
 

 

  



 

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

 

 

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.  Page iii  of 105 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

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

 

CONTENTS 

 

Contents 
CONTENTS  ................................ ................................ ................................ ................................ .....  iv  

By Carole Bennett, Ed.D. .................................................................................................... 8 
VIEWING OUTLOOK  ................................ ................................ ................................ .....................  10  

Launching Outlook ............................................................................................................ 10 
Outlook 2010 Vocabulary ................................................................................................. 10 
Parts of the Outlook Window ............................................................................................ 11 

CONTACTS  ................................ ................................ ................................ ................................ ....  14  
View Contacts ................................................................................................................... 15 
Available Views ................................................................................................................ 16 
Quick Access Toolbar ....................................................................................................... 16 
Create a New Contact ........................................................................................................ 17 
Addresses .......................................................................................................................... 20 
Telephone Numbers .......................................................................................................... 22 
Closing a Contact Window ............................................................................................... 23 
New Contact from Same Company ................................................................................... 23 
Sorting Contacts ................................................................................................................ 24 
Create Categories .............................................................................................................. 25 
Delete and Restore a Record ............................................................................................. 26 
Obtain Map Directions ...................................................................................................... 26 
Adding Details to a Contact .............................................................................................. 27 
Using Grouped Views of Contacts .................................................................................... 27 
Printing Contacts ............................................................................................................... 28 
Search Contents ................................................................................................................. 30 
Inserting Foreign Letters ................................................................................................... 31 
SKILL BUILDERS for Contacts ...................................................................................... 32 

CALENDAR  ................................ ................................ ................................ ................................ ....  34  
Viewing the Calendar ........................................................................................................ 34 
Navigating the Calendar .................................................................................................... 34 
Modifying the Calendar View ........................................................................................... 36 
Adding Holidays ............................................................................................................... 37 
Customizing the Work Day ............................................................................................... 38 
Second Time Zone ............................................................................................................ 39 
Appointments .................................................................................................................... 40 
Setting Reminders ............................................................................................................. 42 
Modify Appointments ....................................................................................................... 43 
Click and Drag an Appointment ........................................................................................ 43 
Events ................................................................................................................................ 44 
Recurring Appointments ................................................................................................... 45 



 

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

 

Using a Second Calendar .................................................................................................. 46 
Viewing Selected Calendar ............................................................................................... 48 
Setting a Meeting .............................................................................................................. 49 
Checking Responses to Your Meeting Request ................................................................ 51 
SKILL BUILDERS for the Calendar ................................................................................ 52 

NOTES  ................................ ................................ ................................ ................................ ...........  54  
Notes ................................................................................................................................. 54 

E-MAIL  ................................ ................................ ................................ ................................ ...........  56  
Setting up Outlook for Email ............................................................................................ 56 
View Email ........................................................................................................................ 57 
Social Connector ............................................................................................................... 57 
Sending New Email ........................................................................................................... 58 
Using Spell Check with Your Email ................................................................................. 61 
Saving an Interrupted Email as a Draft ............................................................................. 61 
Sending an Email Attachment ........................................................................................... 62 
Saving an Email Attachment ............................................................................................. 62 
Message Options ............................................................................................................... 63 
Formatting Email............................................................................................................... 65 
Reading Email ................................................................................................................... 66 
Email Symbols .................................................................................................................. 66 
Responding to Email ......................................................................................................... 67 
Identifying Your Comments in the Reply ......................................................................... 67 
Send/Receive Email .......................................................................................................... 68 
Deleting and Retrieving Email .......................................................................................... 69 
Saving an Email as a File .................................................................................................. 69 
Flagging an Email ............................................................................................................. 70 
Sending an Animated GIF ................................................................................................. 71 
Making Sub-Folders .......................................................................................................... 72 
Organizing Email .............................................................................................................. 74 
Dealing with Spam ............................................................................................................ 75 
Using Rules and Alerts to Organize Email ....................................................................... 77 
Automatic Email Signatures .............................................................................................. 78 
Group Mail ........................................................................................................................ 80 
Editing a Contact Group (Distribution List) ...................................................................... 83 
SKILL BUILDERS with Email ........................................................................................ 84 

