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ABOUT THIS COURSE

COURSE PREREQUISITES

This guide assumes the learner understands the basics of using a Windows-based computer.
Students should be comfortable using the keyboard, mouse, and Start menu. Understanding and
experience with printing and using a web browser is an asset, but not required. No previous
experience with other versions of Outlook is necessary.

COURSE OVERVIEW

This is the first part of Microsoft Office Outlook 2016, Microsoft’s personal information
management program.

COURSE OBIJECTIVES

By the end of this course, users should be comfortable with using and customizing the Outlook
2016 interface, creating and sending messages, managing contacts, using the calendar, managing
tasks, and working with notes.

How To UsE THIS BOOK

This course is broken up into eight lessons. Each lesson focuses on several key topics, each of
which are broken down into easy-to-follow concepts. At the end of each topic, you will be given an
activity to complete. At the end of each lesson, we will summarize what has been covered.

Before you begin, download the course’s Exercise Files to a convenient location. They will be
referenced throughout this course and are a key part of your learning experience.
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LESSON 1:
GETTING STARTED WITH
OuTLOO0K 2016

Lesson Objectives

In this lesson you will learn how to:
= Navigate the Outlook interface
= Perform basic e-mail functions

= Use Outlook help
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TOPIC A: Navigate the Outlook
Interface

Microsoft Office Outlook is a powerful and easy-to-use e-mail client and scheduling manager.
Outlook is used in many organizations worldwide and it has become common in nearly all
businesses.

Topic Objectives
In this topic, you will learn:
= About e-mail and e-mail addresses
= About Microsoft Outlook 2016
» About items and folders
= About components of the Outlook interface, with a focus on the ribbon
= About the Backstage view
»= About the Mail, Calendar, and People workspaces
» About mail folders
= About read and unread messages
*= About message icons
» About additional Outlook tools
»= About Peeks

E-MAIL

I"

The term “e-mail” refers to the electronic communication of messages between two or more
parties that is almost instantaneous. Since its inception, e-mail has become the standard of
communication in almost all organizations. With e-mail as pervasive as it is today, it is vital to keep
your e-mail and your contacts organized. This is where an e-mail client steps in.

E-mail Clients

E-mail clients are applications that facilitate the sending, receiving, and management of e-mail.
While many online e-mail clients are available from organizations such as Google and Microsoft,
many people prefer the flexibility and organizational capabilities that a desktop e-mail client like
Outlook can offer.

E-MmAIL ADDRESSES

E-mail communication revolves around e-mail addresses. If you need to communicate with
another person using e-mail, you need to know what their e-mail address is, such as
johnsmith@example.org.

E-mail addresses are comprised of three main parts:
* The name or handle of the person that you are e-mailing (johnsmith in this example)
* The @ symbol
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* The domain (example.org), which includes both the host name and an extension like .com
or.org

ITEMS AND FOLDERS

It is important to remember that there are two interface objects that you will commonly work
with in Outlook: items and folders. Items are individual objects. For example, an item can include a
single e-mail message or a meeting in your calendar. Folders, on the other hand, are used to
organize items. While you can have many different folders, the Inbox, Drafts, Sent Items, and
Deleted Items folders are all included by default.

COMPONENTS OF THE OUTLOOK INTERFACE

The Outlook interface can be intimidating at first glance, but it can be broken down into several
distinct parts. While the interface will be slightly different for each folder or workspace that we
look at, the basic components will remain the same. Below you can see how the Outlook
application looks when the Mail workspace is shown:

L - (= 1 —

Let’s look at the various components that make up the interface.

1: File Menu (Backstage View)
Click the File tab to open Backstage view. With this view, you can manage your mailbox, open
other Outlook files, print Outlook items, get help, modify Outlook options, and close Outlook.

2: Quick Access Toolbar

This specialized toolbar provides quick access to the commands you use most often.

3: Title Bar

The name of the current folder, your mailbox, and the program name will appear here.

4: Window Controls
From left to right, these are the Ribbon Display Options, Minimize, Maximize/Restore, and Close
commands.
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5: Tell Me
Using this text box, you can ask questions and access help information.

6: Tabs
Groups of like commands are organized under tab names. Click a tab to view related commands in
the ribbon.

7: Groups

The commands on each tab are separated into groups. In the sample diagram, the Quick Steps
group of the Home tab is identified. This group provides commands to apply and manage Quick
Steps.

8: Navigation Pane

This pane is the easiest way to get around in Outlook. It contains links to various workspaces so
that you can easily view your contacts, mail, calendar, and more. Sometimes this is also referred to
as the Folder pane.

9: Search Box
Use this area to search for items within your mailbox.

10: Working Area
Here is where you can see the contents of the selected folder or workspace. In the sample
diagram, we can see new mail because we’re in the Inbox.

11: Reading Pane
View the contents of the selected item here.

12: Status Bar
Displays item count for the current folder as well as view commands and helpful information.

ScreenTips
ScreenTips appear as a small pop-up when you move your cursor over an object in the Outlook
2016 interface, such as a ribbon command:

Send / Receive Folder View Q Tell me what

= ‘l? (G Ignore x ﬁ_(i (ﬁ_(i t_;; E2 Mecting

7= Clean Up~

NEV'jr Mew . ) Delete  Reply Reply Forward E-@Mcurev
Email ltemns~ %@ Junk L} B
MNew Delete Respond

Delete (Ctrl+DY)
Delete this item.

They include information like the name of the object, what the object does, and a keyboard
shortcut (if applicable).
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Dialog Box Launchers

Some groups feature an option button (=) beside the group name. Click this button to open a
dialog with more specific controls relating to this group and other commands in the tab:

.
o= | lanore alala i Som S | > ]
=1 3 X (R (S Fmeeting 3 To Manag o &)
&3 an Up~ L(' L') BT, v Done =1 L [ Address Book
Delete  Reply Reply Forward [ - Move Rules OneNote Unread/ Categorize Follow Store
. oy Reply [ More ¥ Create New =| | Mo - e ¢ Une Y Filter Email -
3
Delete Respond Quick Steps Move Tags Find Add-ins
4Favorites “ | [Searen Current Mailbox .. O | Current Mailbo 2 Reply €2 Reply Al L:“\A
| Manage Quick Steps 70X
nbex & Al Unread By Date ~ OneNote Tea
Clutter 4 Last Week Welcome to O mek step: Desaripti
s 3?7 Move t:
Senttems msftconn@microsoft. @ fFthere are problems with h Move ¥
Drafts Program Clesing - Office 20. Mon 9/21 £} ToManager
Bing Maps B9 Team Email
jsmith@acmewidgets.onmicr.. 4 Older V' Done
Inbox 4 OneNote Team £ Reply & Delete el
Drafts 73172015
Sent ftems
Deleted tems 2 2015
Clutter
Conversation Histor
i W, Edit Duplicate Delet
Junk Email
nae New
Outbox i B
On| 1
RSS Feeds
yo
1 Search Folders Reset to Defaults Cancl

COMPONENTS OF THE RIBBON

The ribbon is the primary location where you interact with all the various commands and controls
that are available in Outlook. It is comprised of two major parts: tabs and the groups that are
found within them.

Groups (and their contained commands) that appear within a tab relate to the functions described
by the tab name. For example, the View tab contains a variety of groups with commands to adjust
how objects are displayed in Outlook:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

11 Reverse Sort

||
Bl Categories
~ | &= Add Columns

[ 2
Folder P | Rt @m
+~ Bpanc/Colpse™ | Pona- Pane- Bar- | Panes | Wi

- 5
Flog: tar Date. P Flog Due Dote [l sie B subject

Window ~ Window Al ltems.

Arrangement Layout Window -

There are five tabs (including the File tab) that are available in Outlook’s main interface. Below is a
breakdown of the kinds of commands that you will find in each tab:

» File: This tab gives you access to Backstage view. Here, you will find commands that are
used to modify how Outlook in general or the selected Outlook item operates. You can find
a variety of categories under this tab, including Save As, Info, and Print.

