


Microsoft-
Outlook

a reference and a learning guide

for MS Office 2010

by Carole Bennett, Ed.D.

MS Outlook 2010 by Carole Bennett, Ed.D. Pagell of 105



MS Outlook 2010 by Carole Bennett, Ed.D. Pagelll of 105



CONTENTS

Contents

CONTENTS oot eosnnessssnessssnnensis nnnesssssnesssnnessiens onnesssssnsssssnnessonnes | oo iv
By Carole Bennett, EA.D...........oooiiiiiiiiiiiieeei e 8

VIEWING OUTLOOK  cooovvoeviceeensiiiiinns eevevissssssssssnssssionnnss evvssossssssssssssssssonnnsss | ooossssssssanensies 10
LaunChing OULIOOK. ...t rmmee e e e s nmnee e 10
Outlook 2010 VOCADUIALY.........uuuiiiiiiieeiieceeee e e 10
Parts ofthe OUIOOK WINGOW..........cuiiiiiiiiiiiiiieeeiiieeeee e eeesbe e e e e e e e e e e e 11

CONTACTS ooooooevvisiessviisenniis oveeneesssssssssssssssssiss | oonsesssesssssssssssssissnss | atsssssasesssssssssssssnens .. 14
[V LE3T AV @] = T £ 15
AVAIIADIE VIBWS ..ottt eeeee e 16
QUICK ACCESS TOOIDA. ... .uiiiiiiiiitiee e ceeeee et ee et eese e e e e e e e e e eevb b mmneees 16
Create 8 NEW CONACE. ......coieiiiiii e eeeer et e e mme et e e e e e e eeenan s smreaas 17
o [0 [ £ TS PP 20
Telephone NUMDEILS.......cooiiieeeeeeeeeeee e e e 22
Closing a Contact WINAOW.........ccooeiiiiiiiies it rre e e e e e e e e e e e e 23
New Contact from Same COMPANY.........cueiiiriurrrriraeiiree e e e e e s eeenerrereeeeee s 23
SATING CONTACES.......eieiiieieee e rcees st e e e e e e e e e e e e e e e e e e nnbeeee s 24
(O (=T 1SN OF= 1 (=To (o] 1= SRR 25
Delete and Restore a RECALA. .........uuuuiiiiieiiiice e 26
ODbtain Map DIFECHIONS. ......ciiiiiiiiiiiiiiie ettt e e eeeer e e e e e e s e e eeeme s 26
Adding Details t0 a CONACL.............cooiiiiiiii e e 27
Using Grouped Views of CONtACES............oooiiiiiiiii e 27
PrNtING CONTACTS. .....ciiiiiiiiieii et e e e e rmmne s 28
Y= T= Lol o O o 1 (= 1) TS 30
INSErtiNg FOr@igN LEMEES .. .uuuiiiiiiiiiiiiiiiemme e ee e e e 31
SKILL BUILDERS fOr CONLACES......uuuiiiieeiiieiiiie et eeeee e 32

CALENDAR .....ciimiiviriinmniisienneis oveeseessssnsssssssnssssiss oonvesssisssesssssnsssssssnns | eeosssssssssee s ... 34
VIEWING the Calendar...........ooiiiiiiiiii e eee s 34
Navigating the Calendar..............ooooi oo aeeas 34
Modifying the Calendar VIEW..............oooiiiiiii e 36
AAING HOIGAYS. ...t e e e e be e ee s 37
Customizing the WOIK DaY......cccoeieiee oo e e e e e e e e e e 38
SECONA TIME ZONE....e ettt et ettt eeeeeeeeemeeaaaaeaaaaeaaaaaaaaaaeeaeeaaansennnneen 39
JaN o] o0 0110 01T 0] £ PSP P PO PPPRRRPTPPPPPPPPRN 40
SettiNng REMINUEES. ...t e e e e rmnne e A2
MOdify APPOINTMENTS..... .t eeeea e s e a e a e e e e e e e e e ammmeees 43
Click and Dag an APPOINTMENL..........eeiiiieriiiiiiereriiiiereeee e ssiiieeesnnneeeeeeeee e A3
YT 0] S T PO PPP PP UPPRTRRP 44
ReCUITing APPOINTMENTS. ... ..uuuieiiiiiiiiieie e et e e e e e e e e eeeee s a e e e e e e e 45

