently displayed calendars as
a new calendar group in the Folder Pane.

3. Type aname for the group in the Create New Calendar Group dialog box and click OK.

4. Inthe Address Book section, choose the address book or contact list from which you want
to choose Calendar group members.

[} Addrecs Book: Cortacts (This computes only)

o o x

File Edit Took

Search: (®) Mame onty (0 Mare coumns | Address Baok

50 | |contocs mis computer onty) - margaumjue | Advanced Fina

N .1

& Margaret Wilkans mpudgel

& Qv Prallips ciniaph

& Faj Snaky rahah@

& sam Wizon Sem Wlls
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5. Type a name to search in the Search text box.

[ Address Book: Contacts (This computer only)

- [m] x
File Edit Tools
Search: (@) Mame only () More columns | Address Book.
:hlﬂ G0 || contacts mhis computer oniy) - «|  avaneed Fing
& 1. Smith jamith&s
& Margaret 'Wilkams mjudge!
& Qe Prillipy i P
& Raj shan Raj Shah

6. Select the name in the list and click Group Members to add the name to the group.

Select Name: Contacts (This computer only)

Search: (®) Narse anly () Moce commni  Address Book

{60 [contas mis computer anh -

wi Agvanced Ting

Email Adaeess

Margaret Wilkares njuoge 1 0I@gmail com myudge 103 gmail.com
= O Frilips Otswia Pisips [olwes oo
& Ry Shah Ray Shah com) N om
- Sam Wition Sam Wikson sam. com

% )

=

- —_—

7. Contfinue adding names until the group is complete, and then click OK.

Select Name: Contacts (This computer only)

<

x
Search: (@) Hamse anly () Mose columni  Address Book
-6:0, | comtants s Aer only - v A fing

| Name Olsplog Name Emai Addeess |
A ) Smth 1. Snth (smith® example comy Jswtn@esamplecom

- Margaset Wilkare: njucge 3@ gmail com mpudge 1038 gmail.com

& Olwea Prullips Otrnia Philips [olwea. phithps S exam.. cima philips Sesampte com
| Sam Witson

Sam Wikon amwEsonSemple.... samwilsong eample, com

>

Cancel

8. The group now appears in the Calendar Navigation Pane, and you can view the group
members' calendars alongside yours.
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- — - — e — & Search Pozpls
i o et g8 el 3 k by - = W 5 Adoress Book
New New New Tolsy Net7 Duy Wl Wesk Moath Schadile  Opm  Coimde ol Fubbsh
Agpoittivet Mesfing * bens - Doy Wiesh WView  Calwndor * Groups®  Calendnr Grlne
Thow GolTu . Aerange “ Mansge Colintars Shars Ll
PR —T Tod T P Thude
o Ly Tomotow  ¢P Thus
S0 T e 3 ¢ » November 12 - 16, 2018 Wehington, 0.+ <F L ¥ OO P Gerraer
s Mo Vo2
¢ 58T VYW Cabnas [This computer onty) * Lk, B oudostorupd. X * gl P auMnctbea. X
O - ST wou THE ] wen e M WoN WD THU PR mos iRl woo  nu e
s b (PR | RS TR | T { 1213 W s % (P INE - T T S TR

) ASC Coep. Prajec

¢! A8C Coep Project
[ K Smith GrumiihDesamps... 12
(] mjontge 103 B gmad.com

12 B oty 1| 5 .

9. To view the calendars overlaid with your own, to aid scheduling, select the View tab and
from the Arrangement group, click Overlay.

end / Receive Folder View 2 Tell me what you wa

Day Work Week Month Schedule
Week View E‘_L.Wnrking Hours

Arrangement Ta

You can delete any calendars that you have created in Outlook, such as a calendar in a
calendar group, except for your primary calendar.

