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Outlook: Communication Management Made Easy

Objective: Learn how to get the most out of the Outlook features available to help you
save time, energy and money by working more efficiently in the program. This session
provides detailed information on many basic and advanced features available.

Assumptions: This seminar is based on the following
Microsoft ® Outlook Version 2003
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Outlook Today

The screen below shows the Outlook Today Window. This is the window that you can
set to be your default start up window when accessing Outlook.

[6] Dutlook Today - Microsoft Dutlook

File Edit Wew Go Tools Actions Help

SpFnd | @ Tvreacontacttofind - | (@) L B Nswg! Qe @B B | & @

=&l

Type a question for help -

e -
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=) ?ﬁSsndIRegeivs -
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Al Folders calendar Wednesday, April 05, 2006 tasks
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L@ Junk E-mail
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messages

Inbox
Sent Ikems

|l quaranting
[ Sent Items
1 Spam
& Tasks
[ search Falders
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Folder Sizes
Data File Management. ..

[ Mail
E Calendar i
- Customize what
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aJ Notes
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This screen has what is referred to as the Navigation Pane. The Navigation Pane
replaced the Outlook Bar from earlier versions of Outlook. This pane provides
centralized navigation and easy access to sharing features. The different panes and
views available through the Navigation Pane are outlined below.

Mail Pane

In the Mail pane, email folders that you frequently use, including Search
Folders, can be added to the Favorite Folders pane and displayed at the
top of the mail pane. Folders in the All Mail Folders pane appear in alpha
order, however those in your Favorite Folders can be arranged as you wish
simply by dragging them.

Al Mal Folders

=) €4% Mailbox - VISIONL
() Deleted Items
L2 Drafts

=}

3 Spam
[ search Folders
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Calendar Pane
[ Calendar
In the Calendar pane, you can view otherpeo p|l eds shared cal
by side with your own calendar, and you can click the Share My Calendar
link to quickly share your own calendar. Note, this feature requires you to
use an Exchange Server.
Contacts Pane
% Contacts
® Address Cards
om0 the Contacts, Tasks, Notes, and Journal panes, you can use the Share
& o comm My | inks to quickly share your folder
& evrammanrin folder. You can also easily switch views by clicking on a different view in
the views display under Current View.
= 2 Mailbox - VISIONL .
i Folder List Pane
I8 Joumal . . . - - -
ke The Folder List pane will display all of your folders including Public Folders.
_j You have the option to display folder sizes and manage your Outlook data
o files.
¥ [ Search Folders
# (5 Public Folders
o ok
“Eeiee.  Shortcuts Pane
The Shortcuts pane contains links to Outlook Today and Outlook Update.
You can add shortcuts to Excel and Word files, as well as to other folders.
This is done by clicking on the Add New Shortcut and selecting the
appropriate item, or by opening Windows Explorer and dragging a file or
folder to either My Shortcuts or Other Shortcuts.
May, 2007 6
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Customizing the Navigation Pane

The Navigation Pane provides easy access and centralized navigation to the various
areas of Outlook.

Show / Hide Navigation Pane

On the View menu, select Navigation Pane. If the Navigation Pane is already visible,
this will hide the pane. If the pane is not visible, this will show the pane.

Add / Remove Buttons
You can change the number of buttons displayed in the Navigation Pane. To do this,

B
click on the Configure Buttons icon ] located at the bottom of the Navigation Pane.
Then select Add or Remove Buttons. Select the button you want to add or remove.

Note: Although you can remove all of the buttons from the Navigation Pane, it is not
possible to remove the button row at the bottom.

Change Display Order of Buttons

3 ﬂj At the bottom of the Navigation Pane, click the

_ L Configure Icons button, then select Navigation
Display butkans in this order . . .

T — Pane Options. Simply click the button that you

[7] Calendar wish to change and select Move Up or Move

Cortacts Down.

Mokes

Eﬁ'fiﬁit To restore the default arrangement, select

[ 0urnal Reset.

[ o4 ] [ Cancel ]

Change Number of Buttons that Display

To change the number of buttons that display in Navigation Pane, select the Configure
Icons button, the select Show More Buttons or Show Fewer Buttons to see more big
buttons or more little buttons.