MS Outlook 2010 by Carole Bennett, Ed.D. PagelV of 105



Using a Second Calendar...........cccccovvevvviieeeiiii i 40

Viewing Selected Calenar............cccuiiiiiiiiieeeeie e 48
Settirg @ MEELING....ciiiiieiiiiiriei et eremr e e ree e e e s s e e e 4O
Checking Responses to Your Meeting RegUESE.........ccoooveii it ieeveeeeeeeeveeevevviaeeee 51
SKILL BUILDERS for the Calendar..............ccuoeeiiiiimmniiiiiiieeee e eeseees e 52
NOTES .oooieivveiinsnnnneiiiiins eeeesinnneesssssssnnniensses | areessssssnnnnesssssennens s e 54
I L0 (=TSP PPPRPPP 54
E-MAIL oot eveessnnnssnsssss s et nnens e e 56
Setting up OUtlooK for EMall...........ccooiiiiiii i eree e 56
VIBW EIMAIL...ciiiiiiiiiiee ettt ermt e e e e e 57
Yo Tox = 1 @0 ] 1= o (o S SO 57
Sending NeW EMAIL.......coooiiiiiiiiii e rmmne e 58
Using Spell Check with Your Emalil..............ccooiiiiiiieeeiccccccccccee s 61
Saving an Interrupted Email as a Draft..........cccooeeiiiiiiiccciiieiveeeeeen 61
Sending an Email AtaChment...........ooooiiiiiiiie e 62
Saving an Email AttaChment.........cooovriiiiiiiiiceee e 62
MESSAG OPLIONS.....co it ie e ee st s era e r e rrrrrnneeeaeaaeees ] 63
FOrmatting EMaiil..........coiiiiiiiii e e e 65
REAAING EMALL......eeiiiiiiiiiii e eena e e e 66
EMail SYMDBOIS... ..o e 66
Responding t0 EMALL.........ccuiiiiiiiii e 67
Identifying Your Comments in the RePIY......c..cciiiiiiiiiiiiiiee e 67
Send/ReCEIVE EMALL..........uuiiiiiiiiei et 68
Deleting and Retrieving Emall............c...iiiirrmmme e 69
Saving an Email s a File..........ccuuiieiiii e 69
Flagging an EMalil..............uuuiiiiiiiim e e 70
Sending an ANIMaAated GlIF...........uuiiiiiiiiiiee e 71
MaKING SUBFOIAEIS.......oiiiiiiiiiiiiiie et 72
Organizing EMalil......ccoooiiiiiiii e 74
Dealing With SPam........ooiiiiiiii e e aee e e e as 75
Using Rules and Alerts to OrganiBenail ..............oooiiiiiiiiiieeeiiiieeeee e 77
Automatic Email SIgNatUIES..........ccuiiiiiiiiiie e 78
GrOUP Mall ..ot aaaaaaaaas 80
Editing a Contact Grqu(Distribution LiSt)............ooooiiiiiiiiiii e 83
SKILL BUILDERS With EMAL......coiiiieiiiiei oottt reee s e 34
INTEGRATED FEATURES  ooooiiiiiirivciinnnninniis aoressesssssneesssssnnnnens | onnneesssssssssseesssesnss oo 86
Public or Master Calendar.............ooo oo 86
Checking your public folder permission StatUS............oooviiiiiiiieeeiiieceee e 86
Click and Drag One Outlook Item to ANOLHET............uuiiiiiiiiiiic e 38
Sending a Word Document or Excel Worksheet with Email...................cc e 89
Sending a File as an Email Attachment...........ccooooiiooeee 90
Sending Notes to Email RECIPIENIS.......cooviiiiiiiiiiiiieee e 90
Quick Copy of Internet Web Page Text to NOLES.........covvvvviieivvieeeiiie e a1
Open Calendar from another WindQw..............ooooiioii oo 92
IMPOIING FlES ... .o eeees e 93

MS Outlook 2010 by Carole Bennett, Ed.D. PageV of 105



o d oo 1] o T ][ 94

(O 1011 [oTo] Qw1 [TV =TT ) 1= F= T g o = 95
ACCESSIIY ArChIVE IEIMS.....ciiiiii e ens 97
ClOSING OULIOOK. .. .. e e e e e e e e e e e e e e e e e e e e esenreenneranne 98
SKILL BUILDERS for Integrating Features............cccoeeeeee e e e 99
Table of HIUSIFAtiONS it e eeerbe e e e nae e abeessaeeseees 101
INDEX eooevvoooeevviiessesiiiens oeeesosssssssssssnsssssinnnss evssenssssssssesssennnnsns s o 103
ADOUL the AULNOL..... .o reee e 105

MS Outlook 2010 by Carole Bennett, Ed.D. PageVI of 105






MICROSOFT OUTLOOK 20 10

By Carole Bennett, Ed.D.

The MicrosoffMS] Office Qiite, which contains Word, Exc&lpwerPoint,

and Access, also includes MS Outldak personal organizer. Using MS
Outlook,you can keep track of thousands of contacts, which can be sorted,
merged, organized, and viewed in various ways. You can kexpofra
appointments, events, and tasks in a daily, weekly, monthly, yearly, and
recurring pattern. With version 200, youcan shareyour calendar, set up
meetings, and assign taskghout having to be part of a Local Area Network

A popular featuref Outlook is the compatibility wittnostPDAs (personal
digital assistant) such asBlackBerry©or iPhone@ When the PDA is
synchronizeaith its paired computethe most current informatiomo
Outlookcan beuploaded to the PDA, and the most current information on the
PDA can beuploaded to th@aired computer.

The first time you start Outlook, you will see the Outlook Startup Wizard,
which configures Outlook. Use the default settings and click NEXTthumtil
Startup Wizard is finished.

If you are part of d.ocal Area Networkl(AN), ask your technical support to
assist you.

The information in this book is designed for B [Personal Computér but
canalso be helpful to those users of a Macintosh®.
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VIEWING OUTLOOK

Launching Outlook

Microsoft Outlook can be launchedseveraldifferent ways.

1. Locate theyellowicon on the Task Bar across the bottom of the
Window.

2. Click the START button on the Windowaskbart y pe od®wt li n t h
text box that says OSearch Progr ams

3. Double click a shortcut created on the Windows desktop.

4. Click on a shortcut placed on the Quick Launch Bar.

5. Click the START button, click >All Programs, scroll to and click the
Microsoft Office blder, click Microsoft Outlook 2010.

Outlook 2010 Vocabulary

(SeeFigure 1)

TITLE BAR The TITLE BAR identifies the application and the
active component. For example, when the
CALENDAR is active, the
(your email addregsMigrosoftOut | ook . O

NAVIGATION The NAVIGATION PANE provides ecess to the

PANE Outlook components, such as the CONTACTS and
CALENDAR.
RIBBON TheRIBBON containgabs offeringhe menustools

andcommands available.

READING The READING PANE displays the text of a sekd
PANE email message.

TO-DOBAR  The TODO BAR summarizes information about
appointments and tasks.
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STATUS BAR The STATUS BAR identifies the number of items in
the active component. For example, when the
CONTACTS component is active, thember of
contacts stored d@isplayed in the Status bar.

ITEM An ITEM is a record stored in Outlook. nfemail
messaggeappointment, contact, tasi, note is
consideredan ITEMin Outlook. Compare that to a
Adocument o for Word and

FILE TAB The FILE tab is a centralized window that provides
ABackstage Vi ewo Wwiadcduntst
and to customize Outlook.

Parts of the Outlook Window

Outlook2010 has a Navigation Pane on the |eftist of ltems depending upon
which Outlook componentou are looking at, a reading pane, and éDbo
Bar.

Outlook was one of the last in the Microsoft Office Suite to be revised with the
RIBBONSfeature whichhasreplaced the series ofenubar andool bars.
Outlook2010 has, therefore, a whole newkaehen compared tthe 2®7

version.

Both the Navigation Pane and the-Do Bar can be minimized by clicking the
little < button; they can be once again maximized by clicking the > button.

NOTE! The quantity of informatiothat appearsn your Rilbbon is determined
by the size of your Outl ook window,
the more detail you will see in any of the RibbanMicrosoft Office

applications. Try to work with the windows as wide as possible, especially
when just learimg the application.
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Figure 1 ~ Basic Parts of the Outlook Window in2010

Each folder, or component, will have its own CONTEZFPECIFICRibbon

containing optionspecific to the needs of that component.
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CONTACTS

Contacts are the heart of the Outlook program. Contact email adshedb

pop up automatically to address your email messages. You can send MS Word
letters directly from Contacts. Information in the Contacts can be merged to
Word documents as labels or for merged letters. Contact information is stored
in an Address Book

There are dferent types of address books, but thest typicalarethe Global
Address Listandthe Outlook Address Book Each address book includes
basic information about a person or group. The address books are different,
based on how they are ated and maintained.

TheOutlook Address Bookcontains all of the contact records in the Contacts
folder and will be the focus of this bodkhis address book does not require

you to use an Exchange accoanbe part of a AN 7 Local Area Network

The Outlook Address Book is created automatically and contains the contacts
in your defaultCONTACTS folder

TheGlobal Address Listcontainsa | i st of wusers that ar
network and ee maintained by a network administratdhe Global Address

List is automatically configured with an Exchange accdlbat you would

have if you were on a LAN (local area network).

To view address books other than the default, you must select therthrom
list of address books in the Outlook Address Book.
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View Contacts

Click on the CONTACTS folder in order to view the layout of all the
CONTACTScomponents. Note that tfebbon includes features unique to

usingCONTACTS
Bar across
OQutl ook. 0o

Create aNEW DELETEa
contact contact

83 New Contact

I

hence,
t he

SEND email to
a contact

i c niblboh éNwte alss thaethei Title ¢ O
tTqypo inro we magiyMickgbolicorng sasc t s

Ribbon Assign a
catego Ribbon
tab tegory | 7
|
@
@, Forward Contact ~ !. Categorize v Find a Contact ~

a2 bl @& - {4

Quantity |
of
contacts
showing

All folders are up to date, [%] C

Contact Record

@ New Contact Group Meeting &_\ Mail Merge ;3] Share Contacts Y Follow Up = (1) Address Book
eon Delete 5 Change -
13 New Rems - #More - view+  [§lOneNote 8 Open Shared Contacts | (g} Private f
MNew Delete Communicate  Current Vi Actions Share Tags Find
<
4 My Contact: - 1
'Vrona s ——— / _— <
R temp 123 i
8 Suggested Contacts 1501 Mendocino Avenue ac | 8
Santa Rosa, CA 95401 &1 2
Business: (707) 522.2709 b -
E-mail: fcb@com... g+ g
E-mail 2: b @sa... , 2
i =
?

ected to Microsoft8

p-r
. B
o
wo| o8

-
ol
;189

Address

\
Book Alpha Quick

Seach Box
Access

Figure 2 ~ Basic Parts of theContact Window in 2010
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Available Views

On the left side Navigation Pane, Figurshwsthe layout of the page when

viewing the Contacts componerBe sure to begin with the HOME tab on top

of the ribbon. Note the following options which you will find quite valuable:
ANew aCotn,tdo A New Group Gdretlcandtmpre. A New |

Note thetabin the ribborthat says VIEW.If you have contacts already

entered, take time to look at the different ways to wieswWindow You can
AChange View, 0 for instance, as well
AReadi ng -PanRarn, G Toand A/ Retisiyoudoptiors Wi nd
Note thereigvena fi Reset View, 0 which might h
original settings if pu feel you went beyond your intentiondf no changes

have been made, however, It owi || be i

(
€

Quick Access Toolbar
Outlookhas a nice Quick Access Toolbarthe very top left of the Window.

ol S T _

Home Send / Receive Folder
&= Mew Contact 573 E-mail
Q Mew Contact Group % Meeting
I Nelete ..

Figure 3 ~ The Quick Access Toolbar

Quick Access Toolbar

In order to add one of your favorite tools to the Quick Access Toolbar, click
thedrop down arrow to the right of the Toolba€lick any item listed, which
will then automatically behownon the Quick Access Toolbar from any
location in Outlook. Helpful tools might be PRINSEND/RECEIVE, and
EMPTY DELETED ITEMS.

To delete any unwanted tool from the Quick Access Tootthak the drop
down arrow and wcheck any unwanted tools.
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Create a New Contact

Be sure you are in the Contact ar@ag therclick the HOME tab.Click NEW
CONTACT for a CONTACTwindow. Type the first name and last naraed
press the TAB key Note how FILE AS rearrangesd displayshe nameas to
how it will appear in the Address BoolReview the labels Figure 4as we
learn about CONTACTS.

Save & New

Quick Access Bar Business Card

Contact

Ribbon Tabs

Picture

Ribbon

Web page address:
IM address:

Fhone numbers

Business...
Home...
Business Fax.., ~

Mobile... =

This is the mailing
address

%Sa\re&New' 3 = F
L 85
@Forward = . I%I\ﬂeeting ow Up ~
Save & Delete how Address Check | Business Picture 1 Update  Zoom
Close [N OneNote - | HEMore - Book MNamgs Card - (&) Pritate
Actions Communicate MNames Options Qs Update | Zoom
- \
Full Mame... | Carole Bennett | . Carole Bennett
. SANTA ROSA JUNIOR COLLEGE
1 EUnE | SANTA ROSA JUNIOR COLLEGE | Instructor, Business Office Te...
Jab title: |Instructor, Business Office Technology | (707) 522-2709 Work
| profebi@comeast.net
| File as: |Bennett, Carole | - cbennett@santarosa.edu
1501 Mendocino Avenue
Internet ---o-oooooooee e Santa Rosa, CA 95401
[ E-mail 2... - |d:ennett ntarosa.edu ’ -
Display as: |Bennett Carole [cbennett@santarosa.edu}

Addresses --oooooromoeoeeeemme e \'"'""""""""'\' """""""""""""""""

Business... ‘l_-\\ 1501 Mendocino Avgnue
Santa Rosa, C4 954

Room 2936 in Maggini is my office

ireach Word, Excel, Qutlook,
English grammar

o See more about: %lole Bennett. \ \

o]

Address Details Customizing Phone

Numbers

Phone Details Map

Figure 4 ~ A Contact Window in 2010
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Note the new 2010 RIBBON across the top of Figure 4. Keep in mind that the
ribbonis CONTEXT SPECIFIC and changes its appearance depending upon
the width of your existing window. If your window is narrow, the ribbon tabs
tend to collapse. Experiment with different widths and find the location of the

tools in the varying views.