* Home: The Home tab is displayed by default, but the commands and title of this tab will
depend whether you are working with the general Outlook window or a specific item. For
example, if you have a message open in a separate window, the Home tab will be labeled
Message and include commands to manage and work with the message. If you are working
with the general Outlook window, this tab will include commands to manage items in
Outlook.

= Send/Receive: This tab includes commands that relate to the sending and receiving of data
to and from your e-mail account.

» Folder: This tab is used to manage the folders that make up Outlook. Here, you can find
commands to modify folder properties, create new folders, and delete existing ones.

*= View: On this tab, you will find commands to change how the Outlook layout is displayed.
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THE BACKSTAGE VIEW

The Backstage view is accessed by clicking the File tab. It will look slightly different depending on
whether you are in the main interface or inside the window for an Outlook item.

For example, if you click the File tab while viewing the main interface and Mail workspace, you will
see commands to manage your e-mail account, messages, and other related settings:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook R o

Account Information

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted ltems and archiving,

494 GBfree of 405 GB

a Rules and Alerts
Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.

Manage Add-ins
Manage and acquire Web Add-ins for Outlook.

Here is a quick overview of the items in Backstage view in this context:

Info Manage your mailbox account settings, access mail cleanup tools, manage rules
and alerts, and set up automatic replies.

Open & Provides commands to open a calendar or Outlook data file. You can also start
Export the Import and Export wizard from here or open another user’s folder if you
are on an Exchange server.

Save As Save the currently selected item as a separate file outside of Outlook.

Save Save attachments to the currently selected item as separate file(s) outside of
Attachments Outlook. Only available if the selected item has attachments.

Print Set print options for the selected item and print preview it.

Office Modify the settings for the account that you are using to log into Office.
Account

Options Opens the Outlook Options dialog.

Feedback Opens the Windows Feedback app.

Exit Close Outlook.

If you have an Outlook item (like an e-mail message) open in a separate window, the Backstage
view will look like this:
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Pragram Closing - Office 2016 for Windows wil be broadly available on September 221 - Message (HTWIL)

Program Closing - Office 2016 for Windows will be broadly a.

Restrict permissions to this item

(-] Set up restrictio

Set. from forwardin
Permissions ~

r example, you may be able to restrict recipients
ge to other peaple.

h¥ Move item to a different folder
Move or copy this item to a different folder.

Close Move to

Folder -~

Current Folder. Inbox

Office Account =a Message Delivery Report

i) Review delivery report for this e-mail message. Delivery report includes when the
Options Open Delivery | message was delivered and which rules, if any, were applied to it
Report

Feedback

= Message Resend and Recall
O Resend this e-mail message or attempt to recall it from recipients.
Resend o

Recall -

D Properties
=3 Set and view advanced options and properties for this item.

Properties Size: S3KB

Let’s look at these commands.

Info Provides commands to restrict permission to the item, move the item,
resend or recall a message, and view message properties.

Save/Save As Save the currently selected item as a separate file outside of Outlook.

Save Save attachments to the currently selected item as separate file(s) outside
Attachments of Outlook. Only available if the selected item has attachments.

Print Set print options for the selected item and print preview it.

Close Close the current Outlook object window.

Office Account  Modify the settings for the account that you are using to log into Office.

Options Opens the Outlook Options dialog.

Feedback Opens the Windows Feedback app.

To close Backstage view, click File again or click any of the tabs.

THE MAIL WORKSPACE

When you first open Outlook 2016, the Mail workspace will be displayed by default. This is where
you can view and work with any messages that you receive. You will typically spend the bulk of
your time in this workspace:
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Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

3 To Manager
 Done

" X QG e e

New  New Dete  Reply Reply Foruard Euiore- | pepy e F oo Move Rules OneNote U
mail fems~ | &6 Al ly
New Delete Respond Quick teps 5 Move ~
<
4 Favorites Search Current Mailbox . P | Current Mailbox -] | G Reply (€ Reply All €} Forward
Inbox 4 comn@ o .
Al Unread ByDate *  Newest 4 msftconn@microsoftcom | John Smith Mon 921
= 4 Last Week Program Closing - Office 2016 for Windows will be broadly available on September 22! o
Sent tems r

msftconn@microsoft.
Drsfts Program Closing - Office 20, Mon 9/21 Bing Maps

4jsmith@acmewidgets.onmicr. 4 Otder

.
Inbox 4 OneNote Team
. Welcome to OneMNote /3172015
Get OneNote for free on all
Sent ltems.

Deleted Items 2

Clutter
o You are receiving this email as part of the Office Pre-Release Program for the Office Preview

Junk Email Hello John:
Outbox
RSS Feeds Office 2016 for Windows will be broadly available on September 22!

e For the past many months you have engaged with us to help make Office 2016 the best Office ever! We would like to thank you for your participation

in the Office 2016 Preview for Business program.

b Groups.

ion and quidance on getting ready for Office 2016, view the TechNet article here. You can continue to report issues and receive

Items: 8 Unread: 4 Allfolders are up to date. Updating address book. _ Connected to: Microsoft Exchange | [] B - 1 + 100%

You will see that the messages in your account will be stored in a variety of different mail folders.
You can find these folders inside the Navigation pane.

MAIL FOLDERS

The mail folders that appear inside the Navigation pane by default typically include the following:

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 2
Clutter
Conversation History
Junk Ernail
Qutbox
RSS Feeds

I Search Folders

I Groups

Let’s look at some of these mail folders.

Inbox This is where new mail is received.
Drafts Unsent messages can be saved here.
Sent Items After a message is sent, a copy of it is stored here.

Deleted This folder acts like the Recycle Bin in Windows. When you delete an Outlook
Items item, it goes here first. To permanently remove the items in your Deleted
Items folder, click Folder - Empty Folder while in the Deleted Items folder.
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Clutter E-mail that has been identified as less important based on your reading
habits will be moved to this folder. Typically this will include items such as
newsletters or other mailing lists. Only available with Office 365 customers.

Conversation This folder will list conversation history for any contacts that you have

History interacted with using Microsoft Lync or Skype for Business.
Junk E-mail E-mail marked as junk will arrive here.
Outbox Messages you have created are stored here while Outlook connects to the

server and sends the message.

RSS Feeds Live feeds are stored here.

Search You can customize these folders to update based on search criteria.
Folders

Groups Access shared workspaces. Only available with Office 365 accounts.

READ AND UNREAD MESSAGES

When you receive new messages, the folder that contains them will appear bold within the
Navigation pane and a counter identifying the number of unread messages will be displayed
adjacent to it:

4 jsmith@acmewidgets.onmicr...
Inbox 5
Drafts

Sent ltemns

In the working area, an unread message will also be represented by bold text, but that text will
also be coloured and you will also see a colored line along the left of it:

msftconn@microsoft....
Program Closing - Office 2... Mon 9/21

Read messages do not have the bold effect or the line:

msftconn@microsoft....
Program Closing - Office 20... Mon 9/21

11
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MESSAGE ICONS

Messages inside the working area may include one or more message icons. Each message icon is
used to represent information about the associated message. For example, here you can see a flag
icon that indicates this message has been flagged for follow-up:

OneNote Team >
Welcome to OneMote /31,2015
Get OneMote for free on all

Here is a breakdown of the various message icons that you might spot inside a message in the

working area:

Replied To &2 | The message has been replied to.
Forwarded =, | The message has been forwarded.
High ' | The message is important and probably time sensitive.
Importance
Attachment The message includes an attachment.
Flagged for [ | The message has been flagged for follow-up later.
Follow-Up
THE CALENDAR WORKSPACE

The Calendar workspace is used to add, remove, and manage events in the Outlook calendar. You
can open this workspace by clicking the Calendar button at the bottom of the Navigation pane:

When open, you will see that the
Calendar workspace is comprised
of the Navigation pane and the

calendar itself:

] E 25 E ses

ltems: 9 Unread: 5

=R s g

12
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The Navigation pane shows the current month and allows you to scroll through the months of the
year. Clicking on a date in the mini calendar in the Navigation pane will display it in the working
area using the current calendar view.

THE PEOPLE WORKSPACE

The People workspace is used to add, remove, and manage any contacts that you have. You can
open this workspace by clicking the People button at the bottom of the Navigation pane:

E_ﬁlﬂ

ltems: @  Unread: 4

When the People workspace is open, you will see that it is comprised of the Navigation pane, the
working area, and the Reading pane. The Navigation pane will list all the folders that are used to
organize your contacts, while the working area is where individual contacts are listed.

The Reading pane will show you the details of the selected contact:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

Foldr  View  Q Tell me what you want to do.

e s XDEIS 9 & ¢ 0 Wem e E R

New Group NewContact New  Delete Meeting More | people  Business C. Cord Phone. Lt
tact o -

Currentview | adions | shar

Jane Smith

CONTACT  NOTES

Calendar
Schedule a mesting

Send Ema:

abcwidgets@outlook.com

Work
ABC Widgets Inc

ADDITIONAL OUTLOOK TooLS

Aside from the Mail, Calendar, and People workspaces, you also have access to other a few
Outlook tools and workspaces:

Mavigation Opticns...
Motes

Folders

[@] Shortcuts

[

= m s [ -

Iltems: 1

13
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Here is a breakdown of the tools that are available to you:
» Tasks: In the Tasks workspace, you can assign tasks to yourself, as well as other people that
you have connected with. Any tasks that are listed here will also appear inside the To-Do
Bar while working with Outlook.
= Notes: The Notes workspace allows you to record quick notes that you want to keep track
of. You can then organize these notes using categories and a variety of other features.

PEEKS

The Peeks feature allows you to “peek” at the contents of the Calendar, People, or Tasks
workspaces of Outlook without having to go through the process of opening them up entirely. For
example, if you want to have a quick look at any tasks you have scheduled for today, you could use
the Peeks feature, rather than opening the entire Tasks workspace.

To use Peeks, place your cursor over the Calendar, People, or Tasks commands at the bottom of
the Navigation pane. For example, here you can see that the cursor has been placed over the

People command. The pop-up that appears lists all your favorite contacts that can then be
interacted with:

i}
Search People ye.
FAVORITES
Jane Smith

ltems: 9@ Unread: 4

14
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AcTiviTy 1-1
Navigating the Outlook Interface

You are just getting started with Outlook 2016. You would like to explore its interface to get a feel

for how it works and where everything is. Note that Outlook must be configured with an e-mail

account before students can complete this activity.

1.

2.

3.

Type “Outlook 2016” into the search box on the Windows 10 taskbar:

(If you are using Windows 8, start typing at the Start screen to search.)

Click the entry for Outlook 2016 to start the program:

0
pel
0
pel
0
b
0

el

Microsoft Outlook 2016 will open with the Mail workspace displayed:

ive  Folder  View  Q Tellmewr

\\\\\\\\\\\\\

Best match

Web

Folders

Store

m Professor Teaches Qutlook 2016
R My stuff O web
Outlook 2016

Qutlook 2016
Desktop app I}

outlook 2016

outlook 2016 for mac

outlook 2016 download

outlook 2016 exchange compatibility
outlook 2016 gmail

outlook 2016 features

outlook 2016 exchange 2007

outlook 2016 release date

MOS5015_Qutlook_2016_1_ExerciseFiles

Joe s going to be retiring s00n, so | thought we could throw a small celebration. Please let me know your availability for next week.

Updating this folder. _Connected to: Mictosoft Exchange.

(You will see different messages in your e-mail inbox than those that are shown here.)

15
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4.  Click the Folder tab at the top of the screen:

Inbox - jsmith@acmew

Send / Receive Folder View Q@ Tell me what you want to do...
; o 5
El ?E % lgnore x E_\ﬁ (E \1 ﬁ_\a 72 Mesting Moveto: 7 9) To Manager
¥ " % Clean Up~ o v @ (I- : -)d ET Team Email v Done
ew ew elete eply Reply Forward [g - _
Email Items & Junk - Al & More & Reply & Delete ¥ Create New v
MNew Delete Respond Quick Steps (F]

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home  Send/Receive Q Tell me what you want to do...
Copy Folder (f‘\ F Al 7% Clean Up Folder~ [wa) E—I o® .
=2 Bz (A1 = & [E
Move Folder N [ Delete All
Mew New Search Rename Mark All Run Rules  Show All = Show in View on AutoArchive  Folder Folder
Folder  Folder Folder DeleteFolder  3cRead  Now  FoldersAtoZ (o RecoverDeleted ltems  Fayarites  Server Settings  Permissions Properties
New Adtions Clean Up Favorites  Online View Properties

6.  Click the Calendar command in the Navigation pane:

b E - e s

ltems: @  Unread: 4

7. The Calendar workspace will now be displayed with the Month view applied:

Home Folder  View
o R re b = = ™ R 8%
El = TEE S SRR
lew  New New NewSope Today Net7 Day Work Week MonthSchedule Open Calendor E-mail Share Publish Calendar
Appointment Mecting ftems - Mesting oy Week jew  Calendar~ Groups - Colendar Colendar Oniine~ Permissions
New SkapeMeeting| GoTo 1 Armange 5 Manage Golendor: share Find -
< oaoveras b ¢ . & Today & Tomorow & Saturday .
«» Wastington, DC. G 100 Tomorow o Ssturdey [ Search Carencar (Cui- 5
M U WE T R s October 2015 ngt TF/51F STUE/50°F /61
7% n off] 2 3 SUNDAY MONDAY TUESDAY WEDNESDAY. FRDAY SATURDAY B
S Sep 27 28 29 30 Oct 1 2 3
23w st W
w1922 2B u
52 222 05
November 2015
SUMO TU WE TH R SA N s ° 7 8 9 1o
1234567
89w 2w
516 17 8 19 2 2 03
25 un%an 5 -
230 123 45 £ 12 13 4 15 16 17 H
€78 50w H :
: ]
My Calendars i 2
Calendar
. 19 20 21 2 23 2
Other Calendars
25 % 27 2 2 30 El
= ]
Hems: 0 Al folders are up to date. _ Connected to: Microsoft Exchange | II]| B -

8. Click People in the Navigation pane:

E ﬂ E L N ]
Items: O If}
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9. The People workspace will now be displayed. Any contacts that you have will be listed in

the working area. If you have any contacts, the details of the first item will be shown in
the Reading pane:

&5

Jane Smith Jane Smith

CONTACT | NOTES
Calendar
Schedule a meeting

Sen

Work
ABC Widgets Inc.

ems:1

10. Now click the Tasks button in the Navigation pane:

A
= m sk g e
[tems: 1
11. Inthe Tasks workspace, you will see any tasks that you have ongoing. You will also see
tools to organize those tasks:
I
= = o= B
Filter applied. Al folders are up to date.  Connected to: Microsoft Exchange o =
12,

Click the File tab and click Exit to close Outlook and complete this activity:

17
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TOPIC B: Perform Basic E-mail
Functions

Now that you have familiarized yourself with the Outlook 2016 interface, you can start using this
application to communicate with others. Over the course of this topic, you will learn about basic e-
mail functionality in Outlook.

Topic Objectives
In this topic, you will learn:
= About the Message form
»= About the ribbon tabs available in the Message form
» About inline replies
= How to reply to and forward messages
* How to print a message
* How to move messages
» About the Deleted Items and Clutter folders

THE MESSAGE FORM

The Message form will be displayed when you create a new e-mail message, which you can do by
clicking Home - New Email:

Send / Receive Folder View Q Tell me what]
(=7 G Ignore x o r"_\ o .
[ — — —  [FQ Meet
Ijl “lj % Clean Up~ ﬁé ﬁé ﬁa’ & Mecting
Mew MNew Delete = Reply Reply Forward E-EMDrE*
Emgil ltems~ %o Junk~ All
W Delete Respond

(You can also use the Ctrl + N shortcut when you are in the Mail workspace.)

18
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Once open, you will see that it includes a variety of different fields that you can use to compose
the new message:

Untitled - Message (HTML)

Sl inset  Options  FormatTet  Review @ Tell mewhat youwant to do..

EE &5 @ by D | Follow Up ~ ’

Py ) S 1 High Importance L

Paste - e Aderess Check | Attach Attach Signature Office
Format Painter Book Names Filer htem~ - ¥ Lowlmportance  agqin

Clipboard 5 Basic Text Names Indude Tags | Addins ~

ssssss

To begin, type the e-mail address(es) of the recipient(s) into the To or Cc fields:

Subject

Typically, you will enter any primary recipients into the To field, while secondary recipients who
are not necessarily expected to reply to the message are entered into the Cc (carbon copy) field.
The Bcc (blank carbon copy) field is used when you would like to copy a recipient on the message
but hide their address from any other recipients. (This field is hidden by default. To display or hide
this field, click Options = Bcc.)

The next item that you will need to fill out is the Subject field. This where you enter a single line
that describes the message that you are sending:

w | \

cc

Subject | I

Finally, and most importantly, enter the content of your message into the large text area that
dominates the Message form:

Untitled - Message (HTML)

S Inset  Options  FormatText  Review O Tell me what you want to do..

EEIE R |'>rauawup- S

I High Importance
Paste Address Check | Attach Attach Signature Office.
=S Book Names Filew ftem~ = ¥ Lowlmportance Add-ins

555555
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MESSAGE FORM TABS

Just like when working with the primary Outlook 2016 window, the Message form includes a set of
six ribbon tabs that contain relevant command groups:

Untitled - Message (HTML)

[USSSTl  nset Options  FormatTedt  Review Q@ Tell me what you want to do...

;E! &3@ mJ { Q I> Follow Up~ "

! High Importance
Paste Address Check | Attach Attach Signature Office

Book Mames File~ ftem~ ¥ Lowimportance  agq.ins

Clipboard [F] Basic Text Mames Include Tags ra Add-ins

Here is an overview of each tab:

» File: Clicking this tab will display Backstage view. While working with the message form,
Backstage view will include options to set the properties for the message and restrict
permissions for this item.

= Message: In the Message tab, you will find basic editing tools that you can use to format
text, as well as add items like attachments or signatures. Additionally, you will find
commands to tag the message with a priority level or follow-up flag.

» |nsert: The Insert tab includes a variety of commands that you can use to insert objects
into your message. This includes objects like Outlook items (such as meetings), file
attachments, tables, illustrations, and more.

= Options: In the Options tab, you will see commands that will allow you to apply themes to
your message, as well as enable message options. For example, you can toggle the Bcc field
on or off, as well as request delivery and read receipts.

= Format Text: As the name suggests, the Format Text tab contains commands that are used
to format the text in the body of the message that you are composing. This includes
commands to apply text effects, change the font style, and modify paragraph alignment.

»= Review: The Review tab includes commands that are intended to be used after you have
composed the message. You will find commands to check your spelling, open the Insights
pane, use the thesaurus, and modify language settings.

INLINE REPLIES

While reading a message in the Reading pane, you can create an inline reply by clicking Home -
Reply (or pressing Ctrl + R) or Home = Reply to All. This will allow you to reply to the message in
guestion directly inside the Reading pane:

4jsmith@acmewidgets onmicr.

throw a small celebration. Please let me know your availability for next week.

,,,,,

ol = - '

(You can also create an inline forwarded message by clicking Home = Forward.)
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You can open the inline reply or forward in a separate window by clicking the Pop Out button that
appears just below the Send button:

™ Pop Out ¥ Discard

To... John Smith <abowidgets @outlook, com =

I

Subject RE: loe's Retirement

From: John Smith [mailto:abcwidgets@outlook.com]

You can cancel the reply and discard the message that you are composing by clicking the Discard
button. Or, if you have finished composing your response, click the Send button. Back in the Inbox,
you will see a message icon that indicates that it has been replied to:

All Unread By Date = Mewest |

4 | ast Week
John Smith U £
loe's Retirement Fri 10/2 :

Hey all, Joe is going to be

4 Two Weeks Ago

msftconn@microsoft....
Program Closing - Office 20.., 9/21/2015

The Compose Tools — Message Tab
When composing an inline reply (or forward), the Compose Tools — Message tab will be shown on

the ribbon:

% & Compose Tools Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home Send / Receive Folder View Q Tell me what you want to do...

ol . .= im 3l es il 1 a0 a=e
CalibriBoc- |11 ~| A A |2 -2 A [H[E &2 [ﬂJ u ?‘ ! Highimportance | 85— =9 ’
D 5 V@ £ = e
& Low Importance
Paste BIU ¥-A- === =3= Address Check = Attach Attach Signature Bce  From  Office

¥ Format Painter Baok Names Filew lem+ - Add-ins

Clipboard F) Basic Text 1) Names Include Tags ] Show Fields Add-ins

This tab includes the following seven groups:

= Clipboard: This group includes cut, copy, and paste commands, as well as the Format
Painter command.

= Basic Text: All the basic text formatting commands are included in this group. This includes
text effects, font settings, alignment, and more.

» Names: Access the Address Book and check the names and e-mail addresses that you have
entered.

* Include: Attach or include items in your message.

= Tags: Assign the message a high or low importance level.

= Show Fields: Toggle the Bcc or From fields on or off in the inline reply/forward form.

» Add-ins: Access the Office Add-ins manager.
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REPLYING TO MESSAGES

If you are already viewing the message in a separate window, you will find both the Reply and

Reply All commands on the Message tab:

T ok =

%Ignure x

Delete

]
Junk =
o Al

Delete Respond

No matter whether you click Reply or Reply All, you will see the full-screen Message form
displayed with the e-mail addresses for the recipients who will receive your reply, as well as the

Message Q Tell rme what you want to do...

ﬁ—}l 7 Meeting

Reply Reply |Forward E-@Mclre*

original message in the main message body. You will also notice that the Subject field includes the
subject line from the original message that you received, but preceded by “RE:” indicating that this

is a reply:

-« g - > o
& o Calibri Boc = |11 +| A I» Faliow Up
n

Copy
e
~ Format Painter

Q ! High Importance

Attach Attach Signature Office

aly -
B I U ¥ A ¥ LowImportance  Add-ins

s Filer ltem~
Clipboard [ Basic Text & Names Include Tags & Add-ins

John Smith <abewidgets @outlook. com =

Subject joc's Retirement

From: John Smith [mailto:abewidgets@outlook.com]
Sent: Friday, October 2, 2015 1:37 PM

To: John Smith <jsmith @acmewidgets.onmicrosoft.com>
Subject: Joe's Retirement

Hey all,

Thanks,

John

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

After composing your response, click the Send button. Back in the Inbox, you will see a message
icon that indicates that it has been replied to, just as when composing an inline reply.
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FORWARDING MESSAGES

If you want to send the original message that you received to another recipient, click Home -
Forward:

Send f Receive Folder View ':.' Tell me what
: (=7 (G Ignore x S ("_\ E_} .
L |—E *_—' — o Meet
“E 7 Clean Up- 4 € 2> e
Mew  Mew Delete  Reply Reply Fonward E-@More*
Email Hems- & Junk~ All
Mew Delete Respnnk

This will open an inline forwarding window in the Reading pane. Enter the message details and
click Send.
If you’ve opened the message, click Message - Forward:

U\ W s

Q Tell me what you want to do...

rIl[ylgm_'trva: x Q @ E% [EL Meeting

3@Junk' Delete  Reply R;;:lrlly Forward E'El More =

Delete Respond

You will then see the Message form with the original message in the main body. Just like when
sending an original message, you need to fill in the message recipients using the To, Cc, or Bcc field
(if it is enabled):

ment - Message (HTML)

e Options ~ FormatTet  Review @ 5 do...
Cut o A 5 BRI &% [UJ ] o [® Follow Up~ ’
A A i 2
Copy ve | Mgl |
Paste BT ul|w-.A Address Check ~Attach Attach Signature Office
- Format Painter Book Names File- lem- - & Lowlmportance  pdd-ins
Clipboard ] Basic Text Names Include Tags fa Add-ins A~

Subject oe s Retirement

== Schedule.docx
11KB

Attached

From: John Smith [mailto:abewidgets@outlook.com]

Sent: Friday, October 2, 2015 1:37 PM

To: John Smith <jsmith @acmewidgets.onmicrosoft.coms

Subject: Joe's Retirement

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

Thanks,

John

You will also see that the subject field includes the original subject, but the abbreviation “FW:”
precedes it. This is to help the recipient understand that this is a forwarded message. Once you

23



Microsoft Office Outlook 2016 — Part 1

have addressed the forwarded message and added any comments to the main body of it, click the
Send button.

Back in the Inbox, you will see an icon that indicates the message has been forwarded, regardless
of which method has been used:

All Unread By Date =  Mewest 4
4 | ast Week
John Smith U 3
loe's Retirement Fri 10/2 1

Hey all, Joeis going to be

4 Two Weeks Ago
msftconn@microsoft....
Program Closing - Office 20... 9/21,/2015

You will also see a message in the Reading pane and in the full-screen message indicating when
you forwarded it:

L ¥ s Joe's Retirement - Message (HTML)

N 7 B A
Brigrore P [ (E 1 [ EMecting |2 Movete:? £3 To Manager V| oRules a ==I |> % £ Find Q
. o (" . ')d E Team Email v Done ; B Oneliote ok rolon Ty, B Relaed=
. Delete  Reply Reply Forward [5 - love ark Categorize Follow Translate ‘oom
& Junk i i More 2 Reply & Delete  § Create New 2" EPAdionst | unresd o Up~ T Y Select
Delete Respond Quick Steps i) Move Tags i) Editing Zoom ~
John Smith <abcwidgets@outlook.com> John Smith [/ Fri 10/2

Joe's Retirement
@ You forwarded this message on 10/5/2015 1:21 PM. emmmm—

2 Schedule.docx
=| 11kB

Action ftems + Get more apps

The forwarded item will be saved in the Sent Items folder and accessible in the conversation
thread.

PRINT OPTIONS

To print an item, first ensure that it is selected. (For example, you could
click an e-mail in your Inbox.) Or, you can open the item. In either case,
click File = Print:

Info
Open & Export

Save As

Office Account
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With the Print category selected in the Backstage view, you are given the option to modify various
print options:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook R o

Print

Specify how you want the
=, item to be printed and

H
H
H

Settings

«[1 Jot1 >

BE

The options that you will see will depend on the type of item that you are printing. However, you
will always have access to the Printer drop-down command to choose a printer:

Printer

- Brother Laser®:b .
- Ready

Brother Laser#:6
Read:.r %
Fax

Ready

Fack:2
Ready

@ @ W

For additional options, click Print Options:

Printer '
- Brother Laser®:6 .
== Rea dy

E.‘E',g Print Options
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This action will display the Print dialog box:

Print

Printer
MName: Brother Laser#:6

Status:

Type: TP Qutput Gateway
Where:

Comment:

Print style

Table Style

Memo Style

Page range

() Al
OPages:

Page Setup...

Define Styles..

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For

example, type 1, 3 or 5-12,

Print options

D Print attached files. Attachments will print to the

default printer only.

w Properties

[ Print to file

Copies
Mumber of pages: | All e

Mumber of copies: |1 =

|:|Ccu||ate copies

4

Preview Cancel

This dialog box lets you choose advanced options, such as page range and number of copies. There

are also six other buttons in this dialog, which perform the following commands:

Properties: Opens the Properties dialog for your printer.
= Page Setup: Allows you to change the format, paper, header, and footer for the printout.

= Define Styles: Allows you to change the format for all future printouts of the selected style.

= Print: Send the item to the printer.

* Preview: Return to the Print category to preview the item.
= Cancel: Return to the Print category with no changes saved.

In addition to print options, the Print category of Backstage view also displays a print preview. This

preview will give you an idea of how the currently selected item will look on a printed page using

the current settings:

Print

i

prnt

Printer
=

[ P

Settings

p—
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When you are ready to print the currently selected item, click the Print command:

©
Print

Open & Export

Specify how you want the
Eﬁ item to be printed and

Save As then click Print.

Print

[

MOVING MESSAGES

Messages that appear within your mailbox can be moved between any folders, as necessary. To

move a selected message in the working area, click Home - Move = Other Folder:

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlook

Send / Receive Folder View Q Tell me what youwant to do...

& B X QRS Voveto?  S37oM ¥ O mop
= > ) Eimeetng [ Moveta? 53 ToManoger - |
N ‘I\TEI o Ceantp- 7 b S R&(‘i rﬁ-)d E7 Team Email v Done " R‘?' D-)N - i al

ew  New elete  Re e arward [ . - love Rules Onehote Unread/ Categarize Follow
bl (e | ol R EEMore~ |2 Reply &tDelete ¥ CreateNew  |7| [ Mo Rl e

New Delete Respond Quick Steps ) Inbox - Outleok Data File

3
Other Folder... I

8s Copyto Folder...

¥ Always Move Messages in This Conversation...

% Moyeto Clutter

This action will display the Move Items dialog box where you are able to select the destination
folder. Click OK to complete the move:

Mawve lterns >

Move the selected items to:

b E’E jsmith@acmewidgets.onmicrosoft.co & oK
Inbox (4]

7 Drafts Cancel
£ Sent ltems
IZ] Deleted ltems (4] Mew...
Calendar
Clutter
[£5] Contacts
Conversation History
& Journal
[ Junk Email
Mates

(Once you have selected a folder from this dialog box, it will be accessible directly from the Move

menu.)
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Alternatively, you can drag and drop messages directly from the item list to the destination folder
in the Navigation pane:

H £
4 Favorites Search Current Mailbox £ | Current Mailbox -
Inbox 4
noex All Unread ByDate *  Newest 4
Clutter 4 Today
Sent ltems .
John Smith
Drafts Joe's Retirement 1:25 PM

Hey all, Joeis going to be

4 jsmith@acmewidgets.onmicr... 4 Two Weeks Ago

Inbox 4 msftconn@microsoft...

Program Closing - Office 20.., 9/21/2015

Drafts

onn@microsoft....
ram Closing - Office 20... 9/21/2015 X

Sent ltems ms

Deleted ltems 4
|P
Welcome to OneMote Ti31/2015

Clutter
Conversation Histor}f%ﬁ Get OneNote for free on all

THE DELETED ITEMS FOLDER

Any messages in Outlook can be deleted by selecting them from inside the message list and then
clicking Home - Delete:

Faolder View Q Tell me what]
(=7  [Glgnore x o rﬁ‘ o -
EI s ﬁ_é ﬁ—’ﬂ ﬁ—;’l [Fa Meeting
—E ™ Clean Up~ € -
Mew  MNew Delete  Reply Reply Forward E-EM-:nre'
Email ltems~ a9 Junk~ Al
Mew Delete Respond

When an item is deleted, it is placed inside the Deleted Items folder. To open this folder, click the
Deleted Items folder within the Navigation pane:

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted tems 4 I,\x,
Clutter

The contents of the Deleted Items folder will then be listed inside the working area. From there,
you can complete the same process as described above to permenantly delete any messages
inside this folder.
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To delete all of the messages in this folder, right-click on the Deleted Items folder and click Empty
Folder:

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems

Deleted ltems 4

Clutter EE Open in New Window
Conversation Histon, Mew Folder...

Junk Email

Outbox Copy Folder

RSS Feeds

[ Search Folders
> Mark All as Read

[* Groups
[Z]  Empty Folder %
Show in Favorites
4  Movelp
* Move Down
Properties...
e % ﬁ E LN

ltems: & Unread: 4

Or, click Folder - Empty Folder:

Haome Send / Receive Folder View Q Tell me what you want to do...

Copy Folder (’_\ A Clean Up Folder
9 B 2z

Move Folder @ Empty Folder
Mew Mew Search  Fername Mark All Run Rules  Show All == :J:&z
Folder  Folder Folder Delete Folder | acRead Mow Folders AtoZ =i Recot®r Deleted ltems

MNew Actions Clean Up

A dialog box will then be displayed that asks you to confirm your choice to delete all of the items
inside the Deleted Items folder. Click Yes to complete the action:

Microsoft Qutlook 4

Everything in the "Deleted [tems” folder will be permanently deleted.

Continue?

Yes k Mo
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THE CLUTTER FOLDER

Office 365 users have access to the Clutter folder. This is where low-priority messages are

automatically moved based on your previous reading behavior. For example, if you generally wait

a long time before reading a newsletter that you subscribe to, those messages will typically be

filed into the Clutter folder:

Sl Send/Receive  Folder  View  Q Tell mewhat you want to do.

Stay antop of your emai
jsmith@acmewidgets.onmicr.

Inbox 4

Drafts

Sent ltems.

Deleted Items 2

Moo S (O ()
il R A s e
ew New o cete | Reply Reply Forward [ yiore-
Email ftems~ o Junk~ All d
New Delete Respond
4Favorites €| [Searen Cuter - O | Current Folder_~
Inbox 4 Al Unread ByDate *  Newest 4
Clutter 4 Last Month
Sentltems
Microsoft Outlook
Drafts What i Clutter? oz

v o mop =
e Rules OneNote | Unvead Cotegore Fllow ore

o | Mo R e, 2 T it~
ove s Fna g

look
What is Clutter?

Stay on top of your email

We've added an awesome new feature that helps filter your low-priority email—saving time for your most important messages. We call it
Clutter.
Clutter looks at what yo

iin the past to determine the messages y tlikely to ignore. It then puts them here, in the Clutter

time, Clutter might get it

¥

e any personally identifiable information from the data we use to make the feature better.

Allfolders are up to date, _Connected to: Microsoft Exchange | [] | B - 1 +

While this feature is useful for keeping your Inbox populated with only the more important
messages, it is generally a good idea to check this folder for any messages that have been

improperly categorized.

AcTivity 1-2

Performing Basic E-mail Functions

Before students begin this activity, have them follow these steps to open the Lesson 1.pst file in

their Exercise Files folder.

»  Click the File menu, click Open & Export, and click Open Outlook Data File.
»= Browse to Lesson 1.pst in the Exercise Files folder. Click OK.

Students should pair up with another classmate for this activity.
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1. To begin, open Outlook 2016. Ensure that the Inbox folder in the Outlook Data File is

displayed:

Send / Receive

. =
= &8 o X
Clean Up ~
Mew  Mew Delete

Email ltems - zﬁj“”k'

MNew Delete
4 Favorites <
Inbox 4
Clutter
Sent ltems

Drafts
I jsmith@acmewidgets.onmicr...

4 putlook data file
Deleted [tems
Archive
Drafts
Inbox 2
Junk E-mail
Outbox
R55 Feeds

Sent ltems

2. Ifitis not selected already, click to select the message with the subject line “Celebrating

Joe’s Retirement.” Review this message inside the Reading pane:

» jsmith@acmewidgets.onmicr,

4outlook data file

Delted tems

b Synclsues 4
Search Folders

mooat @ e

Joeis going to be retiri 1 thought we could through

Il celebration. Please let me know your availability for next week.
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3.  Forward this message to your partner by clicking Home - Forward:

Q- Tell me what|

Send / Receive Falder View

[ lgnore x EJ_\ (’-\ E- - .
Ijl :.'E % Clean Up ~ < &él _3 o Mecting
Mew  MNew Delete  Reply Reply Fonward E-EMore'
Email Items~ | & Junk- All
New Delete Respond

4. The Message form will be displayed with the original message shown in the body. Above
the separating line in the body, type the following message: “Hey [partner name]. Just so
you know we are throwing Joe a retirement party and | thought you should come.”

Inbosx - Outlook Data il - Outlook

1 High Importan
4 Lowlmportan

Format Panter
Cliboard s
4Favorites [C7PopOut X Discerd
Inbo 4

Al Unread ByDate  Newest 4
4 Last Week =

Clutter

Sent tems

Drafts

» jsmith@acmewidgets.onmicr,

sraa0ts
4outlook data file

Delted tems

-

382015

Subiec | FW: Celebrating Joes Retrement.

[ some. o5 o know e s rowing o et prty an vt you showa come |

From: John Smith [maiito:abcwidgets@outiook.com]
nt: Wednesday, September 30, 2015 7:43 AM

To: John Smith

Subject: Celebrating Joe' Retirement

Hey all,
Joe is going to be retiring s00n, so | thought we could through a small celebration. Please let me know your availability for next week.

Thanks,

John

5. Inside the To field, type the e-mail address of your partner:

7 Pop Out ¥ Discard

To.. jane@example.org] f—
Ce...
Send
Subject FW: Celebrating Joe's Retirement

6.  Fix the typo in the original message:

7 Pop Out X Discard

To... jane@example.org
Ce...
Subject FW: Celebrating Joe's Retirement

Hey Jane. Just so you know we are throwing Joe a retirement party and | thought you should come.
From: John Smith [mailto:abcwidgets@outlook.com]
Sent: Wednesday, September 30, 2015 11:43 AM
To: John Smith <jsmith@acmewidgets.onmicrosoft.com>
Subject: Celebrating Joe's Retirement

Hey all,

Joe is going to be retiring soon, so | thought we cou\ small celebration. Please let me
know your availability for next week.

Thanks,

John
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7.

8.

Now that you are ready to send the message, click the Send command:

Paste

ormat Painter
Clipboard 5
4Favorites <

Inbox 4

Clutter

Sent tems

Drafts

» jsmith@acmewidgets.onmic.

4outlook data file
Delted tems
Archive
Drafts
Inbox 1
Junk E-mail
Outbox
RSS Feeds
Sent tems

b Synclssues 4
Search Folders

& B

tems:3 nread: 1

IE » ! Highimportance = 9
2y Lowimportance L=
Addresz Check | Attach Attach Signsture Bec Fom  Offce
Book Names Filer fem- - Addins
BasicTent Nemes nclude s 5 ShowFilds | Adans
Sesrch imbox (-5 5 [ cunentroicer -] | £ popout X Discord
ANl Unread Byate+ Newest ¢ | (e
4 st Week =
.
Draft] John Smith sena

Celebrating Joe's Retrement  Wed /30

Heyal, Joe I going to be
4 Last Montn

OneDrive

‘Add shared folders o your.

Sync shared folders toyour
4 oiter

John Smith

Invitation to OneNete note.
Clckto open the notebook

sraa0ts

w2015

[y Subiect [P ColbraingJoe'sRetirement

Hey Jane. Just 50 you know we are throwing Joe a retirement party and | thought you should come.

From: John Smith [malito:abewidgets@outiook.com]
Sent: Wednesday, September 30, 2015 7:43 AM

To: John Smith <jsmith @acmewidgets.onmicrosoft.com>
Subject: Celebrating Joe's Retirement

Heyall,

Joe s going to be retiring 500, so | thought we could throw a small celebration. Please let me know your avalability for next week.

Thanks,

John

Review the message that you

exercise.

received and then close Microsoft Outlook to complete this
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TOPIC C: Use Outlook Help

While Outlook has been designed with ease of use in mind, there may come a time when you need
some help finding a specific feature or learning about how some options work. Over the course of
this topic, you will learn how to find help in Outlook.

Topic Objectives
In this topic, you will learn:
= How to use the Tell Me feature
= How to access advanced help options

USING TELL ME

Microsoft Outlook 2016 features a new natural language help feature. To take advantage of it,
type your question in the text box by the ribbon tabs:

Send / Receive Folder View Q Tell me what you want to do...
u [ﬁ‘ o S o T ]
=7 % I Ignare x E_ﬂ (ﬁ_eﬂ ﬁ_éﬁ 7 Meeting Move to: 7
o : 7 Clean Up~ . e el 2 . =1 Team Email
W W elete eply Reply Forward [3 -
Email Items- & Junk~ All ElE More 2 Reply & Delete

MNew Delete Respond Qi

L' calendar

Send / Receive Folder View

— % (5 Ignore x ﬁ—(i E—(i ﬁ—a)'El Calendar o

7 Clean Up~ Calendar Options
MNew  MNew - Delete  Reply Reply Fongar
Email Items- & Junk~ All I& Get Help on "calendar”
New B RES@ D Smart Lockup on "calendar”

At the top, you will usually see shortcuts to related commands (1). (If a command is greyed out, it
means that it is not currently available.) Next, you will see an option to open the traditional Help
window (2). Finally, there is usually an option for Smart Lookup (3), which will search for the
term(s) using the Insights feature.

ACCESSING ADVANCED HELP OPTIONS

When you choose a “Get Help” entry from the Tell Me results menu, you will see the traditional
Help window:
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Outlook 2016 Help
CRORAN_ IV ]
calendar jo 9

Export or back up messaqges, calendar,

tasks, and contacts ...

Export your Outlock data items to a _pst file to transfer
your messages, calendar, contacts, or tasks to Outlook
on another computer, or to make a backup.

Print a blank calendar o

Print a blank calendar. When you want to print a
calendar without any of your meetings or appointments,

customize ...

create a calendar, and then use the print options to

(You can also use the F1 shortcut to open the default page of the Help file.)

In the top right-hand corner, you will see the Minimize, Maximize/Restore, and Close buttons (1).
Also at the top is the Help toolbar (2) and search bar (3). The main part of the window shows the
main help content (4). You can browse through the help content by clicking the blue text, called a

hyperlink.

This text is linked to relevant information. For
example, the “Print a blank calendar” link will show
content that explains how to print a blank calendar
without any meetings or appointments:

You can perform a new search for help information
in the Help window by typing keywords into the
search bar and pressing Enter. After a moment, any
results Outlook thinks are relevant will appear in a
list. Click one of the topics in that list to view more
information about it.

Outlook 2016 Help
@@ te A

calendar el

Print a blank calendar

When you want to print a calendar without any of
your meetings or appointments, create a calendar,
and then use the print options to customize the date
range and print styles.

1. In Calendar, click Home.

2. In the Manage Calendars group, click Open
Calendar.

3. Click Create a New Blank Calendar.

4, In the Create New Folder dialog box, in the
Name box, type a name for the folder.

5. In the Select where to place the folder list,
click Calendar, and then click QK.
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The Help Toolbar

The Help toolbar contains commands like those you would find in a web browser. In fact, the Help
window behaves very much like a web browser that only searches for information relevant to

Outlook 2016.
Back ©
Forward @
Home !
Print Ees
Text Size A

AcTiviTy 1-3

Move back one step at a time through the help topics you have
previously read.

If you click the Back button, the Forward button will become active. This
lets you step forward through the topics you have visited.

Click this button to return to the default Help page.
Prints the current topic.

Make the text in the help file larger or smaller.

Getting Help in Microsoft Outlook 2016

A co-worker has provided you with some sales information. After you review it, you decide that
you should send it to your manager, but you don’t know how to add an attachment to an e-mail in
Microsoft Outlook 2016.

1. To begin, open Outlook 2016. Ensure that your Inbox folder is displayed:

Joe is going to be retiring s00n, so | thought we could throw a small celebration. Please let me know your availability for next week.
Thanks,

John
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2. Click Home - New Email:

Send / Receive Folder View J Tell me what
oL | Bignore ol .
L o Meet
&R X - X (I 3 ey
Mew  Mew Delete = Reply Reply Forward E-EMore*

Emﬂ% ltems~ 4 Junk All
| =

W Delete Respond

3.  The new message form will now be displayed in a separate window. Click inside the “Tell
Me” field at the top of the ribbon interface:

T Untitled - Message (HTML)
(WIS Insert  Options  Format Text Q Tell men jou want to do...
Cut = e 2 3l o8 ] " |™ Follow Up -
AN |[i=-i=-|4 BE v‘@ 7 i o
Copy . ! High Impertance
Paste B IuUl|l¥-.aA Address Check | Attach Attach Signature Office
- Format Painter - Book MNames Filew ltem~ - ¥ Low Importance  pdd.ins
Clipboard LM Basic Text Names Include Tags ra Add-ins

4. Type “attach:”

s Untitled - Message (HTML)

Insert Options Format Text Review Q attach|

¥, cut v s » U Attach ltem
" EF Copy Sl D5 Attach ltem 4
PEvStE ¥ Format Painter B LU | A = == e - [lj  Attach File 3
Clipboard [P Basic Text @‘ Signature 4
Insert Calendar
e Get Help on "attach”
,G) Smart Lookup on "attach”

5. Click the “Get Help” link:

Untitled - Message (HTML)

Insert Options Format Text Review Q attach
Cut = - Attach ltem
Paste. Copy 3 ot i . - a Attach ltem 3
= ¥ Format Painter = Attach File »
Clipboard 7 Basic Text Signature 4

Insert Calendar

Get Help on "attach” I}

Y - EEEY G

Smart Lookup on "attach”
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6.  The full Outlook 2016 Help window will open. Click the “Attach a file to an email in
Outlook 2016” link:

Outlook 2016 Help

©@9 cw A

attach pel

Attach a file to an email in Qutlook 2016 (A
Attach a file to an em@n Outlook 2016. You can add

files and other items, such as messages, contacts, or

tasks to your messages in Outlook 2016.

Attach a vCard to an email message
Attach a vCard to an email message. Click New Email.
Click Attach ltem > Business Card. Do either of the
following: If the vCard you want to add to the

message ...

Attach a file to an email in Outlook 2016
for Windows ...

Attach a file to an email in Outlook 2016 for Windows.
You can add files and other items, such as messages,

contacts, or tasks to your messages in Outlook for
Windows.

(If you do not see this link, you can choose any other article.)

7.  Scan through this article. When you are finished, close the Help window:

_D«

Outlook 2016 Help
CRORAN. Y
attach peol

Attach a file to an email in
Qutlook 2016 for Windows

You can add files and other items, such as messages,
contacts, or tasks to your messages in Outlook for
Windows. And now, in Outlook 2016 you can easily
attach documents you most recently worked on to
your emails from the Insert tab. When you attach files
from OneDrive, OneDrive for Business or SharePoint,
you can share them as View only, or give the
recipients Edit permissions, which helps them
collaborate easily on one copy that everyone works
on.

MOTE Outlock doesn't have a predefined limit, but

many Internet service providers (ISPs) restrict the size

of messages that you can send in addition to the size

of your email mailbo:x. W
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8. Type “attach” in the Tell Me field once again:

Untitled - Message (HTML)

Message Insert COrptions
{ Cut
Paste 8 Copy I U ¥
- ¥ Format Painter [
Clipboard ]

Format Text Review atta chl
= == 5 Attach ltem
: - Attach ltem 4
A Attach File v
Basic Text Signature L4

Insert Calendar

Get Help on "attach”

POEN P

Smart Lookup on "attach”

9. This time move your mouse over the Attach File option. You will see a list of your most
recently accessed files, as well as options to browse the files on your PC and online:

Untitled - Message (HTML)

Insert  Options  FormatTet  Review
Cut .
A A
Past o ’
aste W A
o Format Painter o a -
Clipboard & Basic Text

10. Click Browse This PC:

PO ANEFF

Q attach
Attach ltem B P Follow Up~ ’
Attach tem > j ! High Importance e
Attach File » | Recent ltems " Updating...
Signature % »

Using Microsoft Office 2016
John Smith’s OneDrive
L Annual Report
John Smith's OneDrive

Snaglt Styles
C\Users\abewi\Desktoph

Insert Calendar
Get Help on "attach”

Smart Lookup on "attach”

img100
C:\Users\abewi\ OneDrive\ Pictures\

=) Bookl
C:\Users\abewi\ OneDrive\Documents\Custom Office Templates\
P

configuration
CA\Users\abewi\OneDrive\Documents\

Getting started with OneDrive
John Smith's OneDrive
@ Browse Web Locations »

Browse This PC...

Untitled - Message (HTML)

Insert  Options  FormatTet  Review
Cut .
A A
vagie B CoPY X
aste . A
o Format Painter o a -
Clipboard & Basic Text

PO ANEFF

Q attach

Attach Item B P Follow Up ~

Attach tem > Q ! High Importance

Attach File » ent tems # Updating...
Signature

4 @ Using Microsoft Office 2016

Insert Calendar John Smith’s OneDrive

Get Help on "attach” =
)
Smart Lookup on “attach"

Annual Report
John Smith's OneDrive

S Snaglt Styles
CA\Users\abewi\Desktop\

img100
C:\Users\abewi\ OneDrive\ Pictures\

= B
EE{ CA\Users\abewi\OneDrive\Documents\Custom Office Templates\.
D configuration
C:\Users\abewi\OneDrive\Documentsh
Getting started with OneDrive
John Smith's OneDrive
@& Browse Web Locations 3

Browse This PC...

b
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11. The Insert File dialog box will now be shown. Use its controls to browse the Exercise Files
folder on your desktop. Find the Activity 1-3 file and click to select it. Click Insert:

=7 Insert File
“ . < Starting Files for Activities > Lesson 1 v O Search Lesson 1 Pl

Organize = New folder =~ ™ @

# Cluick access Name Date modified Type Size

[ Desktop 8 Activity 1-3 10/6/2015 1415
& Downloads Lesson 1 10

Microsoft Excel W... TKB
Qutlook Data File 513KB

[£] Documents

=] Pictures
32 Microsoft Outloot
d@ OneDrive

3 This PC
[ Desktop
|z| Documents
4 Downloads
D Music
&= Pictures

B Videne v

File name: | Activity 1-2 | [AnFies

o Concel

12. The selected file will now be attached to the current message:

Untitled - Message (HTML)

Options  Format Text

Q o do...
n U] « > Follow Up -
¥ 0 ¥

! HighImportance
Address Check | Attach Attach Signature

Book Names Filer ltem~

‘9

¥ Low Importance | Addeins

[} Basic Text Names Include Tags & Add-ins -~

send

Subject

Attached n‘"‘ | ::(;"‘t" Irdadat

13. Close the message form window without saving the message and then close Microsoft
Outlook 2016 to complete this exercise.

Summary

During this lesson you learned about the fundamental concepts behind Outlook 2016. You now
know about e-mail, the Outlook 2016 interface, and the many workspaces that are available to
you. You should now feel comfortable completing basic e-mail tasks, such as replying or
forwarding e-mails, as well as reading messages that you receive. Finally, we wrapped up the
lesson with information on using Outlook’s help features.
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LESSON 2:
CoMPOSING MESSAGES

Lesson Objectives

In this lesson you will learn how to:

Create an e-mail message

Check spelling and grammar

Format message content

Attach files and items to an e-mail message
Enhance an e-mail message

Manage automatic message content
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TOPIC A: Create an E-mail
Message

The most frequent tasks that you will complete using Microsoft Outlook will likely be creating and
sending e-mail messages. The first step in this process is to choose who you would like to send the
message to. To assist you in addressing an e-mail appropriately, you have access to the address
book, as well as other features. Over the course of this topic, you will learn how to create and
address an e-mail message.

Topic Objectives
In this topic, you will learn:
»= About the address book
*= About Microsoft Exchange Server
»= About the Global Address List
=  About MailTips

THE ADDRESS BOOK

As the name suggests, the address book in Outlook is a repository for contact information. It is
populated by creating contacts manually, importing them from another application, or using the
contacts that have been added by your organization.

To access the address book and use it to insert contact information while composing a new
message, click the To, Cc, or Bcc (if enabled) buttons:

Untitled - Message (HTML)

Inset  Options  FormatText  Review @ Tell me whatyouwantto do...

ile
-3 szl o2 iy . |* Followup~
iz &% @J p ’
] _#
O ve e e
Paste B I ’ Address Check | Attach Attach Signature Office
Book Mames Filew ltem> - & Low Importance  agg-ins
Clipboard F] Basic Text Names Include Tags M Add-ins ~
To..
=1
Cc.
Send
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After clicking on any of these buttons, the Select Names dialog box will be displayed:

Select Mames: Offline Global Address List >
Search: (@) Mame only () More columns  Address Book e
Go |Oﬁ'line Global Address List - jsmithi@acmes vl Advanced Find
| Mame Title Business Phone Location |
Jane Gibson
& John Smith
< >
To -=
Cc-=
Bee -»
QK Cancel

The main text area of this dialog box will show all the contacts (1) that appear in your default
contacts list. By clicking the Address Book drop-down menu (2), you can choose the contacts list
that you would like to display in this dialog box. (By default, this will be the contacts list that is
associated with your current Outlook profile or e-mail address. If you are part of a larger

organization, you may have access to an organizational contact list that is curated by your system
administrator.)

Near the top left-hand corner of this dialog box, you will see the Search field (3). By typing a name

into this text box, you jump to a particular contact for quick access. This is especially useful when
working with large contact lists.

To insert a contact from the address book into the message that you are composing, click to select
the desired contact(s). Next, click the button (To, Cc, or Bcc) that is associated with the field that

you want the contact(s) to be placed into. In the following example, the selected contact is being
added to the To field:

Select Mames: Offline Global Address List

Search: @Nameonly OMorecqumns Address Book

Go |Off|ine Global Address List - jsmith@acmey v| Advanced Find

| Name Title Business Phone Location ‘

Comeamon ——————————————————
& John Smith

Bec-»

Cancel
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(Note that you can select multiple contacts at once by holding down the Ctrl key on your keyboard
and clicking on each contact.)

After having added contacts to the fields in which you would like them to appear in the message,
click the OK button:

< >
To -= Jane Gibsan
Cec-»
Bee -»
Cancel

Back in the message, you will see the contact(s) that you selected appear in the appropriate fields:

Untitled - Message (HTML)

[Vl Insert  Options  FormatTet  Review @ Tell me what you want to do...

:': A B3 :'?3@ MJ 0 Q > Follow Up - .’

! HighImportance

Paste |, B I Ul %, A Address Check | Attach Attach Signature Office
- Format Painter : Book MNames Filew ltem~ - ¥ Low Importance  Add-ins
Clipboard ] Basic Text Names Include Tags = Add-ins ~
To.. | |dane Gbson e
Ce
Send
L Subject

A slightly different version of the address book can also be accessed at any time by clicking Home
- Address Book from the main Outlook window:

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlook

Send/Receive  Folder  View O Tell mewhat you wantto do...
= "_‘E {Ignore x ﬁii (ﬁ*;i ﬁﬁ% B2 Meeting || Move to:7 €3 To Manager ¥ = @ B\ HI |> = ”.
fo | O o Reply Reply Forward [ DTembnal - Done T G G T
ew | New | &y Junk~ % WMorer |} Reply G Delete ¥ Create New || