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The Outlook 2010 Screen

File. | Home Send / Receive Folder View I m
=Y _&] % Bl Mesting || 23 Moveto:? 3 To Manager L S N EIJ Q | Finda Co
—= - 53 Team E-mail & Done U iy &= L) s 7]
Reply Reply F d - M Rul OneMote  Assi U d/ Cati ize Foll
eply f\ﬁly orwar *‘d More 4 Reply & Delete 7 Create New = 8\1& uves neNote P;Is:;nv ;Le:d ategorize Fo ovw T it
Respond Quick Steps Fl Move Tags Find
>
searchinbox {Ctrl: B NUIT: Federatiion Service (fed.it.northwestern.edu) will be under 4 May 2011 »
Arrange By: Date Newest on tap “| maintenance and not available - All C: guMoTuWelThifroca
4[] Inbox (2) . NWU-COMP-ANNOUNCE < NWU-COMP-ANNOUNCE@LISTSERVIT.NO 123 4 5[6]7
_P ExamplEolies =| @ Extra line breaks| - 8 910 11 12 13 14
Draft: Xi
A Drafts =i Fri 5/6/2011 4 Readi ng B e DA
[ sentItems g 22 73 24 25 26 21 28
(3] Deleted Items (2) =4 54 29 30 31
i . k= Wednesday
L@ Junk E-Mail Title:
= = - - g E Example Appointment
L@ Outbox R Federatiion Service (fed. western.edu) will be under maintenance 10:30 AM -12:00 PM
L) RSS Feeds (21 Chris Fabri and not available Reason for| ncement: Conference Room A
> [ Search Folders ITMS Scheduled Mainté it announcement of intention
I Archive - r-dolley@northwestern.edu | [—J Tony Adcock
NUIT: SIP VoIP Telep W Locations:
=4 Service Manager 4:20 PM
Request SMID:IM24631 has been ass... ALL
[ Service Manager 4:20 PM Affected services:
Reguest SMID:IM24629 has been ass... L
[ NUIT Communications 4:00 PM University Service CareerCat =5
Urgent: Early Launch of New Passwa.., Norris Center Box Office Arrange By: Flag: Due Date G
N = t- |4 Mike Kubas 3:58 PM Library EZPorxy, OCLC, ARES, MONK Services affected for entire time:
av'ga Ion Chicago mailbox server maintenance...
|4 Ronald Blitz 337 PM Yes 4 X Today
Pa ne 0OTO Monday - Ron Blitz Exampe Task 1 b o
|4 Service Manager 330 PM Start Date/Time: Example Task 2 L d
Request SMID:IM24621 has been ass... 05}12]2011 20:00 Example Task 3 ?-
[=d Service Manager 310 PM End Date/Time:
Request SMID:IM24616 has been ass... 05/12/2011 22:00
[=d Terry A Jolley 3:04 PM Comments:
SOT0: ol DD DT The service outage during the maintenance window will be intermittent.
Ezd Chis Fabri Z37EM Please plan accordingly.
MUIT: Service Interruption portions o...
o | Course Management 2:52 PM e e R R R P T ey b
o] Tasks Export: 2010FA_MORSY_4520_SECB1
. [ Michael Satut 2:45 PM XiaoXia Dong -~
bl 3 @ - ONTA Manda B 3
Items: 111 Unread: 2 | All falders are up to date.  [%] Connected to Micrasoft Exchange |[m EE 100% (=) [} {+)

Navigation Pane

Mail

Calendar

Tasks

Contacts

Contains mail related folders like inbox and sent items folder. Use the
Favorites section at the top of the pane for easy access to frequently used

folders.

Allows you to view and schedule appoints, events and meetings, and
compare calendars side by side.

Organize to-do lists, track task progress and delegate tasks.

Store addresses, phone numbers, and e-mail addresses.
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E-mail Basics
E-mail Basics: View Tab
Changing view of Reading Pane

You can change the view of your Reading Pane on the screen, moving it to the right or bottom
of the screen. You can also turn it on an off.

1. Click the View Tab.

File:. Home send / Receive Folder
£ ] Bl iy Ignore e N .
: l[ﬂ " x : i! iRkl ._$ ahﬂeetmg

%= Clean Up -
Mew  Mew Delete | Reply Reply Forward g‘i& Mare =

E-mail Ttems~ | & lunk~ Al
Mew [ Delete | Respond

2. Click Reading Pane in the Layout section of the Ribbon.
3. Click Right, Bottom or Off.

o

m]

Mavigation |Reading| To-Do FPeople

Pane~ | Pane~ | Bar~ | FPane~
= Right pple Pane
Bottom [
Off
Dptions..

Outlook 2010 Basic Training Page 3 of 21



Changing View of Navigation Pane

You can change the view of your Navigation Pane two ways as well — Normal or
Minimized. You can also turn the Navigation Pane off.

AP w DN PR

Click the View Tab.
Click Navigation Pane in the lay out section of the Ribbon.

Click Normal, Minimized or Off.

You can also choose whether you want the favorites folders to show.

(L

o

Mavigation|Reading To-Do

| Pane= Fane~

Al v | Normal
Minimized

off
(v | Favorites

Options...

Changing View of To-Do Bar

People Pane

People
Bar = Pane =

The To-Do Bar provides a Date Navigator, Appointments and Task List. You can select which
features of the To-Do Bar are visible and choose between Normal and Minimized views. You

can also turn the To-Do Bar off.

Click View Tab.

P w0 N PRF

Click To-Do Bar in the Layout section of the Ribbon.
Click Normal, Minimized or Off.

Click Date Navigator, Appointments or Task List to toggle their visibility.

MNavigation Reading | To-Do People

Pane = Pane =
Layout

ccount 7 That is thie—
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v

<

Pane =

Mormal

=

dinimized

i

2 |

Date Mavigator
Appointments

Task List

Options...

Page 4 of 21



E-mail Basics: Creating E-mails
Sending an E-mail

1. Click the Home Tab if necessary.

2. Click New E-mail in the New section of the Ribbon. The new e-mail window wiill
open.

File Send / Receive Folder
£ “ I \.‘Ignnre x ; \I
L L gm

= Clean Up ~

Mew  Mew Delete Reply
E-mail Ttems~ | & Junk~

Mew Delete

Drag Your Favorite Folders Here %

Type the address of the recipient in the To... field.

Type an address in the Cc... field if you wish to send a copy of the message to a
third party.

Type a subject matter in the Subject field.

Type your message in the large text box.

Click Send.
File Message Insert Options Format Text Review
CalibrifBoh ~ (11 ~ A A | i=-i=~ | & ESH @J

|
mr

B U | ¥-A-[EHs

= | iE £t Address Check
— : Book Mames
Clipboard ra Basic Text ] MNames
To... iDemo ProdCollaborate3;
I ¢
=1 i | demo?2, tss@northwestern.edu
Send 1

Subject: !Sampe Subject

Sample Message
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Auto-complete and the Global Address List

Outlook has an auto-complete feature that attempts to predict what e-mail address you're typing
based on the addresses you've e-mailed in the past.

1. Auto-complete appears as soon as you start typing an address in the To... field.

2. The e-mail displayed will be Outlook’s best guess at what address you are
typing. It will refine as you input more characters.

3. Hit enter on your keyboard when the correct address is displayed and auto-
complete will fill in the remaining characters.

To.. dEll.

i T
E. Ce... Demo ProdCollaborate3 <demo3. tss@e.northwestern.edu= &
Send

Subject:

The Global Address List is a statewide-wide contact list of state employees. It can help you find
contact information and e-mail addresses, and can be accessed from the new e-mail
window. We will discuss the Global Address List in greater detail later in this guide.

1. Type an identifying piece of information, such as a last name, into the To...
field. You do not need to enter a full name, for example entering “Jorg” will bring
up “Jorgensen” and “Jorgenson”.

On your keyboard, hold the Ctrl key down and hit the K key.

The Check Names window will open. This window lists all matches from both
your personal contacts and the Global Address List.

Click the record for the person you want to message.

Click OK.
An e-mail address for the person you want to message will appear in the To...
field.
To.. dem | Check Names % |}
=1 o || Microsoft Outlook found more than one “dem™. |
Send 1 E
Subject:
Select the address to use: F
Sample Message ] Mame Title Busi

& Demo ProdCollzborate
‘¢ Demo ProdCollaborate?
& Demo ProdCollaborate3
8 m.dad209

4 . - b

Properties ] [Ehow More Mames... | [ﬁew Contact... l

[ 0K J l Cancel
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Working with Folders

Folders provide a useful way to manage your messages. They appear in the navigation

pane. You can create folders in any structure that suits your needs.

Right click on the folder that will house your new folder.

Click New Folder in the drop down menu. The Create New Folder window will

open.

4 r-dolley@northwestern.edu
[ 7 Inbox
7| Drafts
=] SentTtems | = New Folder...
2] Deleted Iter

L._-id Junk E-Mail B | “‘copy Falder
=) Outbox

[ RSS Feeds |

> L@ Search Fold| L4

IH  Delete All

[ Properties...

g e

Type the name of your new folder in the Name field.

Arrange By: Date

[+ Archive - r-dolley .’3 Mark All as Regad
%23 Clean Up Eolder

i Show in Favorites

£y Openin New Window

: Manager

st SMID:IM24
* Manager

st SMID:IM24
:Café

i Closed. NEV
* Manager

st SMID:IM24
» Manager

st SMID:IM24
Wichael Ossle
w with scree
ah Donigian
onigian OOT

|-~ Gregory Melson

e

Click in the Select where to place this folder field if you wish to change where

your folder will be located.
5. Click OK.

r
Create Mew Folder

Mame:

Example Folder|

Folder contains:

Mail and Post [tems

Select where to place the folder:

a [ r-dolley@northwestern.edu
L7 Inbox
L7 Drafts
= Sent Items
{a] Deleted Items (1}
fﬁ Calendar
|84 Contacts
éﬂ Journal
L@ Junk E-Mail

| Mlatar

m

oK

Cancel
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6. The new folder will appear in the location you indicated.
4 r-dolley@northwestern.edu

4 [ 3 Inbox
4 Example Folder
L7 Drafts
[y Sent Items
{3 Deleted ltems (1]

7. You can drag and drop messages directly to this or any folder.

E-mail Basics: Signatures

Creating a Signature
Outlook 2010 allows you to create custom signatures for your messages. You may create
multiple signatures to apply to messages as you see fit. Your first signature is automatically

applied as your default signature and will appear on your outgoing messages.

Click the Home Tab if necessary.

2. Click New E-mail in the New section of the Ribbon. The new e-mail window will
open.

3. Click Signature in the New E-Mail menu.

Click Signatures... in the drop down menu. The Signatures and Stationary
window will open.

= ]
| L bl -
ggﬁ @J @ @l /.T :||J ¥ Follow Up
e =¥ ¥ HighImportance
Address Check | Attach Attach |Signature| Assign
Book Mames File Item~ - || Policy = § towimportance

Mames Includy User Support Specialist x| Zoom

Signatures...

5. Click New to create a new signature.
6. Type the name of your signature in the New Signature window that appears.

7. Click OK.

E-mail Signature |Eersonal Stationery |

Select signature to edit Choose default sign

.| F-mail account:

-
MNew Signature

Type a name for this signature:

Edit signature

Calibri (Body) 11 I e vl = =
[
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8. Type your desired signature in the text box below.
9. Click Save to save your signature.
10. Add additional signatures or Click OK to exit.

E-mail Signature | Personal Stationery |
Select signature to edit Choose default signature
[Examp 0 E-mail account: r-dolley @northwestern.edu E|
New messages:  |(none) E|
Repliesfforwards: |fnone) E'
Delete ] I Mew ] [ Save ] [ Rename l
Edit signature
calioi@edy)  [¢][11[z] B I U atomate  [+]|[E] = = | dlousnesscad | [ B
Example Signature Info -
Northwestern University L4

Inserting a Signature

If you have created more than one signature, you can select which one you wish to use while

composing a new message.

Open the New E-Mail window.

2. Click Signature in the New E-Mail ribbon. A list of the signatures you have

created will appear in the drop down menu.
Click on the signature you wish to use.

The signature will appear in at the bottom of your message.

(i i Zr i --EIJ ¥ Follow Up -
— | = ¥ High Import:

Attach [Signature| Assign
ftem ~ - Policy= & LowImportal

Includy Example Signature —

Signatures...
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E-mail Basics: Rules

Click on Rules in the Ribbon.