Theidne Aso defaults to | ast name f
down arrow to a company name, first name, &hen more text boxes are
completed, there will be more options available as to how to file the contact.

Full Name... Carole Bennett it
Company: SANTA ROSA JUNIOR COLLEGE . rg
Job title: Instructor, Business Office Technologs '
File as: Bennett, Carolg| s
EIN B I R——— Bennett, Carole SN |

Carole Bennett

(& E-mail... = SANTA ROSA JUNIOR COLLEGE

) Bennett, Carole [SANTA ROSA JUNIOR COL
Display as: SANTA ROSA JUNIOR COLLEGE [Eennett, C

Web page address:
The FILE AS dralown provides choices as to how to file the contact.

Figure 5 ~ Contact "File As" Choices

MS Outlook 2010 by Carole Bennett, Ed.D. Page18 of 105



Each text box in the Contact window becomes a FlEbuDuture merged
documents; be sure the information is in the correctextand the

information itself is carect.

Click the FULL NAME button to insert unusual names, titles, and suffixes.

In the dialogue boxentitledii Ch e ¢ k

little box isalwaysc hec k e d
uncl ear 0 as thi

Foiskd FigiNeabipesure the

-

Check Full Mame

Mame details
Title: Prof.|
First: Carole
Middle:
Last: Bennett

Suffix:

(‘I [¥] Show this again when name is incomplete or undear  |§
N

[

to AShow igintompletaog ai n wi
s wi | | hel p i nsure the
=50
[
= |
Ok ]| Cancel |
Figure 6 ~ Checking Details of Name
Page190f105

MS Outlook 2010 by Carole Bennett, Ed.D.



Addresses

Before entering an address, be sure that you ttaaserthe appropriateone
(of thethree) address optionsFirst, dick the dropdown arrow next to the
ABusi ne saadchote BUIINESRS, HOME, or OTHER.

Place a beckmark as tovhich address is the preferred mailing address. This is
animportantstepwhen youlaterwant to use the contact information in a mail
merge or in making labels.

HOme... -
Business Fax... i

Mobile... w7
Addresses ------oemormeeom s

Business... w7

This is the mailing
address

Santa Rosa, CA

Select BUSINESS, HOME, or
OTHER before inserting address

Figure 7 ~ Use Addresses Drop Down ArrowFirst
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When adding the address details, click the ADDRESS b{@osiness, Home
or Other)to access the breakdown of the ADDRESS field. In this way, you
can see how the ADDRESS field is a compilation of several other smaller
fields. Be sure these are correct, as they have major implications when doing
mail merge wilh Microsoft Word.

You can ad anaddress directly to the text bdater you carclick the
ADDRESS b u .t Beaume to do this especiaifyt is an unusual address or
an international address in order to clarify the information in the text boxes.

il N
Check Address e
Address details
street: 1501 Mendodng Avenue
City: Santa Rosa
State/Province: | CA
ZIP fPostal code:  |95401
Country/Region: |United States of America E

| Show this again when address is incomplete or undear

oK ]l Cancel |

Figure 8 ~ Checking Details of the Address
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Telephone Numbers

If this is the first time you have made a contact in Outloakadfication
windowmayopen asking for your local area code; after recording it, Outlook
assumes the telephone numbamesthatlocal area code unless specified
otherwise

Click aphone number buttomr doubleclick in one of the telephone text
boxesto access the detailed backup informateee Figure 9)

If inserting an international telephone numhese thedrop-down arrow to
select the country, and the automatic dialing for the country code will be
specified as follows inthewindo ent i t |l ed fiCheck Phone

Check Phone Number —S—

Phone details
Home: +39 (0161) 58307

Country/Region: | §iatican City =]
Cityfarea code:  |gig1
Local number: 58307
Extension:
oK ] | Cancel | lJ
\ —

Figure 9 ~ Insert a foreign telephone number

There are four default PHONE NUMBERS (Business, Home, Business Fax,

and Mobile). To insert a telephone number in a text box thabione of

those defaults and listedjck a down arrow next tanyoneof themnot being

used and assign it to a different category; for instance, click MOBHE

change it tcPRIMARY (see Figure4ori Cust omi zi ng )Phone NL
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Closing a Contact Window

After you insert an email address in a Contact window, it will automatically be
recognized later when using the email portion of Outlook.

Click SAVE AND CLOSE; Outlook automatically savesthis point and

there is naneedto savemanually after each actiorOf course, the slower way
would be to click the red X in the upper right, then wait for the dialogue box to
ask if you want to SAVE, then seteouw option. The SAVE AND CLOSE
button is faster.

New Contact from Same Company

Thereis more than one wap add a new contact using the basic information
from a previous contact window.

First, open an existing contact by double clicking on a name; thieldrop

down portion of the tool SAVE & NEW on the ribboiithen,s e | Bewt
Contact from Same Company. 0O
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Sorting Contacts

One way tasort Contacts by major fields to click thecolumn headings when

usinga List.

First, change the view of ContactSlick the CONTACTSbuttonat the

bottomof the Navigation Pane so thato u

ar e

| ook at Out

ndg

open folder Click the tab in the ribbotinat says VIEW. Click the CHANGE

VIEW tool. Click thetool for LIST.

Each column will have a column heading s u ¢ h

as whicheanbe Na me ,

sorted. Click a column heading the first time for togbottom sort; click the
same column heading the seddime for bottorrto-top sort. Some columns
sort alphabetically, others numerically, and others chronologically.

