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Getting Started
Opening Outlook

Use the following procedure to open Outlook.
1. Select START (or press the Windows key on the keyboard) to open the Start menu.
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|E| tdicrosoft PowerPaint 2010
(W] Microsoft Ward 2010 Joanna E. Brown
sl Lotus Motes 8.5
& Internet Explorer (64-bit)

Documents

& Sdobe Acrobat ¥ Pro Recent Iterns
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Highlight Microsoft Office Outlook to open it.

Closing Outlook

When you are finished with Outlook, you should close it, freeing your system resources for other tasks. You
can exit the application from the Backstage View.

Use the following procedure to close Outlook from the Backstage View.

1. Select the FiLE tab on the Ribbon.
2. Select EXIT from the menu on the left.



Understanding the Interface
Outlook has a sophisticated interface that changes based on the major activity you are performing. The
Outlook Home Page includes:

e A Navigation Pane to help you select the task you want to do

e The Inbox to see a list of all of your messages

e A Reading Pane (when using e-mail) to preview your messages

e A To-Do Bar for a quick glance at your calendar, scheduled appointments, and tasks
e A Menu bar to access all of Outlook’s commands

e A Toolbar customized to the current view

As in the other Microsoft Office 2010 applications, menus and toolbars have been replaced by a new RIBBON

interface. However, a different RIBBON displays depending on whether you are sending or receiving messages,

working with appointments or contacts, or defining tasks. Each TAB in the active RIBBON contains many

buttons for applying Outlook’s features. To display a different set of commands, click the tab name. BUTTONS

are organized into groups according to their function.

For example, when you are sending an e-mail message, the RIBBON interface displays TABS, GROUPS, COMMANDS,

AND BUTTONS related to sending a message. The TABs are different for each activity to keep the most

commonly used commands easy to find. The Quick Access TOOLBAR allows you quick and easy access to your

most common commands.
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Mail message Ribbon:
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Working with Email

Viewing an E-mail
You can highlight a message in the Inbox for a preview of the message in the Reading Pane of Outlook’s main

interface.
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Double-click the message to open it. View the Previous Item and Next Item icons on the Quick Access

Toolbar.
4| @« ¥ [T Project Notification - Message (Plain Text) = B 2
File Message [~
a e [ W [ 3
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Extra line breaks in this message were removed.
From: Guru.com [info@guru.com] Sent:  Fri3/19/2010 10:37 PM
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3

Guru.com : Project Notification

Dear Michele:
Within the last 24 hours, employers posted one or more projects that match your profile(s).
How to find the below project(s):

---Sign in to your professional account: http://www.guru.com/pro/login.cfm ---On the My Admin page, click the
"Project Notifications" link.

Want to stop receiving Project Notification emails?
Learn how here: http://www.guru.com/help/profinvites.cfm&turn _off

Profile ID: 653386 matches...
Title: Car/Boat FInance or Sales
Project 1D: 598061

Category: Writing, Editing & Translation
Description:

/B See more about: Guru.com. PPy ~

Replying To or Forwarding an E-mail
E-mail is an important form of communication. Sometimes, you will need to be able to respond to inquiries.
Sometimes, you will need to pass the information on to someone else. You can do either action in the original

e-mail message.

When you reply to or forward a message, Outlook opens a new message. It includes the contents of the
original e-mail in the text by default. For forwarded messages, attachments are also included in the new
message.

Shown here is the RESPOND group of the MESSAGE tab on the ribbon when a received message is open.

1 ¥

e =

Reply FReply Forward B -
All h
Respond

Deleting an E-mail
When you have finished viewing a message, and you have already responded or do not need to respond or
save the message, you can delete it. There are several ways to delete messages.

View the DELETE group of the MESSAGE tab on the ribbon when a received message is open.



%) Ignore x

p@ Junk = Delete

Delete

Also view the Delete tool on the Outlook Home Page Toolbar.

Home Send / Receive Folder View Add-Ins ) e

i ‘,,%u [ Ignore x \ 1] $ E Meeting (25 referrals (g To Manager (A5 Move - [ Unread/ Read .
[Ek clean up ~ ¢ - (3 Team E-mail & Done 5 rules - | B categorize - | [l Address Book
Mew  New Delete Reply Reply Forward # - - - _
Email Ttems~ | S Junk~ Al i LAlIE [ Reply & Delete  “i7 Create New 7 | Nonenote | W FollowUp~ | 7 Filter E-mail
New Delete Respond Quick Steps a Move Tags Find

Using Quick Steps

The Quick Steps feature allows you to quickly manage your email with a number of common actions. For
example if you commonly forward messages, you can configure a quick step to perform this action in one
click.

The first time you choose a default item in the Quick Steps group, a First Time Setup wizard will guide you
through to process of setting up your quick step. You can also create your own custom Quick Steps.

Quick Steps gallery:

5 referrals fh To Manager

2 Team E-mail & Done

H%, Reply & Delete i Create Mew -
Quick Steps u

Use the following procedure to create a new Quick Step for permanently deleting an item.

1. Select CREATE NEwW from the Quick Steps group on the Ribbon.



Outlook displays the Edit Quick Step dialog box, illustrated below.

Edit Quick Step

L Mame:
My Quick step

Add actions below that will be performed when this quick step is dicked on.

Actions

v X

|Choose an Action

Optional

Shortcut key: | Choose a shortcut |

Tooltip text:

‘_"S- ExT will show up when the mouse hovers over U

2. Select the PERMANENTLY DELETE MESSAGE option from the CHOOSE AN ACTION drop down list.
3. If desired, you can change the Name of the Quick Step by entering new text in the NAME field.

4. Select FINISH.



Creating a New E-Mail

Creating an E-mail
While Outlook is in the Mail view of the home page, you can simply select the New E-mail tool to create a
new message.

Click the New E-mail tool to start a new Mail Message.

r’j’j

MNew
E-mail

Addressing an E-mail
You use the To, CC, and BCC fields to address an email. When you select the To, CC, or BCC fields, Outlook
provides a list of the addresses stored in your Contacts for quick entry of frequently-used names.

You can also enter a new e-mail address directly in one of these fields.

View the Select Names: Contacts window that Outlook displays when you select To or CC.

Select Mames: Contacts Ii|
Search: (*)Mame only () More columns  Address Book
| | G0 |C|:unta|:ts - mbwigdermer@yahoo, com b4 | Advanced Find
| Mame Display Mame E’Qail Address
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g aibbens, Michells Michelle Gibbens (mmoibbens@s, .. mmgibbens from vour
& Goodwin, Leigh Leigh Goodwin (leigh, goodwin@, .. |eigh.good Y
& riffith, Stephen Stephen Griffith (stephen. griffit.., stephen.gr| COntactsor
& kibbel, kathi kathi kibbel {kathikibbel@hotmail, ., kathikibbely contact
& Kirn Lyon Kirn Lyon' kim-lyon@g  folders
3 Kirkman, Jodnna JodAnna Kirkman {doingdi@disd, ... doingdi@di |
I | [
Boe -= | |
o




You can simply begin typing the e-mail address into the To field. If Outlook recognizes the address, you can
select it from the list without having to finish typing the address.

To... |n1b|
I—1 T
= Ce.. ’_I mbwiedemer @yahoo.com ><|
5end
Subject: |

Creating the Body

Outlook includes a powerful word processor to write and format your message.

Below is how to enter text into the body of the message.

HEHY O+ + = Untitled - Message (HTMIL) = B
m Message Insert Options Format Text Review &3 9
% * CanbriBomyv 11 v AN AT [ E iz & Sﬂﬁ @ g 0 Qr ¥ Follow Up ~ Qg
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Paste B 7 U %7+ A - E = | £ $5  Address Check | Attach Attach Signature Zoom
- = - T Book MNames File Item~ - 4 LowImportance
Clipboard = Easic Text P Mames Include Tags | Zoom
To... |mbwiedemer@vahoo.mm |
B
= (e | |
Send
Subject: | |
his i d icn)
This is my message text. | can format words. y
I can insert a picture.
e
! i ‘H\H—
Py
T
| can create a signature.
Michele Manager
555-555-5555 Office
555-555-5555 Cell
-
/1y Seemore about: ~
n u

Attaching a File

You can share any type of file with your e-mail recipients.

The ATTACH FILE tool appears on the INCLUDE Group of both the MESSAGE tab and the INSERT Tab. It opens an
INSERT FILE window to allow you to navigate to the location of the file on your computer or server.



To attach a file, use the following procedure.

1. Select ATTACH FILE from the INCLUDE group of the MESSAGE tab on the ribbon of a new message.

Message Insert Options Format Text Review & 0

B cmmarfu -aw=-Er 0 B @ o8 [ T
Ea ¥ High Importance
Paste B 7 U ®7- A~ g = | € £E | Address Check | Aftach Attach Signature Zoom
- - - j Book Mames File | Hem~ - 4 LowImportance
Clipboard Basic Text ] Mames | Include | Tags | Zoom |

Outlook opens the INSERT FILE window.

Insert File
Look in: |[E;| Carporate Training Materials V| @ - X Ch <
o Trusted Outlnnk Instructor Manual

Templates | \@lms_office_z010_Outines

e My Recent | (2] ~tlook Instructor Manual
Dacuments

@ Deskkop
i

Documents

L
Campuker

g Tl Mebwork,
Flaces

File name: |

Files of type: |.c\|| Files

Tools - Insert - Cancel

2. Choose the file to attach and select OPEN.

Outlook includes the file with the message.

Attached: Dutlooklnstructor Manual.doc: (4 MB]

) Tou. |mbwiedemer@vahoo.com |

EY e || |
Send

Subject: | |

|




Sending the Message

When you have addressed your message, created your body, and attached any pertinent files, you are ready

to send the message.

Select SEND to send your messages.

To.. mbwiedemer @yahoo.com
- L]
=4 Ce.
Send
Subject:
Attached: | B gutigok Instructor Manual.doo [4 B}

View the Outbox to see the message if it has not been sent yet.
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Managing E-Mail

Marking an Item as Read or Unread
When messages first arrive in your Inbox, Outlook considers them unread. Outlook displays the name and

date in bold as an indicator that you have not read the message. The envelope icon next to the sender’s

name is closed.

When you highlight a message in the Inbox or open the message to read it, Outlook automatically marks the
message as Read. Here is the same message after it has been read. Notice the envelope icon is now open.

There are several ways to mark messages as read or unread.

The unread message is boldface, and the envelope next to it is closed, see below:

=] Last Week

] Update on OCR scan ..
Betty Bray Wed 3/24

~=| Bring Your Own Lapt...
Your Oak CIiff Chamber of Co...

Use one of the following options to mark a message as read or unread.

e With the message open, the MARK As UNREAD option is on the MESSAGE Tab of the ribbon. This
option toggles between unread and read.

¥ Mark Unread ¥ Mark Unread

HD Categorize - HD Categorize =

¥ Follow Up = ¥ Follow Up -
Tags Tags

When you right click on a message, the context menu provides either MARK As READ or MARK AS UNREAD on the
menu, depending on the current state of the message you selected.



Printing a Message

The Backstage View allows you to print one message (memo style) from either the Inbox or the message

itself.
Use the following procedure to print a message directly from the Inbox.

1. Highlight a message in the Inbox.
2. Select the File tab on the Ribbon to open the Backstage view.

= o B R
File Home Send / Receive Folder View Add-Ins 9
L{;} Save As

Print Settings
@Q Save Attachments { iI
E Specify how you want the item to be printed and
Info Print then click Print.
MG 16 f e Qe m e
QOpen
Pri -
rinter o s st i
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& HP Laser)et 1020 s et mgelTiarg ; dubock s ks Nerumon:
B -
| = Ready Tk 5 ey g 120, | e s,
Help 1 alasna ok,
§E4Print Options %
] Options ) & =
Print What \f \/ (f
K it \ ) L\
AR
Table Style il AT
s
1 0C 3% 3 AU,
Memo Style e
EESESEEIES O
EEEESEEEES eI
'
11 ofl % =

3. Select Print to print using the defaults.

To use the Backstage View to print an open message, use the following procedure.