INTEGRATED FEATURES  ................................ ................................ ................................ .............  86  
Public or Master Calendar ................................................................................................. 86 
Checking your public folder permission status ................................................................. 86 
Click and Drag One Outlook Item to Another .................................................................. 88 
Sending a Word Document or Excel Worksheet with Email ............................................ 89 
Sending a File as an Email Attachment............................................................................. 90 
Sending Notes to Email Recipients ................................................................................... 90 
Quick Copy of Internet Web Page Text to Notes .............................................................. 91 
Open Calendar from another Window .............................................................................. 92 
Importing Files .................................................................................................................. 93 



 

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

 

Exporting Files .................................................................................................................. 94 
Outlook File Maintenance ................................................................................................. 95 
Accessing Archived Items ................................................................................................. 97 
Closing Outlook ................................................................................................................ 98 
SKILL BUILDERS for Integrating Features .................................................................... 99 

Table of Illustrations  ................................ ................................ ................................ ..................  101  
INDEX  ................................ ................................ ................................ ................................ ..........  103  

About the Author ............................................................................................................. 105 

 
 

 
 



 

 

  



 

MS Outlook 2010 by Carole Bennett, Ed.D.  Page 8 of 105 

 

MICROSOFT OUTLOOK 20 10  

By Carole Bennett, Ed.D. 

 
 

The Microsoft [MS] Office Suite, which contains Word, Excel, PowerPoint, 

and Access, also includes MS Outlook ï a 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 keep track of 

appointments, events, and tasks in a daily, weekly, monthly, yearly, and 

recurring pattern.  With version 2010, you can share your calendar, set up 

meetings, and assign tasks without having to be part of a Local Area Network. 

 

A popular feature of Outlook is the compatibility with most PDAs (personal 

digital assistant) such as a BlackBerry© or iPhone©.  When the PDA is 

synchronized with its paired computer, the most current information on 

Outlook can be uploaded to the PDA, and the most current information on the 

PDA can be uploaded to the paired computer.   

 

The first time you start Outlook, you will see the Outlook Startup Wizard, 

which configures Outlook.  Use the default settings and click NEXT until the 

Startup Wizard is finished. 

 

If you are part of a Local Area Network (LAN), ask your technical support to 

assist you.   

 

The information in this book is designed for the PC [Personal Computer] , but 

can also be helpful to those users of a Macintosh®. 
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VIEWING OUTLOOK 

 
 

Launching Outlook 

Microsoft Outlook can be launched in several different ways. 

1. Locate the yellow icon on the Task Bar across the bottom of the 

Window. 

2. Click the START button on the Windows taskbar; type ñOutlookò in the 

text box that says ñSearch Programs and Files.ò  

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 folder, click Microsoft Outlook 2010. 

 

Outlook 2010 Vocabulary  

(See Figure 1) 

TITLE BAR The TITLE BAR identifies the application and the 

active component.  For example, when the 

CALENDAR is active, the Title bar says ñCalendar ï 

(your email address) ╖ Microsoft Outlook.ò 

 

NAVIGATION 

PANE 

The NAVIGATION PANE provides access to the 

Outlook components, such as the CONTACTS and the 

CALENDAR.   

 

RIBBON The RIBBON contains tabs offering the menus, tools, 

and commands available. 

 

READING 

PANE 

The READING PANE displays the text of a selected 

email message. 

 

TO-DO BAR The TO-DO 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, the number of 

contacts stored is displayed in the Status bar. 

 

ITEM An ITEM is a record stored in Outlook.  An email 

message, appointment, contact, task, or note is 

considered an ITEM in Outlook.  Compare that to a 

ñdocumentò for Word and ñworksheetsò for Excel. 

 

FILE TAB The FILE tab is a centralized window that provides a 

ñBackstage viewò with tools to manage your accounts 

and to customize Outlook. 

Parts of the Outlook Window 

Outlook 2010 has a Navigation Pane on the left, a list of Items depending upon 

which Outlook component you are looking at, a reading pane, and a To-Do 

Bar.   

 

Outlook was one of the last in the Microsoft Office Suite to be revised with the 

RIBBONS feature, which has replaced the series of menu bar and tool bars.  

Outlook 2010 has, therefore, a whole new look when compared to the 2007 

version.   

 

Both the Navigation Pane and the To-Do Bar can be minimized by clicking the 

little  <  button; they can be once again maximized by clicking the  >  button. 