Note that the column currently being sorted haghd triangle on the column
heading; the triangle inverts when sorting the opposite directiareturn to
your previous viewclick CHANGE VIEW in the VIEW tab on the ribbon, and

selectCARD (or whichever one you prefer)

Current View is LIST }

Current SORTis "File As"

Note Z-A alpha
sort triangle \

- -
o9 & X = Contacts - chennett@santarosz.edu - Microsoft Outlook | =
Home Send / ceive Folder View
&) Change View ~ = T.L Reverse Sort S Mavigation Fane - id' Reminders Window
—_ o=
g View Settings %] Add Columns E Reading Pane's I Ef5 Open in New Window
- Arrange People
) Reset View By~ ETD—DD Bar = Pane ~ 9 Close All Items
Current View Arrangement Layout _Ee-:ple Pane Wind ow
< »
4 My Contact 7,
e Search Contacts (Ctri+E) <
fi=| Contacts - = .
&3 temp [ @ | Full Name Job Title Company File As & _jﬁ
85 Suggested Contacts Click here to add a new .., E
fis] Fredele Zouzounis Zouzounis, Fredele E
&= Abigail Zoger Faculty SRIC Zoger, Abigail -
&= Toby Zimbalist Zimbalist, Toby i
G- Joevull 5RJIC Admin Yull, Joe
&= RaoulYriberri Purchaser SRIC Yriberri, Raoul \d
&= Bill & Lorelle Young KMAS RO1, Young, Bill & Lorelle =
&= Paul Wright Wright, Paul E
&= Fred Wolters Adjunct BOT  SRIC Wolters, Fred B
: G| Breck Withers Faculty SRIC Withers, Breck b "
= | FE | N ’
Items: 665 | All folders are up to date, | Connected to Micrasoft Exchange | [0 Ed
Figure 10~ Viewing and Sorting Contacts ina Phone List
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Create Categories

Categories used wisely can be a database sorted in various Wrsahead
and think of all possible categoriés your contactgHoliday Greetings,
Marketing ListsParty Friends Special Clients, etc.yetadditional categories
can be addethter. You can assign contactsitwore than one categofgr
sorting in different ways.

The CONTACTS componeld one of the easiest places to assign categories,
but the same category list can be also used with email and calendar items.

Fromthe Contact folder window, or wherever you might see &= tool,
click once, and select ALL CATEGORIES at the bottom.

Another way to access Categories quickly is to RIGHT clicknost any
Outlook item then select CATEGORIESClick any of the default (existing)
categories uc h as A BjclickRESAME & giveit § tame that is
relevant to your needsVhen you clickNEW to add a category, there is a
good selection of colors.

Outlook items (contacts, calendar items, and tasks) can be assigned to more
than one Category. You then have only one item to update when necessary.
Do not ever think of devising folders andiking duplicates of items for

various folders! Use Categories instead as a means of organizing items.

~
Color Categories tﬂhj
To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right.
Name Shortcut key New...
[ 71
Rename
[ Blue Category
[[] Christmas cards Delete
[] Holiday Calor: "
Qutlook dass T
-
[ Red cotery (@[3
Shortout Key:
[ Runners
O se (o) -]
[[]sraci
I:‘ SRIC C5 Dept |

Figure 11 ~ Create Categories
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Delete and Restore a Record

Select the contatb be deletedClick the * button on the tool bar, or press
the DELETE key.

If you deleted a contact (or any item) in error and you want to restore it, click
on DELETED ITEMS in the Folder Listif you cannot see the Folder List,

click the Folder Lisbuttonin the lower left corner of the Outlook window.
Locate thepreviously deletedontact item with th(E=l jcon.

Click and drag the deleted item back to CONTACTS in the foldeyist
hovering ovethe Contacts foldeuntil it is selected (highlighted)gleasehe
item; it is now back in the Contacts list.

The same preess works for any deleted item when dragging it back to its
original respective folder.

Obtain Map Directions

From a Contactyou canconnectirectly to theMicrosoftinternetExplorer
and locate on a map where the Contact resides.

Open a contact by double clicking on a naheg has a complete address
included Toward the bottom of the contact window|extthe area that says
MAP IT. If you are online, you will beonnected to thenternet anch map
site will be found givingnstantdirections to that address.

Think of the wuseful possibilities of

find the adiress and directions for your boss, or locate instructions to a
friendds home for a party!
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Adding Details to a Contact

With a contact operpe sure the CONTACT tab is selected on the ribbon, look

for the SHOW grouing, and clickthetool thatsays DETAILS. Note the array

of details that can be included: Department, Office, Profession, Nickname,
SpouséPartned s Na me |, Manager 6s Nameand Assi st
Anniversary

Click on thedrop-down arrow lxt to Birthday or Anniversary and select a
date. his date automatically will be installed in your own calendar section of
Outlook as a annuallyrecurring event.

Using Grouped Views of Contacts

The guantity of Contacts can grow quickly; a way to sort Contacts is to view by
the categories that you set up earlier.

Be sure you are in theontactsarea In the ribbon, click VIEW. Note the

CURRENT VIEW task grouping. Click CHANGE VIEW and seletsT

which changes the entire look of your Contacts. Note the smadfiitext that

says nNnCdmegenicewi th a number foll owin
that precedes that, which will shrink up all those that have not been assigned to

a categoy.

Now you should be able to see all the Contacts that have been assigned to a
category. After seeing how useful Categories can be, you may want to revisit
that section and make some new Categories!

Remember that a Contact may show up in more than ateg@ry, and this is
what you want to happen. If you need to update the information on that one
Contact, you do that work only one time,itais only one Contact item

showing up in more than one Categd®gturn to the CHANGE VIEW tool,

and click CARD fa your original view(if that is your preferred viev
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Printing Contacts

Contacts can be printed to fit your wallet or any number of commercially
prepared time management portfolios.

Click on CONTACTS. Be sure first to CHANGHEW back to BUSINESS
CARD or CARD. Before you print a large quantity of contacts in error and
waste paper, however, you might want to designate just the contacts needed.

First, make a new folder in the File Management area under MY CONTACTS.
Right click on the first CONTACTS folder, and select NEW FOLDER. Name

It ATemporary HOLD, o0 so that you can
of time. Click and drag each contact into that new folder just for the short
period of time you want to print the

On theRibbon, click theFILE tab, then PRINT.In order to print a quick
walletsized version of all of your Contactdick Small Booklet Style.Note
the preview on the right of what it will look likeClick the large button at the
top to PRINT. If it asks about doubisided settings, click YES.