Click Manage Rules & Alerts in the drop down menu.

b3 _T. l.-m r"' [~ Find a Contact ~
L M ‘j | v [ Address Book

OneMote | Unread/ Categorize Follow
Read - Up~ | W Filter E-mail =

Move | Rules

Always Move Messages From: NWU-COMP-ANMOUNCE E

IT: NL Always Move Messages To: NWU-COMP-ANNOUMNCE@LISTSERY.IT.MORTHWESTERM.ED'U i

| ™ Create Rule... L
JU-col = u 51
s (] Manage Rules & Alerts...

Click New Rule. This opens the Rules Wizard window.

| E-mail Rules Manage Alerts

L}} Mew Rule... Change Rule = 53 Copy.

| | Rule {applied in the order shown)

Select the type of rule you wish to create in the Step 1: Select a template menu.

In this example, select Move messages from someone to a folder and Click Next.

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
™ Move messages from someone to a folder
L Move messages with spedific words in the subject to a folder
13 Move messages sent to a public group to a folder
Y Flag messages from someone for follow-up
_j Move Microsoft InfoPath forms of a specific type to a folder
L3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
“ Display mai from someone in the Mew Item Alert Window
4 Play a sound when I get messages from someone
'Q Send an alert to my mabile device when I get messages from someane
Start from a blank rule
1 Apply rule on messages I receive
1= Apply rule on messages I send

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
fromipeople or pubic aroup!
move it to the spedified folder

and stop processing more rules

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

Outlook 2010 Basic Training
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6. Click the check box next to the condition(s) you wish to trigger the rule. In this example,
click from people or public group.

Which condition(s) do you want to chedk?
Step 1: Select condition(s)

|w| from people or public group g
[] with specific words in the subject

[] through the specified account

[] sent anly to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[] where my name is not in the To box

[] sent to people or public group

[] with specific words in the body

[] with specdific words in the subject or body
[] with specific words in the message header
[] with spedfic words in the redpient's address
[] with specific words in the sender's address
[] assigned to cateqory category i

m

7. Click the people or public group link in Step 2: Edit the rule description to open the
Global Address List and select a person or group to whom the rule applies.

|| marked as importance

[[] marked as sensitivity Rule Address =
[] flagged for action - -
[] where my name is in the Cc box Search: @ MNameonly () Morecolumns — Address Book
E :::::: ;; :::: :: ::O‘?; ;D:_I’_OC;;);X |demo Go Global Address List - r-dolley @northwestern.e + Advanced Find
E :"?S:I:OEIJ_ID_M_E;;E !:c?rl;:ls?:l;erbo:dy | MName Title Business Phone Location |
[ with specific words n the subject or body) <
[ with specific words in the message heade| § Demo ProdColaborate2
[ with specific words in the recipient's addr & Demo ProdColaborate3
[] with specific words in the sender's addreg & DL_NIT_Test F|
|:| ﬁs;igne_d to category categary | & DL-Collaboration Services i
£ Donald R Hammer Team Leader, Systems Admi... +1 847 491 2400
£ Donald R Hlinsky Communications Project Ma... +1847 467 4807
£ Donald R Kenyon AV Systems Engineer Lead +1847 467 6934
£ Doug Dickerson Telecom/Metwork Distributio... +1 847 467 1009
S g Y oreRE more Al & Edward Ngeru Mwangi Systems Analyst/Programmer +1 847 467 1806
& Elizabeth Rivera Operations Spedialist +1847 491 4101
& Email Test1
fig Email Test2
& Eva Kathleen Basner Katz Director Processing & Infor... +1847 467 3143
@ FVANSTON RFS ADMINTSTR ATOR T

[ From - ] 'Demo ProdColaborate
12:58 AM
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Click the specified link in Step 2: Edit the rule description to open a list of your
folders. Select the folder to which you want to move incoming messages and click OK.