Resize the Navigation Pane

To resize the Navigation Pane, position your cursor to the right border of the Navigation
Pane, and when the pointer becomes a double-headed arrow, drag the border to the left
or to the right.
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Open Multiple Modules at the Same Time

You can have multiple modules open at the same time. To do this, right click on the
module in the Navigation Bar and select Open in New Window. This allows you to have
your Calendar open while also in your Inbox. Use ALT+TAB to move between the
modules.

Drag and Drop Items between Modules

You can quickly drag and drop items to the various Outlook modules. For example, to

create a Calendar item from an e-mail, click on your e-mail and drag it to the Calendar

module and drop it there. Your Calendar will open with the e-mail in the body. You will

need to set your date and time i f you didnot
wanted. You can drag and drop Calendar items into e-mail as well by dropping it into

your Inbox.

Toolbars and Menus

As with any Microsoft product, you have the various toolbars and menus to help you
navigate through the program.

[6] Inbox - Microsoft Outlook i

© File Edit WYiew Go Tools Actions Help
P adnew v | o 23 X | CuReply CReplyto Al (3 Forward | Y SendjReceive + | BpFind () | [ Typescontacttofind v | @ KR b | News H
(P @Back @ | A |5 & 9 | (£} | Messages with AutoPreview v | =] 58 & E

Displaying Only the Commands and Buttons That You Use

Microsoft Office is designed to automatically customize the menus and toolbars based
on how often you use the commands. When you first start an Office program, only the
most basic commands appear. Then, as you begin to work, the menus and toolbars
adjust so that only the commands and toolbar buttons that you use most often will
appear.

You can customize the menus and toolbars by adding and removing buttons and menus
on toolbars, create your own custom toolbars, hide or display toolbars, and move
toolbars.

To quickly add or remove buttons on an existing toolbar by using the Toolbar Options

Inbox - Microsoft Outlook
© File Edit View Go Tools Actions Help

P adNew v | & 25 X %Reply (gReplyto Al (5 Forward | 1 SendjReceive ~ f,) Find &% | (@ Tvpe a contact to find
%0 @Back @ | H & (5} | Messages with AutoPreview + | =] 5 & E
: gﬁ GoToMeeting » | &5 Meet Now (B Schedule Meeting E Add or Remove Buttons v
[Foidaryjet  lipboy i |[ECAE
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File Menu

~=w=2w=: The file menu gives you many options, and several of these options give you
even more options! For example, if you select File, New, you will be brought
to the following window:

You can see that you have the ability to add

Edit Menu

] b - Microsolt Gutiook:

The Edit Menu allows you to use your standard edit commands such as
== & cut, copy, paste; but also allows for you to delete items, move items to
another folder, copy items to another folder, mark item as read, mark item
as unread, or mark all items as read.

Another option on the Edit menu is the Categories option. Categories are
a keyword or phrase that help you to keep track of items so that you can
easily find, filter, sort, or group them. You can use Categories to keep track of different
types of items that are related, but are stored in different folders. For example, you can
keep track of all meetings, contacts, and messages for client Box Hill Corporation by
simply creating a category named Box Hill and assign items to that particular category.

Categories also give you a way to keep track of items without putting them in separate
folders. For example, you can keep business and personal tasks in the same task list,
and use the categories of business and personal to view them separately.

View Menu

= The View menu allows you to customize your current views. For example, if
you do not want the Navigation Pane to show, turn it off. You can define

. your reading pane. For example, where do you want the reading pane to
show? Do you want the reading pane to view to the right side of your emalil
listing, to the bottom of the listing, or not at all?

=] e

[ P—

The Arrange By, gives you additional options for how you want your
emails arranged.
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Go Menu

= This menu allows you to jump to the various areas of Outlook. This will be
- useful if you have turned off the Navigation Pane.

B customize your toolbars and menus, etc.

Tools Menu

S == The Tools menu has a variety of options. In this area, you can manage
2l .= your address book, your Out of Office Assistant, create rules and alerts,
||

Actions Menu

== The Actions menu allows you to create new mail messages, to make
changes to the stationery background and text (plain or rich). You can
follow-up on your message by using the different color flags. Also you
can setup your junk e-mail to add send to blocked sender/safe list, add
sender6s domain to safe |list & et
3 ek are reply, reply to all and forward.

B Two Weeks Ago

3 NewMalMessage CtiN | gongm,

Help Menu

“.Twwwmn o The Help menu provides you with online help for the various features and
: functionality of Outlook.