1. Open the message.
2. Select the File tab on the Ribbon to open the Backstage view.
3. Select Print to print using the defaults.




Creating Folders
Folders help to organize messages you want to save.

You can use the FOLDER tab on the Ribbon, keyboard shortcuts, or the right click context menu to create a
new folder.

Below is the New Folder tool on the Folder tab of the Ribbon.

£ L7 Copy Folder ¥, :ﬂ 1l N - 7 I_-LJ :sz_j]
- - ove Folde —k%:—' = )—(' i) = J 3 JE
New |Mew 5Search | Rename ~ B Mark All Run Rules Clean Up Delete : Showin | AutoArchive Folde Folder

Folder  Folder Folder L34 Uelete FOIOEr | 35 Read  Now Folder~  All  Deleted Items | Favorites Settings  Permissions Properties
MNew Actions Clean Up Favarites Properties

Use the following procedure to create a new folder.

1. Click on the New Folder tool. Or right click on the Inbox folder of the Navigation pane and select New
Folder from the context menu.

Outlook displays the Create New Folder window.

Create New Folder

MName:
|rv1'r- Mew Folder |

Folder contains:

|I'v1ai| and Post Items Vl

Select where to place the folder:

= -
£ sournal
[Eg Junk E-mail
o | Motes
[[5 cuthox
L) RS5 Feeds
[[= sent Items
] Tasks
&3 Archive Folders

[ QK l ’ Cancel

2. Enter the Name
3. Highlight the location where you want the folder to be stored.
4. Select OK.

Moving Messages to Folders
Now that you have created a folder for organizing and storing messages, you’ll need to know how to move

the messages to that folder.

Moving messages is another task that is so common that Outlook provides many easy methods of
accomplishing it.



Use the following procedure to move a message from the Inbox by dragging it to the folder in the Navigation
pane.

1. Highlight the message you want to move in the Inbox.
2. Dragitto the desired folder in the Navigation pane.

¥ Inbox - Personal Folders - Microsoft Outlook o P R
Home | Send/Receive  Folder  View  Add-ns o @
=L | Ignare . At referral L To M A3 Move ~ Unread/ Read -
.] 'L@ () x 3 \kJ _.% al\ﬂeetmg (23 referrals . g To Manager L1 .D_d .
Lii Clean Up ~ . Ijj Team E-mail q/ Done L% Rules = om Categorize ~ [} Address Book
New  New Delete Reply Reply Forward B - -
Email ftems~ | S Junk - Al S LE ( Reply & Delete ‘iz Create New = | $oneNote | ¥ Follow Up - | 7 Filter E-mail ~
New Delete Respond Quick Steps Fl Mave Tags Find
> Favorites 4 >
£ Project Notification 4 April 2010 4
4 Personal Folders | Arrange By: Date [Conversations)| = Guru.com [info@guru com] SuMo TuWe Th Sa
- ' ' 1| 2] 3
41 Inbox (1} B Extra line breaks in this message were removed, 4 5 6 7T 8 9 10
- =] Last Week
[ANIAeEAntSpan Sent Fri 3/19/2010 10:37 PM 11 12 13 14 15 16 17
3 work [:=d Update on OCR scan ... To mbwiedemer@yahoo.com 18 19 20 21 22 23 24
7| Drafts %} Betty Bray Wed 3/24 = 25 26 27 28 29 30
L= sent Items B =] Bring Your Own Lapt...
\ - AP Toda
>@ Deleted Items Your Qak Cliff Chamber of Co... Guru.com : Project Maotification . : oot
-y _ = ockey Practice
i =) Two Weeks A 500 PM - 3:00 PM
[ Mews Feed wo Weeks Ago FB Stars center Py
[[3) outbox [~ [RECPTACommunic.. 1
— — ; 0 . Thursday, April 15, 2010
> [ RSS Feeds aja olson 3/20/2010 Dear Michele: = atYT'lt —
>3 Search Folders © |_J Project Notification ree at Trinity River & &
4 Archive Folders E 3/19/2010 Within the last 24 hours, employers posted one or more Tuesday, April 27, 2010
[ Your AT&T Mobile Co.., projects that match your profile(s). MAC Meeting
> (3] Deleted Items (3) ATET 3/19/2010 6:00 PM - 7:00 PM
N _ 1515 Grand Ave, Dallas, T 1
3 archive How to find the below project(s): LR e e T
[ Drafts =] Three Weeks Ago ---Sign in to your professional account:
4 Inbox [ Weekly Newsletter: .. http://www.guru.com/pro/login.cfm ---On the My Admin Arrange By: Flag: Due ... | “
3 bills Your Oak Cliff Chamber of Ca... page, click the "Project Notifications" link. Type a new task
[d Coop -
- Want to stop receiving Project Notification emails? = ¥ NoDate
[~ Mail Learn how here: Check to seethat.. %
% Catendar http://www.guru.com/help/pro/invites.cfm#turn off Decide what to p... L d
Think about vaca... \d
8=| contacts
Profile ID: 653386 matches...
@ Tasks Title: Car/Boat Finance or Sales
Project ID: 598061
v
. | MNotes
] . - /Iy See more about: Guru.com., A i 3
Items:6  Unread:1 | |[m] 2 100% v,

Use the following procedure to use the Move command to move a message.