B temp - chennett@santarosa.e icrosoft Qutlool = | (=] E
File: Home Send / Receive Folder View @
E-, ave As

m = Print
e {
H’Q‘J Specify how you want the item to be printed
and then click Print.
nfo Print
E en .
P Printer
rint 7 CS Office Laserjet 4250 . — 0 =i
‘% Paper Out f— E — E
el 3 3
P 5&yPrint Options — E — E
{Tho = =i
ptlons Settings .
& it

Be|28 Card 5tyl

BB|IEE] Cordsve

=1 ==

=l =]

EE Small Booklet Style
===

Medium Booklet Style
oo||Fo

Memo Style
1 Phone Directory Style

1 ofl = &
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Figure 12 ~ Printing Contacts

You may want to establish a special CATEGORY for those you want to

regularly print in this handy formatJsea cat egory such as AV
A d d r e (®@rsvhasever name meets your need for a printed version of your
Contactsland assign the saled contacts to that category. On the ribbon,

click VIEW, click CHANGE VIEW click LIST.

Shrink the Categorig®y clicking thel signs)that you do not wangnd
expandclick the +signy he AWal |l et Addr etyw@as o cat e
Wallet Address contactsSelect each of them (or select as a granpl)drag

themintot he @A T e mp o foldar fpr pthtihg Dhen follow the

instructions above for printgh Once done, select all those Contacts in the
Temporary HOLD folder and drag them back to the main CONTACTS folder.

ToprintContacts o fit a specialized format su
special bindersuchasD&u nner E or FranklinE, clic
click thesmall button that says PRINT OPTIONS; click theéton PAGE

SETUP; select the sec ogseldctionfiomthéd Bregyp er 0
list under Paper Type or Page Size. Feed any special forms into your printer as
directed on the package. Always select PREVIEW prior to printing.

Print not only contacts, but also print your calendar and other Outlook items in
the same way. Print them to &ipersonal leather binder or just fold the papers
into your purse or bagOften you may find it handy to print out a eday

version of your calendar, especially for a complicated schedule, as it may be
easier to see thame on your PDA screen.

Consider making an emergency list or a travel list of Contacts as a backup to
your cell phone. Personal experiences of the autlaee convinced hehat

doing so is extremely useful in times when cell phone contact does not work,
there is a loss of power, or there is the inability to understand a foreign
telephone system.
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Search Contents

TheSEARCH CONTENTS text bappearsat the top of the Contacts overall
viewing area.

Click on CONTACTS.Click inside the text box where the gray letters say
ASear ch Emenawardthascould be in any one of the maisids in
Contacts, andlick the little magnifying glass iconThis feature will locate
words that are even listed in the miscellangewutsboxes on the Contact
window.

Open a Contact and note the large NOTES field. Use this areapcak
kinds of detailed notesuchas speciahotesor things you want to remember
about this person. You may also want to build a chronologic histayents
in the NOTES field When you SEARCH CONTACTS, it wiilhcludewords
in this large text field.

If you need to documedates ancevents that may be requested of you in the
future, consider using this large text box field for all kinds of entries
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Inserting Foreign Letters

When you have contacts with names or addresses using letters outside of the
English alphabet, i.e.as the i1 infMiuiiozor the 6 inKéIn, you will want to type
them correctly the first time. Later, whgou merge them intoWord
documentthey will be correctly written for your merged mail.

Inserting foreign letters requires that you have made a full installation of
Windows. If you made a custom installation, you may not have included the
CharacterMap.

Click the START buttononthetaskbaf.y pe fAchar acter mapo
to ASearch progr a msCHARAGTER MAPe s . O Doub

Select the font HAETTENSCHWEILERSs it seems to haveoreoptionsthan

most fonts Use the scroll bar at the right to locate your lett@ay attention

to lower case and upper cad2ouble dick the desiredoreignletter, one at a

time. Fornormall et t er s, c¢lick in the ACharact
them. You can type th entire word into the textbox prior to copying, for
instance:Mufioz. Type in Mu, then double click on i, then type in oz.

Whenthe word or name isompleted, clickhe buttonCOPY. Closeor
minimizethe window for CHARACTER MAP.Open a new CONTACT
window, andclick in the appropriate text boXRIGHT CLICK and select
PASTE.

Later, when you use the Mail Merge feature, you need to be sure to select a
font that will recognize these international charact@itse beauty is that

whene/er you send a message to this person, the international character will be
recognized.
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SKILL BUILDERS for Contacts

You may want to test your knowledge and ability so far. HexréwoSkill
Builders for the Contacts section.

CONTACT ASSIGNMENT #1:0pen a new Contact for the following person:
Norman Rush, Sr.
Home address is 10 Fountain Drive, Somewhere, CA 95001
(Mark the home address as the mailing address.)
Other address is Via Pisa #14, Milano, Italy
Home telephone is (707) 58099
Work telephone is (415) 778888
Other telephone in Itali (46) 555888
Pager is (415) 222444
Spouseds name is Pam
Birthday is February 12
Categories are Business and Personal

CONTACT ASSIGNMENT #: Open a new Contact and make a contact for
yourself. Fill as many categories as you possibly can with all your personal
information. Mark your home as the one as the Mailing Address.

Save and close it, then-open it. Click the MART icon in order tdocate
your home
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CALENDAR

Viewing the Calendar

The calendar may be viewed looking at just one day at a time, different choices
of a week at a timeyr at various levels of details for a month at a time. Click

the various choices on thigbon across thedp of the calendacomponento
familiarize yourself with the choices.

This section will be giving instructions as though you are vieem&y/VEEK

Navigating the Calendar

In the uppeteft corner should be the Navigati®anewith three or four

months of the calendar shown. If the Navigation Pane is not showing, click the
little chevron > along the left margintha s ay s #WRemdveal gou do. O

not need the navigation pane open, you can simply click the little chevion
collapse it then click the> chevron to open it again.

Note in the monthly views thabtd ay 6 s dat e has a square
acual dates you are looking aih the appointment areae highlighted irgray:.

Click on any date in the Navigational Calenttachange the dates of your

view.