[[] sent to people or public group ¢
[] with specific words in the bady

[] with specific words in the subject
[] with specific words in the messal
[] with specific words in the recipief
[] with specific words in the sender’
|:| assigned to category category

Step 2: Edit the rule description (dlick

| apply this rule after the message 3
from Demo ProdCollaborate
move it to i spedified fifider

and stop processing more rules

Rules and Alerts

B

Choose a folder:

4 (& r-dolley@northwestern.edu

4 1) Inbox (1)
il Eﬁca"r'rlp.rle Folder |
1 lon Greene
[ Service Manager (408)
LZ Drafts
= Sent Items

K

Cancel

EE g

{3l Deleted Items (10}

;[ﬁ Calendar
3 121 Contacts NI

= = fﬂ Journal "
L@ Junk E-Mail [4] T
o ' -

9. Your selections will appear in the Step 2 window. Verify that they are correct and Click
Next.

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives

from Demo ProdCollaborate

move it to the Example Folder folder
and stop processing more rules

| Cancel | [ <Back || mext> || Finsh |

10. Click what action you want Outlook to take with the messages. In this case, click move

it to the specified folder and click Next.

Step 1: Select action(s)
|| istop processing more rules |-
|w] move it to the spedified folder

[] assign it to the cateqory category

[ delete it

[] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[ redirect it to people or public group

[[] have server reply using a specific message

[ reply using a specific template

[[] fiag message for follow up at this time

[] dear the Message Flag

[[] dear message's categories

[] mark it as importance

[] print it

[] play @ sound

[] start application

m

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from Demo ProdCollaborate
move it to the Example Folder folder
and stop processing more rules

I Cancel ][ < Back l[ Mext = ][ Finish
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11. Select any exceptions you wish to apply to the rule. In this example we are not adding
any exceptions. Click Next.

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

|| except if from people or public group -
[T] except if the subject contains specific words o
[] except through the specified account
[7] except if sent only to me

[] except where my name is in the To box
[] except if it is marked as importance

[] except if it is marked as sensitivity

[] exceptifitis flagged for action

[] except where my name is in the Cc box
[] except if my name is in the To or Cc box
[] except where my name is not in the To box !
[[] except if sent to people or public group

[[] except if the body contains specific words

[] except if the subject or body contains specific words

[] except if the message header contains specific words

[] except with spedific words in the redpient's address

[] except with specific words in the sender's address

[T] except if assigned to cateqory category b

m

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from Demo ProdCollaborate
move it to the Example Folder folder
and stop processing more rules

I Cancel Il < Back ][ Mext = Il Finish ]

12. Click Run this rule now on messages already in “Inbox” to have Outlook apply the
filter to messages already in your inbox.

13. Click Finish to complete the wizard and apply your new rule.

Step 1: Spedfy a name for this rule

Example Rule

Step 2: Setup rule options
[#] Run this rule now on messages already in "Inbox”
[¥] Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives

from Demo ProdCollaborate

mowve it to the Example Folder folder
and stop processing more rules

[ Cancel ][ < Back Mext = Finish
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Calendar Basics

Outlook 2010 has a robust calendar feature for managing your time and scheduling meetings

with other STATE users.

Access the Outlook Calendar

1. Click on Calendar in the Navigation Pane. The calendar will appear in the Outlook

Screen.

w] O3 (8~
Adding an Appointment
There are two ways to add an appointment to your calendar:

1. Click New Appointment in the Ribbon.

1 _;1: i »
0][{5 9 |5
File | Home S5end / Receive Folde
I uataiestd =
= EE SR
I nZ L I
Mew Mew Mew Today Mext7
Appointment Meeting Items = Days
Mew Go To
OR

Double click an area on your calendar.

10 Tuesday 11 ‘Wednesday

' Double Click

2. The Appointment window will open.

Outlook 2010 Basic Training
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3. Type a subject for your appointment in the Subject field.

N o g &

Type a location for your appointment in the Location field.
Set a start and end date and time for your appointment.
Type a note for your appointment in the large text box.

Click in the Reminder field in the ribbon to set a reminder for your

appointment. Reminders can be scheduled for five minutes to two weeks before the

appointment.

| ile | Appointment Insert Format Text Review & @
i ._'jj(alendar | g [ =y ’%3 ~ BE &
m.. x =i SEss £ G ﬁ B Busy 4_¥ Recurrence | 2
ERp | 4
Save & Delete Appointment Scheduling Invite 2 15 minutes - Time Zones = Categorize
Close ',E Onehlote ’ Assistant Attendees w‘ - '
Actions Show Attendees Options Tags Zoom
Subject: .Examhle Appointl.nenﬂ-
Location: | Conference Room A =
Start time: | Wed 5/11/2011 » | |10:30 AM = | [ i day event
End time: :\'\.’ed.S.-"‘J.L:a'éULL - 1‘2:&]&] Pf\‘-‘l b
i

Example Note.