1. You can access the Move command from the Inbox Ribbon, the Message Ribbon, or the right-click
context menu.

2. Select the folder where you want to move the message from the list.
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Copy

Quick Print

Reply

Reply All

Forward

Mark as Unread
Categorize 3
Follow Up ]

Find Related bk

Quick Steps »
Maore Actions 3

X EPLFfOWY AEDOPDP TP

Rules bk
Move W Inbox
Ignore referrals
Junk r Family
Delete Itrica
J.com 3,/19/2010 )
bills
ATE&T Mobile Ca..,
3/18/2010 purchases
Coop
Eﬂs ___ ge Deleted Items
‘kly Mewsletter: .. .
- Oak CIiff Chamber of Ca... Junk E-mail
RML Tech
IB DOther Folder...
[ Copyto Folder...
% Always Move Messages in This Conversation

%Mwe*

ﬁ Unread/ Read | |Find a Contact -

Inbox
referrals %
Family

Itrica

bills
purchases
Coop
Deleted Items
Junk E-mail

RML Tech

@ DOther Folder...
IE Copy to Folder..,
% Always Move Messages in This Conversation
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Use the following procedure to use the Move Items dialog box.

1. When using the Move command, one of the options is Other Folder. Select Other Folder to open the
Move Item To dialog box.

Move [tem fo E|
Folders:
= £4F Personal Folders *'_\ [5]4
= [ 5] Inbox {1} K

[ Mcafes Anki-Spam
] viork
L7 Drafts Mew. ..
=3 Sent Items
&) Deleted Ttems
| Calendar
&= Contacts
S 1ourmal
L@ Junk E-mail [11]
[ Mews Feed

= | Motes

L= outha

v

Highlight the location where you want to move the message.
Select OK.

Renaming, Moving, and Deleting Folders
The list of folders in the Navigation Pane works the same way as in Windows Explorer. You can rename,
move, and delete folders easily.

Use the following procedure to Rename a folder.
1. Rightclick on the folder in the Navigation Pane.

Outlook displays the Context menu.

il

Open in New Window
Mew Folder...

Rename Folder
Copy Folder %
Move Folder

Delete Folder

Mark All as Read

LR M R R

Clean Up Eolder

Show in Favorites

@ i

Properties...



2. Select Rename Folder from the context menu.

Outlook highlights the name.

3. Enter the text for the next name and press Enter.

Use the following procedure to move a folder.

1. Highlight the folder in the Navigation pane and drag it to the new location.

> Favorites <

4 Personal Folders
4 .3 Inbox (1)
[ McAfee Anti-Spam
[ Work
L7 Drafts
[= Sent Items
» () Deleted ems

[ @ Junk E-mail [11]
[ MNews Feed
= Outbox

> [[|5) RSS Feeds

> LA Search Folders

4 Archive Folders
: () Deleted fems (3]
[ archivgy Wark
[ Drafts
4 1 Inbox

A bills
4 Coop -

L~ Mail
ﬁ Calendar

i}

Ca[#] -

Use the following procedure to delete the folder.

1. Highlight the folder in the Navigation pane and right click.



Outlook displays the context menu.

Open in Mew Window

Mew Folder...

| I

Rename Folder
Copy Folder
Move Folder

Delete Folder %

kark All as Read

I

Clean Up Folder

Show in Favorites

F2
ﬁ' Properties...
2. Select Delete Folder from the Context menu.

Outlook displays a warning message.

Microsoft Outlook

! E Are you sure you wank to delete the folder "worlk and move all of its contents inko the Deleted Items Folder?

Yes l [ Mo

Select YEes to delete the folder.
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Outlook’s Organization Tools

Creating a Basic Rule

Rules are a tool in Outlook used to set up an automatic action for e-mail messages and meeting requests that
meet certain conditions. The Junk Mail filter is one rule, but you can create your own customized filters as
well.

Rules fall into two general categories:

o Notification rules provide some type of alert when the rule is invoked by a message that arrives in
your Inbox.

e Organization rules perform a set of actions on a message, such as moving it to a certain folder.
Organization rules can also automatically apply categories or flag a message for follow up. We'll talk
more about these two organization tools later in this module.

There is a quick tool for creating a rule to move messages based on the sender of a currently selected
message.

After you create a rule, Microsoft Outlook applies the rule when a message arrives in your Inbox or when you
send a message. You can manually run rules to selectively apply them to messages already in your Inbox (or
another folder).

View the Rules tool on the Ribbon.

A3 Move ~ .~ Unread/ Read -

:3- Rules - g Categorize = (R Address Book
.'-‘-.I-rw'aj.-'[ﬁ.i-:me Messages From: Betty Bray rmail =

[ Create Rule...

_‘:j Manage Rules & Alerts... 0 b

The Always Move Messages From option is only visible if you have a message selected first.

Use the following procedure to create a new rule.

1. Select Create Rule from the Rules tool on the Ribbon or from the Create Rule option on the right-
click context menu.

Outlook opens the Create Rule dialog box.



X

Create Rule

When I get e-mail with all of the selected conditions

|:| From Betty Bray

[ ] 5ubiject contains |Update an QR scan projeck |

[ ]sent to |me anly w |

Do the Following

[ misplay in the Mew Item alert window

[ Play a selected sound: |Winduws #P Nu:utify.w| E] [E

[ ]mMave the item ko Folder: | | [ Select Folder. .. ]

[ Cancel ] [.ﬁ.dvanced Optiuns...]

2. Check the boxes in the first area to indicate the conditions for when to invoke the rule. The
conditions that are available are based on the message you have highlighted in the Inbox before
selecting the Create Rule command.

e The first option is based on the sender.

e The second option is based on the subject text. You can enter different text, if desired.

e The third option is based on the recipient. If the message was sent to you as part of a group, you
can select yourself or the group.

3. Check the boxes in the second area to indicate what to do when the messages that meet the above
conditions arrive.

e The first option displays the message sender, subject, and date in a New Item Alert window.
From the New Item Alert window, you can open the item or edit the rule.
e The second option allows you to select a sound to play.
e The third option allows you to move the message to a selected folder.
4. Select OK to save your rule.

Using Categories

Categories allow you to assign a keyword or phrase to a color, and then assign that category to e-mail
messages and other items in Outlook. Categories provide a greater level of visibility for items that are
connected in some way, such as all belonging to a certain project.

When you assign a category color the first time, Outlook opens the Rename category window, allowing you
to change the name of the category. Use the following procedure to rename the category.

Rename Category

This is the first time you have used "Blue Category.” Do you want to
rename it?