Click the navigating arrows beside the months in the Navigat®algndar to
go forward a month at a timé\s an alternative, click on theame of the
mont h s uc h Otaaccessk droprdoma selection for months in the
future or in the past.
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Figure 13~ Calendar Navigation Pane
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Modifying the Calendar View

In the Calendar View, RIGHT CLICK on the column that displays the time of
the day in order to select a different time segment such as 15 minetenbr
minutes

If you are in an officavhere appointments are made for a very small time

frame of 10 or 15 minutes, this feature can be haithe 3@minutedefault

time segment seems to be comfortable for most people, so please return to that
settingfor the purposes of following the writteénaterial

INENY Turuay INCAL § Lra

] Items - Days
GoTo

+

Frsa | 4 » March

4 5
11 12
18 19
25 26

13 Sun

8 am
Right click HERE

gﬂl:l
Fr Sa
1 2

2 9 1000
15 16
22 73
29 30 11 00

a -

Figure 14~ Column on Calendarto Modify Calendar
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Adding Holidays

Surprise your friends who happen to be of another religion or live in another
country by acknowledging their special daysl sending greetings. Add
holidays to your Outlook calendar that tells you of these special days.

Holidays need to be manually installed, as they are not automatically placed
into Outlook. You can install more than one set of holidays at a time.

OntheFILE tab on the ribbanclick OPTIONS and therclick CALENDAR.
Note all the calendar options for customizingbout half way down, leck
ADD HOLIDAYSé .

There is a long list of holidays from which to select; most typically, you would
select United tes holidays, but select whatever is appropriate for @higk

OK, OK, and all the holidays chosen will be placed into your calendar for this
year and the future.

In case you were ovgrambitions and now want tdeletesomeholidays

follow theseinstructions From the Calendar ribbon, click the VIEW tab, then

click CHANGE VIEW tool, and sele@&CTIVE. Note the column heading
ALocation. O |l f you selected holidays
to sort that colummo pull together the holidaysSelectand deletehe holidays

that youno longer want on your calendar

Be sure to return to VIEW, CHANGE VIEW, and CALENDAR before going
forward.
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Customizing the Work Day

Not everyone works Monday through FridayfrBa . m. t o 5 p. m. a
default settings. If you are using Outlook to set up meetings, you will need for
others to know what your workweek actually is. When viewing your Calendar

you will note thecolor changes a8 a.m. and 5 p.m., Monday through Friday

One color (most likely whitehdicates your active workcheduleand the

other color (most likely bluahdicates time when you are not working and
unavailable for meetings.

From the Calendar riblog dick FILE, then OPTIONS, then CALENDAR.
Click the days of the week that are your working days, and enter therstart t
and end time for those days (see Figure 14).

Note on your calendar view, the two color tones will have changed per your
settings. If you aresharing your calendar with otharsan office environment
with a LAN, your calendar will show the times you are available for meetings
based on these settings.

[ i ‘ - ~
Outlook Options [ 2 _S_."h]
—
General it _ . . . it
&1 Change the settings for calendars, meetings, and time zones.
Mail L
) - 1
Calendar Work time
Contacts L) Waork hours:
- L 2 start time: B:00 AM [ ]
asks k-
End time: 500 PM [ =]
Motes and Journal Work week: sun [@ Mon [¥] Tue [#] wed [ Thu [¥] Fri Sat
Search First day of week: | Sunday EI
Maobile First week of year: | 5tarts onlJanl El
Language Calendar options I
Ady
dvanced »% | Default reminders: LSminutesEI
Customize Ribbon - =@ Allow attendees to propose new times for meetings =
QK l | Cancel |

Figure 15~ Setting the Work Week in Calendar Options
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Second Time Zone

While viewingthe Calendar, RIGHT CLICK on the column with the times
listed, and select CHANGE TIME ZONEYou can also access this same
dialogue box from the Calendar ribbon, clicking FILE, OPTIONS, and

CALENDAR.

Type in aLABEL foryourcur r ent t i me

Click the box to

zone
A S h é&nem thendroplavd arrfow o n a |

such

as

on the second time zone, select the time zone of your choice; give it a name in

the LABEL text box.

Notethat the Time Zones are specified mostly by cities, not bytroesl The
AUTHCL : 0 0 0 Coodliaated Universal Timplus one hour.Note that

this used to be GMT whi
location in England which is consideredadour.

c h

stood f

Click OK. Note the additional time zone on your calendar.

-
-
Outlook Options - T e S
—
i WREN TNE NUMDEr OT aIspIayed calenaars 15 TeWer than ar L =] Calenaar Tolaer(s]
General equal to:
Mail Time zones
Calendar g
» Label: CA
Contacts = T Timezone: |(UTC-08:00) Pacific Time (US & Canada) [+]
Tasks
Show a second time zone
Mates and Journal
Label: ITALY
S h
Fare Time zone: (C+01:00) Amsterdam, Berlin, Bern, Rome, Stockhol \ﬁenna
Mobile Swap Time Zones 3
Language
Scheduling assistant
Advanced
i By [#] Shnsa ralandar datsile in SrraanTin S
QK ] I Cancel

Figure 16 ~ Adding a Second Time Zone

To delete a second time zone, RIGHT CLICK on the column with the times,

t he box
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Appointments

For a simple appointment, click on the chosen timealotlland type the
information.

To extendan appointmentplace the pointer over the lowell border for the
doubleheadedarrow to appear, theslick and drag to stretch the appointment
to conclude at a later timén order to place more details into a new
appointment, double clickchosen time slot, and an Appointment window will
appealseeFigure 16.

As an alternativeneans of opening a nef\ppointment windowwhen viewing
the Calendar, go to th@alendar ribbon HOME taénd click NEW
APPOINTMENT. Type the appointment information into the SUBJECT text
box. Information typed into the LOCATION text box will be shown in
parentheses.

Specific information can be given for the start and end times; Outlook can
accept Anatur al | anguage phraseso for
instancejn the text boxes waiting foradatey pe i n phrases suc
Tuesday, 0 fAt wor dweye kos ofrr ofimmiydensitgeht , 0 an
and convert to the precise date necessary.

On the Calendar s ribbon, the APPOI NT
and choices which may not all be seen unless the Appointment window is
stretched horizontallyUnder the APPOINTMENT tab, in the OPTIONS

group, note the ar ea -flowrarrdgnwsSdiectcan As . O
option forBUSY, OUT OF THE OFFICE, or TENTATIVE Each of these

selections will cause the appointmémthange itsthose viewing your

calendar fronoutsidewill see these colors and not the details (unless you have
given them permission).

A REMINDER will pop up for appointments set in the future (see next topic).
A CATEGORY can be assigned to an ajmpment and wilchange the color of
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the appointment.Any possible conflicts or near conflicts will be showith a
warning. When done, click SAVE AND CLOSE.