8. Click Save & Close in the ribbon. Your appointment will appear in your calendar.

10 Tuesday 11 Wednesday

Example Appointment
Conference Room A

Outlook 2010 Basic Training
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Adding a Meeting Request

Meetings differ from appointments in that a meeting allows you to invite attendees and reserve
rooms and resources at Northwestern. When you create a meeting request, invited users will
receive an e-mail invitation to which they can respond. You will receive notification when users
accept, decline or propose a new time for the meeting. There are two ways to access the New
Meeting window.

Invite users to the meeting by following the same steps as adding addresses to a mail message;
auto-complete attempts to predict what e-mail address you're typing based on the addresses
you've e-mailed in the past, while The Global Address List provides a statewide contact list of
STATE employees

1. Inthe Mail view, Click on New Items in the Ribbon.

2. Click Meeting in the drop down menu.

"l [ = Ignore

= Clean Up ~

Mew Mew Delete |
E-mail |lems = %Junk =
Me 154 E-mail Message 15
:ﬁ Appointment -
"7 gg  Meeting
4 r-do Al
|83 Contact
-‘L_-'
A [ Task
LZ B9 Text Message (SMS) E
L"ﬁ E-mail Message Using ¥
Y i

Faore Items L4
| @ TunE E-mat

OR
In the Calendar view, Click New Meeting in the Ribbon.

Cile | Home Send / Receive Folder
m BB SR
g =3

MNew Mew Mew Today MNext?
Appointment Meeting Items - Days
Mew Go Ta

The New Meeting window will open.
3. Type a subject for your meeting in the Subject field.

4. Type a location for your meeting in the Location field.
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5. Type a note about your meeting in the large text box.

@ Invitations have not been sent for this meeting.

To...
=l ] T
;I Subject: Example Meeting
Location: Conference Room B T Rooms...
Starttime: | Fri 5/6/2011 - | [230 PM - [ an day event
Endtime: | Fri 5/6/2011 - [300PM [ -

Example Meeting Note.l

6. Click in the To... text box and begin typing the name or address of an attendee. Auto-
complete will suggest a recipient. Hit Enter on the keyboard to accept a suggestion.

@ Invitations have not been sent for this meeting.

To... |d|
= Subject: [E Demo ProdCollaborate3 <demo3. tss@e.northwestern.edu> |
Send L
e s [a demo 2. tss@northwestern. edu : i
Starttime: | Fri 5/6/2011 [+ | [230 M | [ AN day event
End time: iFri 5/8/2011 ; - 23:00 P T hd

e

7. Type the name of an attendee in the To... field. Hit Ctrl-K on your keyboard and select
the attendee you want from the list that appears. Click OK.

Chack Names m

Microsoft Qutlook found mare than one "dem”,

Select the address to use:
1 Name Title Busi

£ Demo ProdCollaborate -
& Demo ProdCollaborate2
& Demo ProdCollaborate3

@ m.dad209

< | 11 | p

Properties ] [ Show Mare Names... ] [ New Contact... ]

[ OK ]I Cancel l

8. Selected attendees will appear in the To... field.
9. Select a date and time for the meeting.

10. Click Send to send the invitation. Attendees receive an e-mail invitation to the meeting,
and you will be notified if they accept or decline.
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Contact Basics
Global Address List vs Personal Address Book (Contacts)

You have two main ways of getting access to and storing contacts. You have access to a Global
Address List that contains everyone in the State and a Personal Address Book for contacts
inside or outside the State. To access the Global Address List:

Click Address Book on the right side of Ribbon. The Address Book window will open.

2. Click the More columns radio button. Selecting this option will allow you to search by
first or last name, or email address. Once you have selected this option, Outlook will
remember the selection, and you will not have to choose this option again.

3. Type a name into the search box. As you type, the search function will display possible
matches.

e
D B
—- % oy

Reply  Reply Porward
Al

§ ress Book: - a1
Add Eooic Seerch Results - Global Address List
| | 2
Search: | Nsmeodly @ Morecdrs  Address Book Lad «
20 8 Sumgect ™ [(Go.] SearchResurs « Gobal Address List »  AdvvedFnc o e
1 Mary Guini
4%  Duuion Foint bor ne Hame: Tite Busness Prone ; ‘;‘
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4. Click the name of the person for whom you are looking. A new window will pop up with
this persons’ contact information.

5. Click Add to Contacts to add them to your personal address book. A new window will
pop up.

General ‘Organimﬁnn I PhaneMNotes I Member OFI E-mail Addresses
Name
First: Dema Initials: Last: ProdCollaborate2
Display: Demo PrnanI\aimraheZ Alias: demo2.tss
Address: & Title:
=  Company:
City: Department:
State: Office:
Zip code: Assistant:
Country/Region: Phone:
1
I [ AddtoContacts ||| Actions |
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Click Save and Close. They will appear in your Personal Address Book.

r:'-Jl" Contact Insert Format Text Review

E} _g% B Activities ng_ij L;in Ejﬂ[l

A Certificates

Delete s General| Details _ E-mail Meeting Mo
[N] OnemMate = 2 Fields i
Actions Show Communicate
Full Hame... |Demn I;;nanllabnratez |
Company: | |
Job title: | | b 4
;"".’J T
File as: |ProdCoIIaborate2, Demo | - | \
T R e e D

To Access your Personal Address Book (Contacts):

1. Click Contacts in the Navigation Pane. Your contact list will open on the Outlook
screen.

F~] Mail

- 4] Calendar

89 |

E . |
ol @l

2. You can add new contacts, add contact groups, delete contacts, e-mail contacts and
invite contacts to meetings from this screen.
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Tasks Basics

The tasks function of Microsoft Outlook is a way to keep track of daily, weekly, monthly and
even yearly “to do” items. You can use tasks to help remind you of once-in-a-while tasks that

you must get done, or recurring tasks that happen all the time.
Creating Tasks

Click New Items in the Ribbon.
2. Click Task in the drop down menu.

File | Home Send / Receive

| |
£y lim=t 7 Ignore x
) |
= Clean Up =
MNew | New Delete

1
1
1
l
1
| E-mail |tems~ %-"—'”k'
1
! Me 54 E-mail Message AH
l
1

Appointment

P Bl Meeting
[E|

More [tems b
| @ JunK E-wTan

1
, 4 r-do )
R Contact |
| =
1 e |5 =
i Task
;G
i L2 [E3 Text Message (SMS)
. Lo
: 1=1 E-mail Message Using #
1 ot
@
1
1

3. The New Task window will open. In this window you can:

o Enter a subject for the Task. Set a follow-up reminder.
o Enter a start and end date. Assign the task to someone
o Enter a status. else.
o Assign a priority level. Categorize the task.
o Add a reminder. Type notes for the task.
o Set the recurrence of the
Task.
}' ] Task | Inset  FormatTedt  Review 7 ]
Hxs@BME v8% C HYN.
Save & Delete Forward OneMote Task | Details Mark  Assign Send Status = Recurrence | Categorize Follow - Z
Close Complete Task  Report - up- ¥ LowImportance
Actions Show Manage Task Recurrence Tags Zoom
Subject: |
sotoae  [Mome ] sews [Wetwmea |-
Due date: Mone ~ | Priority: :Nnrma\ ~ | % Complete |0% |-
lfenindec. [ne_ 1-] [ | 3] ower RummikOs
&

4. When you are done filling in the New Task window, Click Save and Close.
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Viewing Tasks/To-Do List
Your new task is now visible in two places:

1. The To-Do bar lists Tasks on the right side of the outlook screen.
2. Double click a Task in the To-Do bar view and edit the Task.

Arrange By: Flag: Due Date

4 ?' Today
E{ampe TESH- e
Example Task 2

Example Task 3

<4<

OR

1. Click Tasks in the Navigation Pane. This will open the Tasks view of the Outlook
screen.

L~ Mail
ﬁ Calendar
&=| contacts
o] Tasks
|3 (8] -

2. You can view the details of a Task in the Reading Pane.

Search To-Do List (Ctrl<E} L2 || @ Duetoday.
Arrange By: Flag: Due Date Today on top Exampe Task 1
- Starts on 5/6/2011, due on 5/6/2011
Tpeanew ook Status Mot Started Priarity Normal Jete 0%
4 Y Today

2‘1 Exampe Task 1
_5j Example Task 2
& Example Task 3

444
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