 

NOTE!  The quantity of information that appears on your Ribbon is determined 

by the size of your Outlook window. The more you ñstretchò it horizontally, 

the more detail you will see in any of the Ribbons in Microsoft Office 

applications.  Try to work with the windows as wide as possible, especially 

when just learning the application. 
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Figure 1 ~ Basic Parts of the Outlook Window in 2010 

 

Each folder, or component, will have its own CONTEXT SPECIFIC Ribbon 

containing options specific to the needs of that component.   
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CONTACTS 

 
Contacts are the heart of the Outlook program.  Contact email addresses will 

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 different types of address books, but the most typical are the Global 

Address List and the Outlook Address Book.  Each address book includes 

basic information about a person or group.  The address books are different, 

based on how they are created and maintained.  

  

The Outlook Address Book contains all of the contact records in the Contacts 

folder and will be the focus of this book. This address book does not require 

you to use an Exchange account or be part of a LAN ï Local Area Network.  

The Outlook Address Book is created automatically and contains the contacts 

in your default CONTACTS folder.  

 

The Global Address List contains a list of users that are part of a companyôs 

network and are maintained by a network administrator. The Global Address 

List is automatically configured with an Exchange account that you would 

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

 

To view address books other than the default, you must select them from the 

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 

CONTACTS components.  Note that the Ribbon includes features unique to 

using CONTACTS; hence, ñcontext specificò ribbon.  Note also that the Title 

Bar across the top now says ñContacts ï (your email address)  ╖  Microsoft 

Outlook.ò   

 

 
Figure 2 ~ Basic Parts of the Contact Window in 2010 
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Available Views 

On the left side Navigation Pane, Figure 2 shows the layout of the page when 

viewing the Contacts component.  Be sure to begin with the HOME tab on top 

of the ribbon.  Note the following options which you will find quite valuable:  

ñNew Contact,ò ñNew Group Contact,ò ñNew Items,ò ñDelete,ò and more.  

 

Note the tab in the ribbon that says VIEW.  If you have contacts already 

entered, take time to look at the different ways to view the Window.  You can 

ñChange View,ò for instance, as well as turn off or on the ñNavigation Pane,ò 

ñReading Pane,ò ñTo-Do Bar,ò and ñReminders Window.ò   It is your option.  

Note there is even a ñReset View,ò which might help you to return to the 

original settings if you feel you went beyond your intentions.  (If no changes 

have been made, however, it will be ñgreyò and not available.) 

 

Quick Access Toolbar 

Outlook has a nice Quick Access Toolbar in the very top left of the Window. 

 
 

Figure 3 ~ The Quick Access Toolbar 

 

In order to add one of your favorite tools to the Quick Access Toolbar, click 

the drop- down arrow to the right of the Toolbar.  Click any item listed, which 

will then automatically be shown on the Quick Access Toolbar from any 

location in Outlook.  Helpful tools might be PRINT, SEND/RECEIVE, and 

EMPTY DELETED ITEMS. 

 

To delete any unwanted tool from the Quick Access Toolbar, click the drop-

down arrow and un-check any unwanted tools.  
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Create a New Contact 

Be sure you are in the Contact area, and then click the HOME tab.  Click NEW 

CONTACT for a CONTACT window.  Type the first name and last name, and 

press the TAB key.  Note how FILE AS rearranges and displays the name as to 

how it will appear in the Address Book.  Review the labels in Figure 4 as we 

learn about CONTACTS. 

 

 
Figure 4 ~ A Contact Window in 2010 

 

 

 

 



 

MS Outlook 2010 by Carole Bennett, Ed.D.  Page 18 of 105 

 

Note the new 2010 RIBBON across the top of Figure 4.  Keep in mind that the 

ribbon is 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. 

 

The ñFile Asò defaults to last name first; it can be overridden using the drop 

down arrow to a company name, first name, etc.  When more text boxes are 

completed, there will be more options available as to how to file the contact. 

 

 
The FILE AS drop-down provides choices as to how to file the contact. 

Figure 5 ~ Contact "File As" Choices 
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Each text box in the Contact window becomes a FIELD for future merged 

documents; be sure the information is in the correct text box and the 

information itself is correct.   

 

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

 

In the dialogue box entitled ñCheck Full Nameò (see Figure 6), be sure the 

little box is always checked to ñShow this again when name is incomplete or 

unclearò as this will help insure the accuracy of your text box fields. 

 

 
 

Figure 6 ~ Checking Details of Name 
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Addresses 

 

Before entering an address, be sure that you have chosen the appropriate one 

(of the three) address options.    First, click the drop-down arrow next to the 

ñBusinessò button and chose BUSINESS, HOME, or OTHER. 

 

Place a checkmark as to which address is the preferred mailing address.  This is 

an important step when you later want to use the contact information in a mail 

merge or in making labels. 

  

 
Figure 7 ~ Use Addresses Drop Down Arrow First  
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When adding the address details, click the ADDRESS button (Business, 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 with Microsoft Word. 

 

You can add an address directly to the text box; later you can click the 

ADDRESSé button.  Be sure to do this especially if it is an unusual address or 

an international address in order to clarify the information in the text boxes. 

 

 
 

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 Outlook, a clarification 

window may open asking for your local area code; after recording it, Outlook 

assumes the telephone numbers are that local area code unless specified 

otherwise. 

 

Click a phone number button, or double click in one of the telephone text 

boxes to access the detailed backup information (see Figure 9). 

 

If inserting an international telephone number; use the drop-down arrow to 

select the country, and the automatic dialing for the country code will be 

specified as follows in the window entitled ñCheck Phone Number.ò 

 

 
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 that is not one of 

those defaults and listed, click a down arrow next to any one of them not being 

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

change it to PRIMARY (see Figure 4 for ñCustomizing Phone Numbersò). 
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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 saves at this point, and 

there is no need to save manually after each action.  Of 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 select your option.  The SAVE AND CLOSE 

button is faster. 

 

 

New Contact from Same Company 

 

There is more than one way to add a new contact using the basic information 

from a previous contact window. 

 

First, open an existing contact by double clicking on a name; click the drop-

down portion of the tool SAVE & NEW on the ribbon.  Then, select ñNew 

Contact from Same Company.ò 
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Sorting Contacts 

One way to sort Contacts by major fields is to click the column headings when 

using a List. 

 

First, change the view of Contacts.  Click the CONTACTS button at the 

bottom of the Navigation Pane so that you are looking at Outlookôs Contacts 

open folder.  Click the tab in the ribbon that says VIEW.  Click the CHANGE 

VIEW tool.  Click the tool for LIST. 

 

Each column will have a column heading, such as ñFull Name,ò which can be 

sorted.  Click a column heading the first time for top-to-bottom sort; click the 

same column heading the second time for bottom-to-top sort.  Some columns 

sort alphabetically, others numerically, and others chronologically. 

 

Note that the column currently being sorted has a light triangle on the column 

heading; the triangle inverts when sorting the opposite direction.   To return to 

your previous view, click CHANGE VIEW in the VIEW tab on the ribbon, and 

select CARD (or whichever one you prefer). 

 
Figure 10 ~ Viewing and Sorting Contacts in a Phone List 
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Create Categories 

Categories used wisely can be a database sorted in various ways.  Plan ahead 

and think of all possible categories for your contacts (Holiday Greetings, 

Marketing Lists, Party Friends, Special Clients, etc.), yet additional categories 

can be added later.  You can assign contacts to more than one category for 

sorting in different ways. 

 

The CONTACTS component is one of the easiest places to assign categories, 

but the same category list can be also used with email and calendar items. 

 

From the Contact folder window, or wherever you might see the tool, 

click once, and select ALL CATEGORIES at the bottom.  

 

Another way to access Categories quickly is to RIGHT click on most any 

Outlook item, then select CATEGORIES.  Click any of the default (existing) 

categories such as ñBlue Categoryò; click RENAME to give it a name that is 

relevant to your needs.  When you click NEW 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 and making duplicates of items for 

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

 

 
 

Figure 11 ~ Create Categories 
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Delete and Restore a Record 

Select the contact to be deleted.  Click 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 List. If you cannot see the Folder List, 

click the Folder List button in the lower left corner of  the Outlook window.  

Locate the previously deleted contact item with the  icon. 

 

Click and drag the deleted item back to CONTACTS in the folder list by 

hovering over the Contacts folder until it is selected (highlighted); release the 

item; it is now back in the Contacts list. 

 

The same process works for any deleted item when dragging it back to its 

original respective folder. 

 

 

Obtain Map Directions 

 

From a Contact, you can connect directly to the Microsoft Internet Explorer 

and locate on a map where the Contact resides.  

 

Open a contact by double clicking on a name that has a complete address 

included.  Toward the bottom of the contact window, select the area that says 

MAP IT.  If you are online, you will be connected to the Internet and a map 

site will be found giving instant directions to that address. 

 

Think of the useful possibilities of this feature!  Quickly locate a clientôs office, 

find the address and directions for your boss, or locate instructions to a 

friendôs home for a party!   
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Adding Details to a Contact 

 

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

for the SHOW grouping, and click the tool that says DETAILS.  Note the array 

of details that can be included:  Department, Office, Profession, Nickname, 

Spouse/Partnerôs Name, Managerôs Name, Assistantôs Name, Birthday, and 

Anniversary. 

 

Click on the drop-down arrow next to Birthday or Anniversary and select a 

date.  This date automatically will be installed in your own calendar section of 

Outlook as an annually recurring event. 

 

Using Grouped Views of Contacts 

 

The quantity 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 the Contacts area.  In the ribbon, click VIEW.  Note the 

CURRENT VIEW task grouping.  Click CHANGE VIEW and select LIST 

which changes the entire look of your Contacts.  Note the small line of text that 

says ñCategories: (none)ò with a number following it.  Click the little arrow 

that precedes that, which will shrink up all those that have not been assigned to 

a category. 

 

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 one Category, 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, as it is only one Contact item 

showing up in more than one Category. Return to the CHANGE VIEW tool, 

and click CARD for your original view (if that is your preferred view). 
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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 CHANGE VIEW 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 ñTemporary HOLD,ò so that you can place contacts there for a limited period 

of time.   Click and drag each contact into that new folder just for the short 

period of time you want to print them. 

 

On the Ribbon, click the FILE tab, then PRINT.  In order to print a quick 

wallet-sized version of all of your Contacts, click Small Booklet Style.  Note 

the preview on the right of what it will look like.  Click the large button at the 

top to PRINT.  If it asks about double-sided settings, click YES. 
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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 format.  Use a category such as ñWallet 

Addressesò (or whatever name meets your need for a printed version of your 

Contacts) and assign the selected contacts to that category.  On the ribbon, 

click VIEW, click CHANGE VIEW click LIST.  

 

Shrink the Categories (by clicking the ï signs) that you do not want, and 

expand (click the + sign) the ñWallet Addressesò category to see just your 

Wallet Address contacts.  Select each of them (or select as a group) and drag 

them into the ñTemporary HOLDò folder for printing.  Then follow the 

instructions above for printing.  Once done, select all those Contacts in the 

Temporary HOLD folder and drag them back to the main CONTACTS folder. 

 

To print Contacts to fit a specialized format such as an AveryÊ form or to fit a 

special binder such as Day-RunnerÊ or FranklinÊ, click FILE, then PRINT; 

click the small button that says PRINT OPTIONS; click the button PAGE 

SETUP; select the second tab ñPaperò and make your selection from the long 

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 fit a personal leather binder or just fold the papers 

into your purse or bag.  Often you may find it handy to print out a one-day 

version of your calendar, especially for a complicated schedule, as it may be 

easier to see than one 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 author have convinced her that 

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 

 

The SEARCH CONTENTS text box appears at the top of the Contacts overall 

viewing area. 

 

Click on CONTACTS.  Click inside the text box where the gray letters say 

ñSearch Contacts.ò  Enter a word that could be in any one of the many fields in 

Contacts, and click the little magnifying glass icon.  This feature will locate 

words that are even listed in the miscellaneous text boxes on the Contact 

window. 

 

Open a Contact and note the large NOTES field.  Use this area to keep all 

kinds of detailed notes, such as special notes or things you want to remember 

about this person.  You may also want to build a chronologic history of events 

in the NOTES field.  When you SEARCH CONTACTS, it will include words 

in this large text field. 

 

If you need to document dates and events 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 ñ in Muñoz or the ö in Köln, you will want to type 

them correctly the first time.  Later, when you merge them into a Word 

document, they 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 

Character Map. 

 

Click the START button on the task bar.  Type ñcharacter mapò in the text box 

to ñSearch programs and files.ò  Double click CHARACTER MAP.   

 

Select the font HAETTENSCHWEILER as it seems to have more options than 

most fonts.  Use the scroll bar at the right to locate your letters.  Pay attention 

to lower case and upper case.  Double click the desired foreign letter, one at a 

time.  For normal letters, click in the ñCharacters to copyò text box and type 

them.  You can type the entire word into the textbox prior to copying, for 

instance:  Muñoz.   Type in Mu, then double click on ñ, then type in oz. 

 

When the word or name is completed, click the button COPY.  Close or 

minimize the window for CHARACTER MAP.  Open a new CONTACT 

window, and click in the appropriate text box.  RIGHT 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 characters.  The beauty is that 

whenever 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.  Here are two Skill 

Builders for the Contacts section.   