T

Folder Options

In Outlook you have the ability to create various folders. The folders allow you to
organize your emails for faster retrieval and storage. To create a new folder, either click
on File, Folder, New Folder OR in the Navigation Pane you can right click to create a
new folder.

You also have the ability to rename an existing folder, copy an existing folder, delete an
existing folder, and share an existing folder.

May, 2007 10 A
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To move items to a folder, simply click and drag that item to the folder on the Navigation
Pane OR select the item, click on Edit, Move to Folder and select the folder to move it
to. You can also right click on the item to get your Move to Folder option. To place a
copy of an item in another folder, while holding down your CTRL key, click and drag the
item to the appropriate folder.

Default Folders

By default, Outlook displays folders under Mailbox 1 e-mail account name such as
Inbox, Calendar, Contacts, Task, Notes, and Journal. Also listed are Drafts (unfinished
items that you are working on), Sent Items (copies of items you have sent to others),
Deleted Items (temporarily deleted items), Outbox (items created offline that you want to
send the next time you are online).

Folders for Backing Up and Organizing

Outlook will automatically create a folder titled Archive Folders. This will happen once
you run an AutoArchive to back up your items. Any archived items are stored in this
folder.

Private Folders vs. Shared Private Folders

The default folders mentioned above and folders that you create in your mailbox on the
server in either a .pst (personal folders) or .ost (offline folders). These are private
folders that only you have access to. However, if you are using Outlook with an
Exchange Server, you can share your private mailbox folders by assigning permissions.

Public Folders

Public folders are folders that are located outside of your own mailbox and other
Exchange users can create and view items located in these folders. You must have
permissions in order to access, view, and modify items in these folders.

Search Folders

Search Folders are virtual folders that contain views of email items that match specific
criteria. You can create your own search folders, defining specific criteria that email
items must have in order to be displayed in that folder.

Archiving

Archiving is a way to back up or delete old items including email, appointments,
contacts, etc. You can either set Outlook to archive automatically or archive individual
folders manually.

May, 2007 11 Zm
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Manual Archive

To manually archive a folder, select the folder that you wish to archive, then click on
File, Archive. Choose one of the following options:

- Archive all folders to their AutoArchive settings 1 this allows you to use
your AutoArchive settings to archive the highlighted folder.

- Archive this folder an all the subfolders i this allows you to archive the
selected folder and any subfolders for that folder.

Archive x| )
" archive all folders according ko their Autoarchive settings The ArChlve Items O|der than a”OWS you to Choose a
& rchivethis Fokder and al subfolders date. For example, items in this folder created before
D&H Vision Issues - H H
Bl e T [ September 30, 2004, will be archived.
[ DB Commission Download Session
3 Deleted Items (7) ) . i
3 Dept Info | Toinclude items that you previously selected not to
Disaster Cornmitkes . . . ~r
2 0 Downlaod 1o archive, selectthel ncl ude idoe msotwiarhc hii v
L7 Drafts
_ZJI Email Encryption CheCked .
[ Email Quarantined Items LI
Archive items older than: [Th 93012004 - To archive the folder to a file other than the default
[ Tnclude ikermns with "Da it Autodrchive” checked Archlvepst, Cllck the browse button and Specrfy a
archive file: H H
e v — different name and location.

[8]4 | Cancel |

Once you click OK the items in the folder are moved
out of that folder and into the .pst file that you specified.

AutoArchive

AutoArchive is on by default and runs automatically at scheduled intervals. There are
two sets of AutoArchive settings: global settings and per-folder settings. The global
settings (default settings) determine if the AutoArchive runs and what it does by default.
The per-folder settings override the default settings so that you can AutoArchive
individual folders differently. If you do not specify any settings on a specific folder, the
folder will not be archived.

Views

You have quite a few options under the View menu to customize the way you view
Outlook.

Arrange By

You can have your emails arranged by Date, From, Subject, etc. This can be done by
clicking on View, Arrange By, then selecting how you want your emails arranged. A
quicker way to do this would be to simply click on the heading of that column. If you

May, 2007 12
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wish to change the order from ascending to descending, click on it again. This will
reverse the order that the view appears.

Auto Preview

You can preview the first few lines of your received mail messages. This is done by
selecting View, AutoPreview.

Filters

You can filter your email to show only certain messages. To do this, on the Advanced
Toolbar, change the current view.