Mame: |B|ue Category |

[ Yes l ’ ] ]




Change the Name.
Select the associated Color.
Assign a Shortcut Key, if desired.

P wnNE

Select Yes.

Flagging an Item for Follow-Up
Flags provide a visual reminder to follow-up on an item. There are several default flags available in Outlook
2010, as well as the option to create custom flags.

Use the following procedure to flag a message for follow up.

1. Rightclick on the flag icon next to the message you want to flag.
2. Select a flag from the list.

Add Reminder...

?’ Today

1'{" Tomarrow
Y This Week
W MNext Week
¥ Mo Date
"?' Custom...
(=Y

v

Mark Complete
Set Quick Click...

Viewing Favorite Folders

The Favorite Folders area of the Navigation is a group. We will talk a little bit more about groups in the
Contacts module. A group is a way to organize items in the Navigation pane for easy access. The Favorites
Folder is a default group in the Mail view that allows you to quickly access your most used folders.

Expand or collapse the Favorite group by clicking on the arrow next to the heading.

%avurites <

L] Inbox

L& Unread Mail
l[=] sent Ttems
8] Deleted Items
L7 Drafts

L[4 outbox

]

4 Personal Folders
4[ 7 Inbox
[ McAfee Anti-Spam
[ Work
L7 Drafts
=] sent Items
s @ Deleted Items

L@ Junk E-mail [10]
[_d Mews Feed
= Outbox

> L) RSS Feeds

» L search Folders

> Archive Folders



Shown below is how to drag an e-mail folder from the Personal Folders area to the Favorites group.

4 Favorites <

[ Ing
Lo unread - s

L 1]

L= Sent Items

@ Deleted Items
L7 Drafts
[i= outbox
4 Personal Folders
4[5 Inbox
[ McAfee Anti-Spam
[ Work
L7 Drafts
[I= Sent Items
; @ Deleted Items

Searching For Items

Understanding Search Folders
A search folder allows you to view all messages that meet certain criteria and view them in one virtual place.

Outlook has three default search folders:

e (Categorized Mail
e large Mail
e Unread Mail

In addition, you can create a number of custom search folders, such as to collect all messages that have been
flagged for follow-up or all mail from a certain sender.

Setting Up and Using Search Folders

Outlook provides several templates for search folders. You can also create a customized search folder.
Use the following procedure to set up a custom search.

1. Right-click on the Search Folder in the Navigation pane.
waw
4| 0 Search Folders | |
O Categorl LL Mew Search Folder...
L& Large Mail [’\\S
LG Unread Mail =

2. Select New Search Folder from the context menu.



Outlook displays the New Search Folder window.

News Search Folder.

Select a Search Folder:

Reading Mail

X

¢ Unread mail

Mail flagged For Follow up

Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly ko me
Mail sent ko public groups
Organizing Mail

Customize Search Folder:

Search mail in: | Personal Folders

Mail either unread or flagged For follow up

b

[ ok

][ Cancel ]

3. Select one of the search folder templates in the top section of the window or select Create a Custom

Search Folder.

4. Depending on your selection, you may need to enter the criteria in the bottom section of the

window. Follow the instructions on the screen, and use the Choose button to open additional

windows. Some examples are illustrated below.

Customize Search Folder:
Showe mail:
Older Than One Week

Search mail in: | Personal Folders

[ o

]% cancel |

Customize Search Folder:

Show mail sent to and received from:

Search mail in: | Personal Folders

W

[ o«

l [ Cancel

]

5. Select whether to search the Personal Folders or the Archive Folders.

6. Select OK.

Outlook creates the search folder and immediately includes any messages that meet the selected criteria.

40 Search Folders
O Categorized Mail
L For Follow Up [2]
Lo Large Mail
L& Unread Mail

b3

> Archive Folders

> mbwiedemer@yahoo.com




Using Instant Search
Use the following procedure to perform an Instant Search.

1. Click in the Search field at the top of the folder pane (Inbox or other selected folder). Outlook

highlights the search area, as well as the selected folder on the Navigation pane.

I I »

2. Enter the text to include in the search.

As you begin typing, Outlook starts searching. It displays the Search Results (in place of the full contents of

that folder).
| = - .
B | v | arch | Inbox - Personal Folders - Microsoft Outlook o B R
File Home Send / Receive Folder View Add-Ins Search ) 0
e
Current Folder = This Week ~ Flagged ST
5 £0 0 &gt 2 %8
| All Subfolders &, sentTo~ ¥ Important
All Mail From Subject Has Categorized Recent  Search Close
Items ' All Outlook Items Attachments < .= Unread dR Mare ~ Searches = Tools~  Search
Scope Refine Options Close
4 Favorites < >
£, inbox lap *| Bring Your Own Laptop to the Chamber for Tips on 1 April 2010 »
A - N o i s ] SuMo TuWe Th Fr Sa
6 Unread Mail srrange By: Date (Conversations) Your Website! ' :
[ sent tems @ Last week Your Qak Cliff Chamber of Commerce [cklepfer@oakcliffck 45 6 7 & 910
=| Last Wee!
@ Deleted Items \/ Follow up. Start by Saturday, April 03, 2010, Due by Saturday, April 03, 2010, 11 12 13 14 15 16 17
[ Drafts — :”"g;":rccl_":::fpt'; c Wed 3/24/2010 10:12 AM e A A
[ Outbox aurbaeet SMBErATEe. mbwiedemer@yahoo.com =R 2 e 2
i =] Three Weeks Ago Thursday, April 15, 2010
4 Personal Folders Pa— -
) ] Weekly Newsletter: .., LA LD SR
4L | Inbox Your Oak Cliff Chamber of Co =
T McAfee Anti-Spam Tuesday, April 27, 2010
Dig vou fing what vou were segrching for? MAC Meeting
Work Did you find what you were searching fo
E ol 500 P -7:00 PM
LA Drafts Try searching again in All Mail Items. 1515 Grand Ave, Dallas, T i
= Sent Items
> (a) Deleted Items
L@ Junk E-mail [10]
3 Mews Feed , .\
£ outoox FOR WEBSITE TIPS FROM
> LES| RSS Feeds " . 4 ¥ ' Arrange By: Flag: Due .., o
Bring Your Own LAPTOP
40 Search Folders Type a new tash
O Categorized Mail - "y . - ype a new tas
Your Biz on the World | | ¢ o
J i Check to see that... Y
B . Decide what to p... v
5] catendar Friday, March 26th, 12:00- _
‘ Think about vaca... v
g Con = ¥ Tomomow
P » Update on OCR s... \”
J Notes 1
t  See more about: Your Oak Cliff Chamber o.., DI:J ~
3 - R Py i 5
Ttems: 2 | | eg 100% (=) {J (+)