To delete a calendar:

1. In the My Calendars section of Calendar view, right-click the calendar you want to
delete and select Delete Calendar.

18 19 20 21 22 23 24
25| R New Calendar
Hide This Calendar

QOverlay
SU| 4
L

Color 3
I Rename Calendar
9 Copy Calendar
16 i Ca dar
21" x _EEEEEEI |
301 f
LI1AL » Move Down b
4[4 Al

Properties... =

e S —
mijudge 103 @gmail.com
Raj Shah (r.shah@examp...
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2. If youreceive a confirmation dialog box, click Yes to confirm the deletion.

Forward an Item

1. Open the calendar item.
2. From the Respond group of the Meeting tab, select Respond.

X v ? X 53

Delete  Accept Tentative Decline  Propose | Respond
2 S __ MNewTime

Q Tell me what you want te do,

3. Select Forward.

e B @

Respond Meeting Calend;

- Motes
£ Reply i
(R Reply Al !
] Forward|

(@7 Forward as Attachment

4. Enter the To information and click Send.

0 When you forward this meeting, 2 meeting forward notification will be sent to the organizer.

- '
I’ From « mjudgel03@ gmail.com
| -
L To.. | |l
Send
Eobisst AL Deaiact bl o
I | .1 .. - L2
Location Margaux's office
When Thursday, December 03, 2015 3:00 PM-3:30 PM

You can work with calendar items and customize your calendar.
Add Colour to Your Calendar

1. In Calendar view, select an item.
2. Select the View tab and in the Colour group, click Colour.

' Tell me what you want to do...

E'é. Time Scale -
lﬁ Overlay

flonth Schedule
- F Working Hours

rangement

3. Select a colour to apply.
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e
Cokit  Daity Tazk

Automals

Set Item Importance

To set importance to a calendar item, within Calendar view, select the item and on
the Calendar Tools Meeting tab, from the Tags group, select Private, Low Importance, or High
Importance.

Calendar - margauwgudge@verizon.net - Outiook

/ Tell me what you want to do.

X O n I Private

%2 Show As. I Busy

toct  Track R C at“. ! High Importance
e ot . « Recurrence eqorize

EOTEE Reminder: 15 minutes 2 B Low bnporence
23 COptions N

Configure a Reminder

1. Select the calendar item.
2. On the Calendar Tools Meeting tab, from the Options group, select Reminder.

Calendar - margauxjudged

@ Tell me what you want to do...

g] ; & Show As: M Busy - O

<« 7
Contact  Tracking Reminder |15 minutes - | [jecurrence
tendees ~

3. Select a time before the item occurs to be reminded.

Mone -

0 minutes

Decem ber 5 minutes

10 minutes
DAY 115 minutes
1 30 minutes

1 hour

2 hours

3 hours

4 hours

5 hours

1. Make sure you are in Calendar view.
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2. Enter asearch term in the upper-right Search Calendar dialog box, and then press Enter.

. e
Tags
Today
GOYETT Search Calendar [Ctrl=E) P |
WEDNESDAY FRIDAY SATURDAY
2 4 5

3. Calendaritems that meet the criteria are returned.

Mimimize the Folder Pane . =

Do susscr LOCANON START - oo RECURRENCE PATTER!
48 "

Thu 11152018 1100 AM  Thu 11452018 11:30 AM

You can use Microsoft OneNote to take and share meeting notes.

To share meeting notes:

1. From within the meeftfing item, on the Meeting fab, in the Meeting Notes group,
click Meeting Notes.

m Insert Farmat Text

Appointment
2 = e
ES Scheduling
slete Copy to My 9.) - Meeting
Calendar Notes

Actions Show Meeting Notes

2. Open shared meeting notes or take your own.

Mesting Mates *
El Share notes with the meeting
@‘ Take notes on your own

CLOSE

3. Select a OneNote location and click OK.

S Lvcoten in Dreblote x

VT B £3P0 0T R UL DU ENE € MTROE 3 & e Bage Wl Be aere

P

| et packs

- Uk Nows Tian butes
[] (bbb vm phone bae sl . Dlirgm s Hhwwtnst s (b

| N Noiebocey
" n [P r—

W Y G ot

8}

e o4 rew Jege ke
PAALE i e o D b te s g
[ o
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4. Enter your meeting notes.
@~ Margaux's Notebook ~ [§

Project kickoff meeting

Sunday, May 1%, 2013 950 MM

Meeting Date: 11/15/2018 10:00 AM
Location: My office
Link to Outiook Item: click Aere
Participants (Collapse)
$7 Margaux Judge (Meeting Organizer)
#1 mjudge103@gmail.com

Notes

Jane will send the invitation.