[ inbox - Mcrasot Dutiook ~igix
B ER Yew o Toos

oo+ ored 3|l LT |

Al Fokders i Sibject Recaived e | s

S N | ASCret owrd | Conmaties secn Presenabon e F Y2206 216 M 21
When you filter messages by Sender, Outlook will replace the view with a list of senders
with Plus signs. To view the messages by that sender, click the plus sign then double
click the message to view it.

Reading Pane

You can specify if you want to be able to view the entire contents of the email in a
reading pane, while your email list appears as well. You can select for an email to
appear to the right, bottom, or not at all. You can change the way Outlook handles
messages viewed in the Reading Pane so that they are not automatically treated as
Read. To do this, click on Tools, Options, Other, Reading Pane Options.

X

Reading Pane options

[ Mark items as read when viewed in the Reading Pane
Wai: |5 seconds before marking item as read

[V Mark item as read when selection changes

[V single key reading using space bar

QK Cancel

Rules

Rules help you manage your email messages by performing actions on messages that
meet a certain set of criteria. Once you create a rule, Outlook applies the rule when a
message arrives in your inbox, or when you send a message.

Rules fall into two basic categories: notification and organization. Notification rules
alert you when you receive a particular message. You can create a rule that
automatically sends an email to your cell phone when you receive an email from a
particular person. Organization rules will perform one or more actions on a message.
You can create a rule that moves certain messages to a folder or flags them for follow
up on a particular day.

May, 2007 13 ﬁ
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You can also run one or more of your rules manually. By running your rules manually
you selectively apply the rules to messages already in your inbox or any other folder.

Create a Rule
To create a rule, click on Tools then select Rules and Alerts. Select New Rule.

Rules and Alerts ? @

E-mail Rulles | Manage Alerts |

[ New Rule... Changs Ruls » B3 Copy... X Delete | @ % Run Rules Now... Options

Rule {applied in the order shawn) Actions

Select the "Mew Rule” button to make a rule,

Rule description (click an underlined value to edit):

When you select new rule you have two choices: You can create a rule using an
existing template, or you can start from a blank rule.

Rules Wizard X
(%) Start creating a rule From a kemplate
() start From a blank rule

Step 1; Select a template

Stay Organized

F—. Mowe messages From someone to a Folder

-.E Mowe messages with specific words in the subject to a Folder
L3 Move messages sent to a distribution list to a Folder
>< Delete & conversation
¥ Flag messages From someane with a colored Flag
Stay Up to Date
= Display mail from someone in the New Ttem Alert Window
W Play a sound when I get messages from someone
E Send an alert ko my mobile device when I get messages from someone

Step 2 Edit the rule description (dlick an undetlined walue)

Apply this rule after the message arrives

from people or distribution list
move it ko the specified Folder

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

< Back [ Mext = ] [ Finish ]

If you select to create a rule from an existing template, select the template that you
want. If you select to start a blank rule, you need to define when the messages are
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checked (when they arrive, or when they are sent). Follow the wizard to complete the
rule.

To run the rule on messages already in your folder, select the Run this rule now on
messages already in fAfoldero.

To create a rule based on a message in a folder, open the folder that contains the
message, right click on the message that you want the rule to be based on, then click
Create Rule. In the dialogue box select the actions or conditions that you want to apply.
You can also add more actions, conditions or exceptions by clicking Advanced Options
and completing the wizard.

To create a rule based on a message that you are composing, type in a subject for the
message or ad a recipient. Click Create Rule. In the dialogue box, select the actions or
conditions that you want to apply. You can also add more actions, conditions or
exceptions by clicking Advanced Options and completing the wizard.

To create a rule based on a name or distribution list in a message, open the message
you want to base a rule on and right click the name or distribution list. Select Create
Rule. In the dialogue box, select the actions or conditions that you want to apply. You
can also add more actions, conditions or exceptions by clicking Advanced Options and
completing the wizard.

Change a Rule

To change a rule, from the Tools menu, select Rules and Alerts. In the list of rules,
select the rule that you wish to change. Select Change Rule and then select Edit Rule
Settings. Follow the rest of the prompts in the wizard.

To rename a rule, select Change Rule and then select Rename Rule. In the Name of
new rule field, type in the new name.

Delete a Rule

To delete a rule, from the Tools menu, select Rules and Alerts. In the list of rules,
select the rule that you wish to delete. Click Delete.