 

CONTACT ASSIGNMENT #1:  Open 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) 555-9999 

 Work telephone is (415) 777-8888 

 Other telephone in Italy is (46) 555888 

 Pager is (415) 222-4444 

 Spouseôs name is Pam 

 Birthday is February 12 

 Categories are Business and Personal 

 

 

CONTACT ASSIGNMENT #2:    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 re-open it.  Click the MAP IT icon in order to locate 

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 time, or at various levels of details for a month at a time.  Click 

the various choices on the ribbon across the top of the calendar component to 

familiarize yourself with the choices.   

 

This section will be giving instructions as though you are viewing one WEEK. 

  

Navigating the Calendar 

 

In the upper left corner should be the Navigation Pane with three or four 

months of the calendar shown.  If the Navigation Pane is not showing, click the 

little chevron > along the left margin that says ñFolders.ò  Whenever you do 

not need the navigation pane open, you can simply click the little chevron <  to 

collapse it; then click the  >  chevron to open it again. 

 

Note in the monthly views that todayôs date has a square drawn around it; the 

actual dates you are looking at in the appointment area are highlighted in gray.  

Click on any date in the Navigational Calendar to change the dates of your 

view. 

 

Click the navigating arrows beside the months in the Navigational Calendar to 

go forward a month at a time.  As an alternative, click on the name of the 

month such as ñFebruaryò to access a drop down 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 minutes or even 5 

minutes. 

 

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

frame of 10 or 15 minutes, this feature can be handy.  The 30-minute default 

time segment seems to be comfortable for most people, so please return to that 

setting for the purposes of following the written material. 

 

 
Figure 14 ~ Column on Calendar to 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 days and 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.   

 

On the FILE tab on the ribbon, click OPTIONS, and then click CALENDAR.  

Note all the calendar options for customizing!  About half way down, click 

ADD HOLIDAYSé. 

 

There is a long list of holidays from which to select; most typically, you would 

select United States holidays, but select whatever is appropriate for you.  Click 

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

year and the future. 

 

In case you were overly ambitions and now want to delete some holidays, 

follow these instructions.  From the Calendar ribbon, click the VIEW tab, then 

click CHANGE VIEW tool, and select ACTIVE.  Note the column heading 

ñLocation.ò  If you selected holidays from the United States, you will be able 

to sort that column to pull together the holidays.  Select and delete the holidays 

that you no 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 Friday from 8 a.m. to 5 p.m. as Outlookôs 

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 the color changes at 8 a.m. and 5 p.m., Monday through Friday.  

One color (most likely white) indicates your active work schedule, and the 

other color (most likely blue) indicates time when you are not working and 

unavailable for meetings. 

 

From the Calendar ribbon, click FILE, then OPTIONS, then CALENDAR.  

Click the days of the week that are your working days, and enter the start time 

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 are sharing your calendar with others in an office environment 

with a LAN, your calendar will show the times you are available for meetings 

based on these settings. 

 

 
 

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

 

While viewing the Calendar, RIGHT CLICK on the column with the times 

listed, and select CHANGE TIME ZONE.  You can also access this same 

dialogue box from the Calendar ribbon, clicking FILE, OPTIONS, and 

CALENDAR. 

 

Type in a LABEL for your current time zone such as ñCAò for ñCalifornia.ò  

Click the box to ñShow an additional time zone.ò  From the drop-down arrow 

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

the LABEL text box. 

 

Note that the Time Zones are specified mostly by cities, not by countries.  The 

ñUTC+1:00ò means Coordinated Universal Time plus one hour.  Note that 

this used to be GMT which stood for ñGreenwich Mean Timeò based on a 

location in England which is considered zero hour. 

 

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

 

 
 

Figure 16 ~ Adding a Second Time Zone 

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

and un-check the box for ñShow an additional time zone.ò 
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Appointments 

 

For a simple appointment, click on the chosen time slot or cell and type the 

information. 

 

To extend an appointment, place the pointer over the lower cell border for the 

double-headed arrow to appear, then click and drag to stretch the appointment 

to conclude at a later time.  In order to place more details into a new 

appointment, double click a chosen time slot, and an Appointment window will 

appear (see Figure 16). 