5. From within OneNote, select the File tab and in the Info section, click Settings and
select Share or Move.

Notebook Information

Margaux's Notebook

itp: live. i 161ASADAF7SISDAS R 1326ids docu..
& le to thiz notebook View Notebook
e
® s
=
= ome

6. Enter email information of those who you want to share the notes with, a personal
message if you desire, and click Share.

Create and Add Calendars
You can create a separate calendar in Outlook.

1. While in Calendar view, from the Home tab, in the Manage Calendars group,
select Open Calendar.

FE@:

New Skype Today Natt 7 Day Work W A'
ent Meetmg hems' Meeting Days Week ]
New Skype Meeting Go To ) Anrange

2. From the drop-down list, select Create New Blank Calendar.
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[
1=1 Ue
E-mail  Share

Calendar Calenc
% From Address Book...

e

Eu_"i From Room List...

Era From Internet...

- F Open Shared Calendar...

3. Enter a name for the calendar and click OK.

| catendar tems

S_G_M where to place the folder:
v 53 margauxudge@gmail.com

~
47 mbox (21793 |
> W [Gemail]

U Accenture 5
&7 Contacts (This computer only)
W Dratts

1 Job Searching 22

¥, Joumnal [This computer anty)
T Notes (This computer anty)
14 Outbox ¥

[l

4. The calendar is now listed in and can be selected and viewed from the My
Calendars section.

4 [m] My Calendars

CGalendar (This compu... ..
[ | Calendar (This comput... -
||'|_| Margaux Personal (This co...|]

Add, Delete, Import, and Print a Contact

Adding a contact in Outlookis done in the Contacts area, which is accessible from the Outlook
Navigation Pane.

To add a contact:

1. Access the Contacts area by selecting People (Contacts in  Outlook 2010) in the
Navigation Pane.

Mail CalendarfEeople )Tasks -+

2. On the Home tab of the Contacts Ribbon, in the New group, select New Contact.
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& o

New Contact New
' @ Ttems ~

In the Contact dialogue box that is displayed, enter the contact's name in the Full
Name field, and press Tab.

3.

4. Enter other contact details, as desired, and press Tab to move through the fields.

To use this contact fo create email messages to the person, be sure to enter his or her

email address in the E-mail field in the Internet section.
To add an image, click the person icon, in the Add Contact dialog box locate the

contact image file, and click Open to add it.

7. To add a tag to the contact, from the Contact tab, select an opftion in the Tags group.

>

Follow Private
Up~
Tags
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8. When you have finished entering the information, select Save & Close from

the Actions group of the Contact tab in the Ribbon.

To delete a contact:

1. In the Contacts areaq, select the contact to delete.
2. From the Home tab, in the Delete group, click Delete.

Send f Receive

e &%

New MNew Contact
Contact  Group  Items~

Mew

_Delete |

To import a contact:

1. Select theFilemenu and clickOpen & Export (Importin
select File and Import and Export).

2. Select Import/Export.

Import/Export
2

Impaort/Export

Import or export files and settings.

3. Select Import a VCARD file and click Next.

Import and Export Wizard

Choosze an action to pesform:
Export RSS Feeds to an OPML file

Import an iCalendar (ics) or vCalendar file [vas)
tmpodt from another program os file

Impaort RSS Feeds from an OPKIL file

Import RSS Feeds from the Common Feed List

Description
Import & VCARD file to the Contacts folder,

SN

4. Locate the contact and select Open to import it.

To print a contact:

1. Inthe Contacts area, select the contact to print.
2. Right-click the contact and select Quick Print.

Outlook

2010,
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After entering information for your contacts, you may have a need to update your contacts
with new information.