Options
In the Tools menu, there is an Options selection. This allows you to define the various
options within Outlook and the appearance of items such as your calendar, tasks, etc.
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Preferences

e

Preferences | Mail Setup || Mail Format || Speling | Security | Other

E-mail
\ Change the appearance of messages and the way they are handled,
Junk E-mail. .. ] [ E-mail Options... ]
Calendar
Customize the appearance of the Calendar.,
Default reminder: 15 minutes * | |Calendar Options.. .
Tasks

= ] Change the appearance of tasks,

00 AM

v Task Options. ..

Change default settings for contact and journal,

Reminder time:

Contacts

85

Contact Options. .. ] [ Journal Options. .. ]

MNotes
Change the appearance of notes.

Moke Options...

QK

] [ Cancel

2 x|

Junk E-malil

Options |SaFe Senders I Safe Recipients I Blocked Senders I International I

iy,

Cutlook can move messages that appear to be junk e-mail into a special
Junk E-mail Folder,

Choose the level of junk e-mail protection you wank:

" No Automatic Filkering. Mail from blocked senders is still moved to
the Junk E-mail folder.

& Low: Move the most obvious junk e-mail to the Junk E-mail folder,

€ High: Most junk e-mail is caught, but some regular mail may be
caught as well. Check vour Junk E-mail Folder often.

{7 Safe Lists Only: Onky mail from people or domains on your Safe
Senders List or Safe Recipients List will be delivered to vour Inbox,

[ Permanently delete suspected junk e-mail instead of maoving it to the
Junk. E-mail Folder

¥ Dor't turn on links in messages that might connect ko unsafe or
fraudulent sites. To help protect vour security, we recommend that
you leave this check box selected.

|

[ o ]

Cancel AEpl

On the preferences screen, you can set the
default reminder for Calendar i how far in
advance of appointments you want the
reminder to pop up i and the default
reminder time for Tasks i what time you want
the pop up to appear on the day the task is
due.

These settings can be changed on any
particular appointment or task.

Junk E-mail Options offers various ways of
dealing with junk mail. You can also set up
Safe Senders, Safe Recipients, and Blocked
Senders, and specify how to deal with
messages from international addresses.
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E-mail Options

Message handling

After moving or deleting an open item:
¥ Close original message on reply or Forward
W Save copies of messages in Sent Items Folder
[ automatically save unsent messages
[V Remove extra line breaks in plain kext messages
I Read all standard mail in plain kext

I™ Read all digitally signed|mail in plain bexb

Advanced E-mail Options. .. | Tracking Options. .. |

On replies and Forwards

_:;il ‘“When replying to a message
~

— IIncIude original message text

When Forwarding a message

IIncIude original message text

Prefix each line with:
B

™ Mark my comments with:
IGraham Blurndell

oK I Cancel

Advanced E-mail Options

Advanced E-mail Options x|

—Save messages

Save unsent items in:

v AukoSave unsent EVErY: |3 minukes
™ In folders other than the Inbox, save replies with original message

[¥ Save forwarded messages

—When new items arrive in my Inbox
¥ Play a sound

IV Eriefly change the mouse cursor
v show an envelope icon in the notification area

[ Display a Mew Mail Deskiop alert {default Inbox onky)

Deskbop Alert Settings. ..

—When sending a message

Set importance: INDrmaI j

Sef sensitivity: INormaI j
[~ Messages expire after: I days

v allow comma as address separator

[v automatic name checking

[ Delete meeting request from Inbox when responding

¥ Suggest names while completing To, Cc, and Ecc figlds

™ add properties ko attachments to enable Reply with Changes

a4 I Cancel

Here, you specify how you want Outlook to

handl e messages. I
standard
html code is removed.

The bottom half of this dialog box is where
you decide whether you want the original
message including in replies and forwards.

Here, you decide how frequently to save
draftsofme s sages

the arrival of a new message. There are

several choices concerning the addressing of

youbdre wr
names

messages
ARSuggest
and Bcc

and errors in addressing e-mails.

ma i lall formattipglardi n

youor e
whether and how you want to be alerted to

when
f i ewilgpresent Dlisttofl o o k
names you have sent messages to in the

past, based on the first few characters you

type in those field boxes. This can save time
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Outlook: Communication Management Made Easy

Calendar Options
In Calendar Options you specify the
beginning and end times of your workday.
Use Advanced Options if you post your
calendar on the network for others to see and
so that others can schedule appointments for

you.

Task, Contact, Journal and Note Options
Just a few options with regard to these
Outlook functions.
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