 

As an alternative means of opening a new Appointment window, when viewing 

the Calendar, go to the Calendar ribbon HOME tab and 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 ñnatural language phrasesò for appointment dates and times.  For 

instance, in the text boxes waiting for a date, type in phrases such as ñnext 

Tuesday,ò ñtwo weeks from yesterday,ò or ñmidnight,ò and it will understand 

and convert to the precise date necessary. 

 

On the Calendarôs ribbon, the APPOINTMENT tab has a collection of tools 

and choices which may not all be seen unless the Appointment window is 

stretched horizontally.  Under the APPOINTMENT tab, in the OPTIONS 

group, note the area for ñShow As.ò  From the drop-down arrow, select an 

option for BUSY, OUT OF THE OFFICE, or TENTATIVE.  Each of these 

selections will cause the appointment to change its; those viewing your 

calendar from outside will 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 appointment and will change the color of 
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the appointment.   Any possible conflicts or near conflicts will be shown with a 

warning.  When done, click SAVE AND CLOSE. 

 

 

 
Figure 17 ~ Appointment Window 
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Setting Reminders 

 

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

tasks and even contacts. 

 

Even when the Outlook program is minimized, Outlook can remind you of an 

appointment while you are working with another program.  With your 

Appointment window open (see previous topic), click the box for REMINDER 

and select a time from the drop-down menu.  If the drop-down arrow does not 

list the desired time you want, type in your own length of time.   

 

At the very bottom of the drop-down menu, you can select SOUNDé which 

allows you to select your 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. 

 

 
 

Figure 18 ~ Setting a Reminder 
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Modify Appointments 

 

DOUBLE CLICK within the time box or ñcellò containing an appointment in 

order to open it.  Change any details; click SAVE AND CLOSE. 

 

Click and Drag an Appointment 

 

Use the ñclick and dragò feature to move appointments. 

 

A quick way to move an appointment during the same day is to place the 

mouse pointer on an appointment box, then click and drag the entire 

appointment to a new time. 

 

An appointment can be moved in a similar way to another day by 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 when the pointer has the ñloaded boxò tagged onto the 

pointer. 
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Events 

 

Events are similar to appointments except the times are all-day and appear as 

a banner across the calendar days in the same manner as holidays and 

birthdays. 

 

Double click on the banner under the day that you are viewing.  Note the 

appearance is the same as an appointment except that you cannot set a time. 

 

Another way of making an event is to check the little box on an appointment 

window that says ñAll day event,ò which changes an appointment to an event. 

An event can stretch over several days; for example, a three-day conference.  

 

Figure 19 ~ Event Window 
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Recurring Appointments 

 

With any appointment window open, on the Calendar APPOINTMENT tab, 

click the tool that says RECURRENCE and shows the circular arrows.   There 

are many types of recurring patterns that may be set (see Figure 20); take time 

to experiment with them. 

 

Be sure to select an option at the bottom in the ñRange of recurrenceò as the 

default setting is ñNo end dateò which means your selected recurrence will be 

forever!  Click OK. 

 

Think how clever people will think you are when you begin to remember all the 

anniversaries, birthdays, and special events in their  lives.  Further, you can set 

a reminder on these recurring events of, perhaps, a week, so that you will have 

ample time to shop for a gift or card. 

 

 
  

Figure 20 ~ Appointment Recurrence Window 

 

When modifying a recurring appointment, a dialogue box will always ask if 

you want to modify ALL of them or just ONE; give careful thought to your 

decision.  
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Using a Second Calendar  

 

There are times when you might want to organize a second (or even third or 

fourth) calendar, but do so ONLY when it is a completely different focus than 

your own calendar.  You do not want to check more than one calendar to see 

your schedule, which would make life more complicated than necessary. 

 

On the Navigation Pane in the CALENDAR area, be sure that MY 

CALENDARS is open.  If not, click the chevron on the left of the window.  

RIGHT click the word ñCALENDAR.ò  Select NEW CALENDARé  and 

name this second calendar whatever suits you (i.e., bossôs calendar, exercise 

classes, soccer schedule, etc.) 

 

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. 

 

Outlook 2010 allows you to overlay (overlap) one calendar over the other to 

compare schedules (see Figures 21).  Under MY CALENDARS, place a check 

mark in the two calendars that you want to view at the same time.  Click the 

left-pointing arrow in the second calendar to view as an overlay.  Click the 

same arrow which is now a right-pointing arrow to undo the overlay. 
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Figure 21 ~ Second Calendar Action 

 

 






















































































