3. Youcanread, reply, delete, or move the items just like from any other folder.
4. Click the X in the Search field to clear the search.

lap

,h Bring Y
Close Search

Arrange By: Date [Conversations) o




Using Advanced Search

When you click on the Search field at the top of the Inbox or any other folder, the Search tab appears on the

Ribbon. The tools on this Ribbon allow you to refine the search and change the scope of the search.

View the Search tab on the Ribbon.

File Home Send / Receive Folder View Add-Ins Search
ﬁ [ Current Folder 9 ) =j [[] B B This week ~ W Flagged p % E

— All Subfolders @dSEntTo' 9 Important
All Mail From Subject Has Categorized Recent  Search Close
Items L All Outlook ltems Attachments A = Unread =R More - Searches~ Tools* | Search
Scope Refine Options Close

.Q| 'j 9 |= |__ el | Inbox - Personal Folders - Microsoft Outlook = =2 =

> @

Use the following procedure to search for messages from a certain sender as an example of an advanced
search.

1. Select the From tool from the Ribbon.

&8 ( H I

From Subject Has Categorized

Attachments - fd Ur
R Refine
£
lap from:(Sender Name] *
Arrange By: Date [Conversations)| <=
2. Enter the Sender’s name to replace the highlighted text “Sender Name.”
lap from:{oal ®
Arrange By: Date [Conversations)| =
= Last Week
[:—4 Bring Your Own Lapt.. "f"

Your Oak Cliff Chamber of Co..

=] Three Weeks Ago

[=d Weekly Newsletter: ...
Your Qak Cliff Chamber of Co..

T e A
- A Jidid ¥ A o L Soudd LI ur

Try searching again in All Mail Items.




Contacts

Using Contact Search

The Contact search allows you to quickly find one of your contacts from the Mail view of Outlook.

Use the following procedure to perform a quick search for a contact.

1. Start typing the contact’s name in the Search for Contact field in the Find group on the Ribbon.

Ric -
[G} sddress Book

“ Filter E-mail =
Find

Outlook displays the Choose Contacts dialog box.

Choose Contact

X
Cantacts:
Anne Mertick, Rosemaont Garden oK
Lori Richards, Friends
Lori Richards, Suggested Contacts
Rich Palumbo, Work Sapcel

Richard Palumbo, Suggested Contacts
Richard Palumbo, Suggested Contacts

2. Highlight the name and select OK.

Outlook opens the Contact screen for that contact.



Contacts
Select Contacts in the Navigation Pane to open the Contacts view. Outlook provides different views for
contacts, which we’ll cover in another topic.

Open the Contact view from the Navigation pane by selecting Contacts. The Contacts Pane displays the
selected folder of contacts.

o9 Contacts - Personal Folders - Microsoft Outlook o = R

Home send / Receive Folder  View  Add-ns = @

g “% x _Siﬂ &zl L& o] B Move - &L Forward Contact = BH categorize ~ -
| - = g
i éilﬂ Mail Merge | ;57 Share Contacts YFOIIOW Up - [&) Address Book
Address Ca...

Mew Mew Contact Mew Delete E-mail Meeting More _
Contact  Group Ttems = - - @ OneMote Q,;l Open Shared Contacts | [§) Private

New Delete Communicate Current View Actions Share Tags Find
4 My Contacts < >
=] " Pk Fl April 2010 b
8= Family L . SuMo TuWe Th Fr Sa
85 Friends 503 § Ravinia Dr Griffith, Stephen Papp, Jon 1 2
[85 Neighbors Maobile: - E-mail: jonpapp@sh. a 4 5 6 7 8 910
[83] Kids contacts Ale@nden Ingrid E-mail: stephen.ariffi... b 11 12 15 14 15 16 17
{83 Professi : Mobile: T— Rohloff, Donna 18 19 20 21 22 23 4
=_ roressionats E-mail: ialexander@... kibbel, kathi Business: @ 25 26 27 28 29 30
85 Doctors E-mail: kathikibbel @... Mobile: c
[8 Suggested Contacts Bus E-mail: nbn@bright.. Monday
|85 Suggested Contacts Mobile: Kirkman, JoAnna f Lunch Meeting
£ Gy T . . . Business: e Samore, Susan g 12:00 PM - 1:00 PM
. Ciofani, Annamarie E-mail: doingdi@dis... Mobile: 3 h s
89 Community Garden = Home: E-mail: ssamore@us..
4 Rosemont/RECFTA E-mail: a_tofani@h... Lindy & Jot ij Tuesday
{85 Rosemant Garden E-mail: HardieHome... schumm, dana K REII"IEWPIO(GISE
(&5 Rosement PR Cole, Adam E-mail: dana.schum... 10:00 AM-1200 PM
= Mobile: Lori Dejong I LINEEAA I o
{85 ReCPTA Home: TP Surch, Cari Wednesd
&= Destination Imaginati 3 i m e
com, TheGardenDiet. Mobile: L n
- k — 1 appointment
4 Coop E-mail: info@thegar... Lyon, Kim ‘ E-mail: csurch@gaps. n
-mail: im-| att...
83 Coop Forion Dovi E-mail. kim-lyon@att. : op
SR Travis Arrange By: Flag: Due ... -
4 Work E-mail; David@david... Marlow, Leslie Business Fax q
{83 Werk | 4 E-mail: . Type a new task
hal Flick-lohnson, Melissa Verrando, Sally
— E-mail: bodybalms@... Masterson, Michelle E-mail: sallplsel@y. | 5 = ¥ NoDate
lj Mail E-mail: michelle@car... t Decide what to p... A\ d
ﬁ Calend Gibbens, Michelle Wehrmann, Tracy Think about vaca... Y
lendar E-mail: mmaibbens... McShan, Jackie E-mail: tracywehrma.. uv
&= E-mail: jackmatt@fla... w | =2 V¥ Today
=| Contacts il i i istil
Goodwin, Leigh ‘Wiedemer, Christina " Finish Estimated o v
o E-mail: leigh.goodwi.. nola%4 E-mail: christina.wie.. Updat OCR Y
ﬂ Tasks E-mail: nolad4@aol.c. y pdate on o
.. | Notes z
| - |4 il »
Items: 29 | |[msE o 35 (50 ()

The letter tabs on the right side of the Contacts pane. These are used to navigate to that letter in the
alphabet in a long listing of contacts.

Creating a New Contact
Use the following procedure to create a contact..

1. Create a new contact either by choosing the New Contact tool from the Ribbon, or by using Ctrl + N in
the Contact view. You can also use Ctrl + Shift + C from a view other than the Contact view from the
Outlook Home Page.



Mew
Contact

Outlook opens a new contact.

FETN™ B e L Untitled - Contact o = R
m Contact Insert Farmat Text Review Add-Ins & e
| i x Save & New ~ | @ H5Email ggﬂ @ @  BH categorize - )
L'SI:L"._“] Forward + % Meeting f} t‘l ¥ Follow Up ~ \
Save & Delete Show Address Check | Business Picture ) Zoom
Clase 48] oneNote = i more - Book MNames Card - (&) Private
Actions Communicate Mames Options Tags Zoom
Full Mame... | |
Company: | | .'I 1
\ |
Job title: | |
File as: | | =
L T A L EL L e
& E-mail... - | |
Display as:
p y | | Notes ..............................................................
Web page address: | | =
'd
IM address: | | 2
L L L T R RERELELA L e
Business... = | |
Home... = | |
Business Fax... = | |
Mobile... - | | L
B L = R e
Business... = 2
[Tl This is the mailing J/JJ
address Map Tt
-l
~
n u

2. Complete the Full Name. This information will appear on the Contacts list and any e-mail messages to
this contact.

3. Enter as much additional information about the contact as you like. Outlook provides space for several e-
mail addresses, phone numbers, and physical addresses. Use the arrow keys to select a new option if you
are entering multiple e-mail addresses, phone numbers, and/or addresses.

4. If desired, include text in the Notes section of the contact. You can also include pictures or attach files
using the Insert tab of the ribbon.

5. Select SAVE & CLOSE to save the Contact when you have finished.



Editing a Contact

Once you have saved a contact, you can see the contact in the Contacts list.

Double-click on the contact to open it. With the contact open, you can edit any of the details the same as
when originally creating the contact

Organizing Contacts
Contacts can be arranged into folders, similar to the way e-mail messages can be arranged. Folders can be
arranged into groups. The groups can be expanded and collapsed to help you organize your contacts.

Use the following procedure to add a contacts folder..

1. Rightclick in the Navigation pane and select New Folder.

4 My Contacts <
|85 Contacts -
8= Family H
[8 Frie| B8 Open in New Window
'a—-l I [ MNew Folder...
a3 Kids

[@5 Prof . Rename Folder
[8s] Dog (B3 Copy Folder
8 5ug % Move Folder

8 sug Delete Folder
4 Communi
85 Con 4 Move Up
4 Rosemon ¥ Move Down
|85 Ros
ﬁ :‘if % Properties...

Outlook displays the Create New Folder window

Mame:

Folder contains:

| Contact Items v |

Select where to place the Falder:
(= |85 Contacts ~
|85 Community Garden
18] Coop
|85 Destination Irmagination
85| Family
|85] Friends
|84 Kids contacts -
|85 Professionals
[&=| RECPTA
|85 Rosemont PTA
A8 Jourmal A

[ OK ][ Cancel ]

2. Enter the Name for the Folder.
3. Highlight the folder where you want to store the new Contacts folder.
4. Select OK.



Use the following procedure to create a new group to organize folders..

1. Right Click on the My Contacts group in the Navigation pane and select New Folder Group.

4 My Fantacke 4
e
e
tE Mew Folder Group
fi=
; Arrange By Name
&
8: » Move Down

Outlook adds a new group.

4 Coop

%= Coop
4 Waork

=] Work

Mew Group =
2. Enter the Name of the new group and press Enter.

The arrow to the left of the Group allows you to expand or collapse the group folder.

Basic Contact Views
Outlook provides a number of different ways to view your contacts. The Current View tool includes a gallery

of different view options.

Use the Current View gallery in the Ribbon to choose a different view.
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Customizing Outlook

Customizing the Navigation Pane

The Navigation Pane can be normal, minimized or off. You can select whether or not to include a Favorites

area on the Navigation Pane. You can also control the number and order of options that appear on the

Navigation pane.

Use the following procedure the Navigation Pane command on the View tab.
1. Select the View tab from the Ribbon.

2. Select Navigation Pane.
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-] Inbox )
 Drafts L~ Monthly Digest 10 - Marlow fa...
=2 bra Marlow family Wed 8:50 AM
U= Sent Items
fal Deleted Items (5] 2 Older
ligl Junk E-mail [2] .4 Microsoft Office Outlook Test ...
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Minimized %

]
Off

Favorites
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3. Select Normal, Minimized, or Off to change how the Navigation is displayed.

4. Select Favorites to include or remove this area from the Navigation Pane.
Use the following procedure to use the Navigation Pane Options dialog box.

1. Select the View tab from the Ribbon.
2. Select Navigation Pane.
3. Select Options.

Outlook displays the Navigation Pane Options dialog box.



Navigation Pane Options IX|

Display buttons in this order

[+] Mail Move Up
[¥] Calendar
as
[#] Motes
7] Folder List
[v] sharteuts
7] B

[ 0K ][ Cancel ]

4. Check a box to include the button in the Navigation Pane. Clear the box to remove it.

5. To change the button order, highlight a button name and select Move Up or Move Down.

6. To change the font of the items in the Navigation Pane (not the button labels), select Font. Select the
Font, the Font Style, the Size, and if applicable, the Script. Select OK.

Fant: Fant ztyle: Size:
Segoe LI Reqular a 0K
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O Shuti Bold 10
Small Fonts Bold Italic 11 D
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7. Toreset the Navigation Pane Options to the default settings, select Reset.
8. Select OK to close the Navigation Pane Options dialog box.

Use the following procedure to add or remove buttons from the Navigation Pane.

1. Click the arrow at the bottom of the Navigation Pane.
2. Select Add or Remove Buttons.
3. Select the button to add or remove. Buttons that are visible are highlighted in orange.
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Changing the Reading Pane

Use the following procedure to view the Reading Pane command on the View tab.

1. Select the View tab from the Ribbon.
2. Select Reading Pane.
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3. Select Right, Bottom, or Off to indicate where (or if) the Reading Pane is displayed.
Use the following procedure to use the Reading Pane Options dialog box.

1. Select the View tab from the Ribbon.
2. Select Reading Pane.
3. Select Options.

Outlook displays the Reading Pane Options dialog box.

Reading Pane options
[ ] Mark items as read when viewed in the Reading Pane

I

Mark.item as read when selection changes
Single key reading using space bar

(04 ] [ Cancel

4.

If you consider items read after you have viewed them in the Reading Pane, check the Mark items as
read when viewed in the Reading Pane box. If the box is check, enter the number of seconds to wait
before marking an item read.



5. Check the Mark item as read when selection changes box to mark items read when the Inbox
selection changes to another item.

6. Check the Single key reading using space bar box to use the space bar to navigate the reading pane
for scrolling and moving to the next message at the end of each message.

7. Select OK to close the Reading Pane dialog box.

Resizing Panes

You can resize any pane in Outlook 2010 to make the panes you need larger and the less important panes
smaller. Just click and drag the dividers. If you want to return the sizing to the original settings, you can
always reset the view.

Use the following procedure to resize a pane.
1. Hover the mouse over the edge of the area you want to resize.

2. The cursor changes to an icon with two arrows.
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3. Drag the divider to the new location.

Use the following procedure to reset the view.

1. Select the View tab from the Ribbon.
2. Select Reset View.

10



File Home Se

© G &
O B O
Change View | Reset
View = Settings Vi
Current View

Outlook displays a message to make sure you want to reset the view.

3. Select OK.

11



Customizing Your Profile

Setting up a Signature
You can set up a signature to appear at the bottom of your messages. You can set up multiple signatures and
select which one should appear at the bottom of a given message.

Use the following procedure to create a signature.
1. Select Signature from the Message tab of the Ribbon.

2. Select Signatures to open the Signatures dialog box.
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Signatures and Stationery
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“A life signature is the tracing of the talents we are given and how we express them in our lives.” (John G Agno)
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3. Select New to create a new signature.

Mew Signature

Twpe a name For this signature:

L (84 ][ Cancel ]

4. Enter the name for the signature and select OK.

5. In the Edit Signature area, enter the signature text. Use the Font face, Size, Bold, Italics, Underline,
Color, and Paragraph alignment tools to get the signature line looking like you want it. You can also
insert a Business card (from your Contacts in Outlook) or insert a picture or a hyperlink to a website.
Select Save when you have finished.

Signatures and Stationery

E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
E-mail account: |mbwiedemer@h0tmail.com vl
Mew messages: |(none) 3 |
Replies Forwards: |(none) v|
[ Delete l [ Mew l [ Save l [ Rename l
Edit signature
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v
L oK J [ Cancel

You can also Delete a signature you no longer want, or Rename a signature.
Use the following procedure to select a default signature.

1. Under Choose default signature, select the E-mail account for which you want to set up an
automatic signature.

2. Select the signature from the drop down list for New Messages.

3. Select the signature from the drop down list for Replies/forwards.

4. Select OK to close the Signatures dialog box.

Use the following procedure to include a signature in an email message when not using automatic signatures.



1. Select Signature from the Message tab of the Ribbon.
2. Select the signature you want to use.
3. Outlook inserts the signature at the current cursor location in the message.

Changing Font Theme

You can use Outlook’s Theme fonts to create a more unified and professional look to your messages. You can
easily change from one font theme to another.

Use the following procedure to change the font options.
1. Select the Options tab from the Ribbon.

2. Select Fonts.
3. Select the Theme Font set you would like to use.
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4. Select Create New Theme Fonts to create your own font options.

Outlook displays the Create New Theme Fonts dialog box.



Create Mew Theme Fonts : :
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[ Save ][ Cancel ]

Select a Heading font from the drop down list.
Select a Body font from the drop down list.
Enter a Name for the custom font set.

Select Save.
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Changing Stationery Options
You can create stationery options to enhance your messages. The Stationery option also allows you to set
default fonts for new messages, replies, or plain text messages.

Use the following procedure to change the stationery options.

1. Select Signature from the Message tab of the Ribbon.
2. Select Signatures to open the Signatures dialog box.
3. Select the Personal Stationery tab.

Signatures and Stationery

E-rnail Signature | Personal Stationery
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4. Select Theme to select a new stationery set.
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5. Highlight a Theme to preview it. Select OK to use the theme.
6. The theme will be applied to the next new message you create.

Use the following procedure to select default fonts for messages when not using a theme.

Select Signature from the Message tab of the Ribbon.

Select Signatures to open the Signatures dialog box.

Select the Personal Stationery tab.

Select Font next to New Messages, Replying or Forwarding Messages, or Composing and reading

i

plain text messages to open the Font dialog box.
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5. Select the font you want to use for the selected type of messages and select OK.
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