Where

Busy, :
Save the ap;;ocTLment Setting a Tentative, or . Reg;::‘?egn ¢
appointment /reminder Out of Office PP
[ ]
== v ¥ Lunch with Anita - Appointment
E Applintment In3 Format Text Relew
Calendar L
i - . B
H i Forward - ) = — .
Adtions Show Attendess Options Tags
| srac
Subyjed: Lunch with Anita
Location |5“LI'P‘| Lounge
Start timg | Thu 3/17/2011 |« | [12:00 PM = | [] A1 day event
Endtimg . |Thu3/17/2011 || (130 Pm -
Assigning a Set the date Set the time Open area for
category details
Figure 17 ~ Appointment Window
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Setting Reminders

Reminders are usually set for appointments or events, but can also be set for

tasksand even contacts

Even when the Outlook program is minimiz€xjtiookcan remind you of an
appointment while you are working with another prograffith your
Appointment window open (see previous topatick the boxfor REMINDER
and select a time from the drolpwn menu.If the dropdown arrow does not
list the desired time you want, type inwamwn length of time

At the very bottom of the dregownmeny you can sel ect
allows you to selegtour favorite sound to the reminder.

When the reminder pops up, you can DISMISS it, OPEN ITEM to read the
details, or SNOOZE to pop up again at a later time.

(=

| Project LEARN meeting

Start time: Thursday, March 17, 2011 3:20 PM
Location: Plover 534

Subject

9 minutes over...

| openitem | | Dismiss |

Click Snooze to be reminded again in:

Figure 18~ Setting a Reminder
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Modify Appointments

DOUBLE CLICK within the timeboxorfice@ | ¢ ont ai ni ng an apfr
orderto openit. Changeanydetails; click SAVE AND CLOSE.

Click and Drag an Appointment

Use the Aclick and drago feature to m

A quick way to move an appointment during the same day is to place the
mouse pointeon anappointment box, then click and drag the entire
appointment to a new time.

An appointment can be moved in a similar wapnother dayby clicking and

dragging to a new date on the Navigational Calendar (the monthly calendar

view); the appointment will appear on that selected date. You will know this is
working correctly whenth poi nt er has the Al oaded ¢«
pointer.
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Events

Eventsare similar to appointments excedpe timesare all-day and appear as
a banner across the calendar ¢ag the same manner as holidays and
birthdays.

Double click on the bannemderthe day that you are viewindNotethe
appearance is the same as an appointment except that you cannot set a time

Another way of making an eveis to check the little box on an appointment
windowthat saysi A | | d a y wéclhiaaged an appointment to an event.
An event can stretch over several days; for example, adaeeonference.

The appointment Time is FREE Checkmark changes
converts toan EVENT appointmenttoan EVENT
p || P .
iz [~ = Veyo-aui d@ " o e
2 Iﬁ?ﬂ! Format Text Review [~ 0
N E Y - - %
. g . i & B Ofe 4% Recurrence — v
H 3 : ] { s 32 - 1SS ¥ Rec ce i .
',!::J.»:c. Delete \ﬂJ Appointment S:j:s—';;lnj k::!n;ru; & 18 hours ~ @ Time Zones .aleg'ﬂl e M
t 5 Attend Opt
Subject Yoyo contest
Location: Willie Bird's Parking Lot

.
Start time: Sat 3/19/2011 - 12:00%0d V| All &
End time Sun 3/20/2011 v 112:00 AM -

Figure 19~ Event Window
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Recurring Appointments

With any appointment windowpen,on the Calendar APPOINTMENT tab,
click thetool that says RECURRENC&nd shows the circular arrowsl here
are many types of recurring patterns that may be sef{gas=20); take time
to experiment with them.

Be sure to select an optianthe lottomi n t he A Range of recu
defaultsettingi s A No end dateo which means yo
forever! Click OK.

Think how clever people will think you are when you begin to remember all the
anniversaries, birthdays, and specgdents in thie lives. Further, you can set

a reminderon these recurring events, perhaps, a week, so that you will have
ample time to shop for a gift or card.

—
Appointment Recurrence &

Appointment time ‘

Start: 100 PM

End: 2:30 PM

[ JE][E]

Duration: | L.5hours
Recurrence pattern
Daly Recur every |1 week(s) on:

9 Weeky Sunday Monday Tuesday Wednesday

Monthly /| Thursday Friday Saturday

Figure 20~ Appointment Recurrence Window

When modifying a recurring appointmentlialogue boxwill always ask if
you want to modify ALL of them or just ONE; giearefulthought to your
decision.
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Using a Second Calendar

There are times when you might wanbtganize a seconfbr even third or
fourth) calendar, but do so ONLY when iagompletelydifferent focus than
your own calendar.You do not want to check more than one calendar to see
your schedulewhich would make life more complicated than neagssa

On theNavigation Pane in the CALENDAR area, be sure that MY
CALENDARS: s open. If not, click the chevram the left of the window
RIGHT clickt h e WALENDAR.O SelectNEW CAL ENDAR é
name this second calendalnatever suits yo(i.e.,bos® s ¢ a bxeraista r ,
classessoccer scheduestc)

By checking the boxes next to each of the calendars listed, you will be able to
view one or more at the same time either side by side or overlapping.

Outlook2010allows you to overlayoverlap)onecalendar over the other to
compare scheduldsee Figures 21)Under MY CALENDARS, place a check
mark in the two calendars that you want to view at the same (inek the
left-pointingarrow in thesecond calendar to view as an overl@yick the
samearrow which is now a righpointing arrow to undo the overlay.
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My Calendars Second Calendar

Main Calendar Click arrow to overlay

0% ©

RN | Home

@ New Appointment
{83 New Meeting -

4
ind a Contact ~

& " 4 Address Boo

7| Manage hare
E New items ~ ) [ | 3 S dule View Calendars /.
New \ ‘s I Find
’
4 March \
SuMo TuWwe Search¥@lendar (Ctri«E)

2738 172 " ———
67859 & REMAGGINLCALEN...
13 14 15

20 2 223

27 28 29 30

3 4 5 6 :
4 V| My Calendars ! 32

[V calendar "
4 V| Shared Calendars
7 RM.MAGG

Figure 21~ Second Calendar Action
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