To update an Outlook contact:

1. Ifyou are not already in the Contacts area of Outlook, select People (Contacts in Outlook
2010) in the Navigation Pane.

Mail Calendar Tasks -+

2. Select the contact you want to update by double-clicking it, which launches the

contact's People Card.
13
E Zach Cooper

. H Sam Smith

3. Enter the new information in the relevant field(s).

4. When you are done, click Save (Save & Close from the Actions group of the Contact tab
in the Ribbon in Outlook 2010).

Olivia Phillig

nsert Format Text Review Help ) Tell mewhaty

X 2 5 @ B

=2 B s
ol R Cetifeates 82 CZ] C
sve & |Delete .

OneNote  General Email Meeting More
Close ie ~ Bl AuFields ¢
Actions Show Communicate
[Full Name... | |blma Phillips ]
Company
Job title
File ns Phillips, Oliva -
Intemnet -
E Emait. [ - olivia phillips @example.com
Display as

Olivia Pﬁnlhps {olhna.phillips @ example.com) J Nt

5. The contact information is now updated.

To share a contact:

1. Within the contact, on the Contact tab, in the Actions group, select Forward.

2. Select a contact format.
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TR
2 Cen

. Forward OnelMote General
. EHant

1 :EE As a Business Card

A

In Internet Format (wCard)
EZ‘, Az an Qutlook Contact

3. Amessage containing the contact launches. Fill in the To information, a subject if desired,
and click Send to send it.

ﬂ] rk P Follow Up~ .’

22|
B4 8
I Hghl oo
Br oy W A s Babdress Check Atsth Aftsch Sigrature * OMice
Book Mames  Fles Hem= - ® Lowlmpodance 5400,
& Baic Tt Marser Tdude Tagu B e -
Fiom rajudy il
T [
send
[
Subject Man wright

M. Smith
Team Lesd
[555) 555-1212

To attach a note to a contact:

1. In People view, select the contact to which you want to add the note.
2. Click in the Notes field and type the note.

SAa P Q
Bunnms Petun  Follow Pivete  Zooem
rirplmt o

1 - "
Actians Show Commnone ey gty g Toam

Fubl e 1 St . Semith
svgny esiisg semmbieann
T e L .
irime
ar
[

| > min@enmmeson
L Seeth pen B oarohe card

| | Promct manager on fhe ADC Com. proguct

3. When you are done, click Save & Close from the Actions group of the Contact tab in
the Ribbon.
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You can search for a contact from any area of Outlook.

1.

On the Ribbon of the area you are in, on the Home tab, in the Find group, in the Search
People (Find a Contact in Ouflook 2010) text box, type the contact's name (you can enter
a full or partial name, as well as a company name or an email address).

~earch Peop

@E Address Book
W Filter Email -
Find

A drop-down list of possible choices appears; select the one you want (In Outlook 2010,
the list does not appear; press Enter instead).

PO

Zach Cooper
P Graphic Design Manager

m

sel
de

1 result.

3. The contactis displayed.

-

lZach Cooper
ZC Graghic Design Manager
Acme Company
=2
Contact >

wooperddIBgmail.com

You can sort your contacts in Outlook per your personal specifications.

In the Contacts area, select the View tab from the Contacts Ribbon.
In the Current View group, select View Settings.
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Home Send / Receive Folder View

Ol | F

Change| View | Reset | Message
View = |Settings| View | Preview

Current View

1]
Bl Categories ﬂ Compe

& Location

Arrangem

3. Inthe Advanced View Settings dialog box, select Sort.

4. In the Sort dialog box, select an option under Sort items by, and then

Advanced View Settings: People

Deseription

Columns...

Group By...

[ Fitter... ot

Other Settings...

Format Columns...

Reset Current View

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

Lok [ e

either Ascending or Descending.

5. If you want to further specify your sort

X
[ (@) Ascending -
(O Descending [ Cancel
i — | cearan
{none) [e] '* Ascending
| Descending
Then by
\ {none) | .J Ascending
. Descending
Then by
[none) j Ascending
Descending
Select avallable fields from:
Frequently.used fieids |»

under Then by as needed.

6. When you are done sorting, click OK to save your changes and exit.

Sort X
e [=—
File As v O Ascending
@ Descending | Cancel
Fhenty o | crearan
none) [\o1 '®:Ascending
= Descending
Then by
| Inone) 1\_:[ Ascending
D Descending
Then by
[inone) j Ascending
; Descending
Select availabie fieids from:

Frequently.used fieids

7. Click OK once more to exit the Advanced View Settings dialogue box.
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A Contact Group allows you fo group email addresses together under one name. You can

then send messages to the Contact Group. In previous versions of Outlook, Contact Groups
were known as distribution lists.

To create a Contact Group:

1. In the Contacts area, from the Home tab of the Contacts Ribbon, in the New group,
select New Contact Group.

File Send /
New | New Contact | New

2. In the Contact Group dialog box, in the Name fext box, enter a name for the group.

=

Fie leview
red e faa-] (] B —=a n B
X E e & &l @l W 4
Save & Delete Forward Members Notes Add ' Update = Email Meeting  Categorize Follow Private = Zoo
Close  Group Group ~ Members * M I - Up
Adtiony Show Membery Communicale Tagy Zoom
1
Name  [Project Tean{ |
Thame & 7 E-madl

We didn't find anything to show here.

3. From the Contact Group tab of the Ribbon, in the Members

Contact Group

group, select Add Members.

Insert

Jelete Forward Members Motes
iroup Group ~
wtions Show

Farmat Text

Remove Update
Member MNow

Members

4. From the drop-down list, select From Outlook Contacts.

] o I

o e~ 22 [
Add Remove Update | En
Members = Member Now

22! From Outlook Contacts

E;F,' From Address Book

1 a‘, Mew E-mail Contact

5. To add a member to the group, select the member and click Members.
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Select Members: Contacts (Tha computer only) x

Search: (@) Namse anly () More colummna  Address Book

G0 | | Contacts (Mis computer onk) - margawgui v Advanced Fing

| Name- Otsplay Name Emad Address

mehSerwmple 1om

mpadge 1038 gmail.com

- Margaret Wilkams

njuage 1 2@ gmaiLcom
- Obwa Prltips Otivia Philips [olma.phitlps2eam.. oima phiilips Sesanple com
& Raj Snan Ray Shah fahanBessnplecon AR eample, com
- Sam Wilson Sam Wikkon am. -] samwiliong om
- Inth Cooper Zach Cooper fecooperd8iSgmat c.. 1coopertdSB omut.com

< >

'umumnmmm

6. Confinue until all the members of the group are selected.
7. Click OK.
8. Select Save & Close from the Actions group on the Contact Group tab of the Ribbon.

o Cancel

Rev|

ave & Delete Forward Members Motes
Close | Group Group ~ Members - Mem
Actions Show Membe

MName | Project Team

[Cliname =

J. Smith (jsmith@example.com)

Olivia Phillips [olivia.phillips @example.com]
Raj Shah (r.shah@example.com)

9. The Contact Group now appears in your Contacts area.

Search Contacts [This computer anly) P

ZC  Zach Cooper

ot OP Olivia Phillips

I PT  Project Team

—

To add a contact fo an existing group:

1. Open the contact group.
2. From the Contact Group tab, in the Members group, select Add Members.
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Insert Farmat Text Review
[ ] .. -3 .
X 5 (&% ar 4

elete Forward Members MNotes Remove Update
roup Group = Member Mow

ctions Show Members

3. Select a contact option.

o e
arr e~ B3 L
Add Remove Update Et

Members = Member Now

¢t From Qutlock Contacts

-]

=

i From Address Book

ge | %5

. Mew E-mail Contact

4. Add new contacts and save and close when complete.

To update a contract in a group, open the group, and double click the contact. Then, update
the information and click Save & Close when complete.

To delete a member, single-click the member and from the Members group of the Contact
Group tab, select Remove Member.
H

s P - e —
2 X kTl e s =E W

Save & Delete Forward Members Notes
Close Group Group ~ :

Achons Show

>

Email Meeting Categonze Follow Private  Zoom
: Up~

Communicate Tags Zoom

Mame Project Team

3 Name &
IE 575774 Byahoo.com
(57 Margaur ludge comi

E-mal
J575774@yahoo.com

To add group notes:

1. Open the contact group.
2. From the Show group of the Contact Group tab, select Notes.

ISR | e ¢
X kY & |

Jelete Forward | Members| Motes
jroup Group =

Actions

3. Enter group notes.
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H © O :

File Contact Group Insert Format Text Review

I . o® m 9 Y
EulJ x == B afy Lz

Save & Delete Forward Members  Notes Add Remove Update
Close Group Group~ Members * Member  Mow

Actions Show Members

We need to add two more group members.

4. Select Save & Close.

To delete a contact group:

1. From the Actions group on the Contact Group tab, select Delete Group.

File
¥ .
S EIE

Save 8 Delete Forward = Mermr
Close | Group |Group ~

Actions

2. Click Yes to delete the group.

Your Outlook Address Book is a collection of email addresses from your Outlook folders. If you
are using Outlook with an Exchange Server account, such as at your workplace, your Address
Book will include the Global Address List (GAL).

This is a list of everyone who has an Outlook account on the Exchange Server.

To view different address books:

1. On the Home tab, in the Find group, select Address Book.

EE: Address Book

Find

2. The Address Book: Contacts dialogue box will open.
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() Address Book: Contacts (This compeses only) - ju] b4

File Edt Took
Seanch: (®) Name only () Move columns  Address Book
| Go [cmms [This computer only) - margaunjus « = Advanced find
Name b-sm, Mame EImal Adovess

Margaret Wilkams

F 3 rjucge 103 @gmail com mpadge 103 gmail.com

- Ol Prellips Otivis Phitips lolws.phillg@s S exam.. clivia phtlips Dexample tom
&% Project Team Project Team

& Ry Shah Ray Shah r.shan@example com) T snahEexample.com

- San Wition Sam Wikion amwiiend le.... sar.wiliond be.com
& Zach Cooper Zach Coopes 2cooperstI@omad.c... 0operSE3S gmad.com

3. Select an address book from the Address Book drop-down list to view its addresses.

ns  Address Book

El Contacts [This computeronly]-margauxpha Advi
margauxphillips@agmail.com
Contacts

—— Contacts

Contacts (This computer onlyl
Suggested Contacts
Suggested Contacts

The Mail Merge feature of Outlook allows you to send an email to multiple contacts in such a
way that it will appear to each contact that he or she is the only recipient. You can personalise
the information that you send so that each person is the only one in the To field, and you can
alter the contents of the message to suit each individual.

To perform a Mail Merge:

1. Inthe Contacts areq, select the email's recipients by pressing and holding Ctrl as you click
each contact.

2. From the Contacts Ribbon Home tab, in the Actions group, select Mail Merge.

S X RPN 5 & < @& | WG

en Contact New  Delete  Meeting More Business... Card Phone List ~  Movd - Mail DneNote
Group  Rems~ - = | Memge
New Deiete Communicate Current View Adtion
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3.

4.

o On

8.

Leave the Only

selected contactsradio button selected,

as

well

as New

document under Document file, and under Merge options, from the Merge to: drop-

down list, select E-

mail.

Mail Merge Contaczs X

Cantacty Finfdis to merge

43 nraant Niedds
@) Only \ebected contacts | Cact Palds m e waw
:

Yo fiker contacts uhmh&muwmlamamwm on 1he View tab, point fo Cutrent
View, 3nd then choose 8 command.
Dotument fée

! Browse.,,

Cantact data fde
To save this contact duts l_q !ptun use o ervg!upl specty & fhe name.
I Permanent thie: [ e
Merge options :
Documerd type: | Mergeto: [ Merage sutiect ine:

Form Letters {] mE——

[

In the Message subject line that is displayed, type the subject of the email.

Click OK.

Microsoft Word will open, which is where you will compose your message.

Mail Merge Contacts X
Contacts Fields to merge

) All contadts in current view Al contact fiedds

@ Only selected contacts Contact fields i cunent view

To fiter contacts or to change the columns in the current view, on the View tab, point to Current
View, and then chooss a command,
Document file

®) Rew document
() Existing document: L 3 | I rowsew

Contact data file
To save this contact data loyfuhn use or reference, specity a file name. o
[[] Permanent fite: [ | Browse.

Merge options ~
Document type: Merge to: Message subject line:
Form Letters | Emall | 3 Thank youl

Cor ] cneer

On the Word Ribbon, on the displayed Mailings tab, in the Write & Insert Fields group,
select Greeting Line.

References eview @ Tell mey
[ 4 ' [ -
g BT
==

= : T & Match Fields
Highlight Address] Greeting |Insert Merge

Merge Fields Block || Line Field= L Update Labels
Write & Insert Fields

In the Insert Greeting Line dialog box, if you want to change any greeting options, make

your changes.
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Insert Greeting Line ? X

Greeting fine format:

oear V] mTTE—] -
bur Sl; or Vl-udm ::J
Preview

Here is a preview from your recipient list:

1 b
Dear Zach, ]
Cotrect Probilems
If items in your greeting line are missing or out of order, use Match Fields
{0 identify the correct address el ts from your malng

Mstch Fields...

i

9. Click OK.
10. The Greeting Line now appears in the Word document.

wGreetingLines|

11. Press Enter and type the body and closing of your email message.

«Greetingline»

Thank you so much for your participation on the project.

12. From the Preview Results group on the Mailings tab of the Ribbon, select Preview Results.

Review View '-;-' Tell me what you want to

B B o M 41 L |

] E)Find Recipient
Address Greeting Insert Merge
Black  Line Field ~ [2 Update Labels [ Check for Errars

Write & Insert Fields Preview Results

[5 Rules =

& Match Fields

13. Use the arrows in the Preview Results group to click through a preview of each individual
email.
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' Tell me wh

B L D Rules ~
58 Ou ] —
%0 Match Fields [0 Find Recipient
reeting Insert Merge - Preview £ "
Line Field = [2 Update Labels | \Rasults @' Check for Errors
rite & Insert Fields

P M

Preview Results

Desrenz)

Thank you 5o much far your participation an the praject.

“iargaum Judge

14. From the Finish group on the Mailings tab, select Finish & Merge.

View  Q Tellm

vhat you
D B [ Rules~ & M 41 > M ’TD_)

: B Match Fields [0 Find Recipient
Address Greeting Insert Merge Preview

Finish &
Black  Line Field = [3 Update Labels | |Resylts QCheckfor Errars Merge ~
Write & Insert Fields Preview Results Finish

15. From the drop-down list, select Send E-mail Messages.

=p

Finish 8¢
Merge ~

ED Edit Individual Documents...

Bo Print Documents...

JB-.  Send Email Messages...

16. In the displayed Merge to E-mail dialog box, click OK.

Merge to E-mail ? X

Message options
To:

ETT——— |
Subject line: |Thankyou |

Mail format: |HTML

Send recards

@ an

() Current record

Opom 1

[ ok ] cancel

17. Word sends the email fo each recipient.
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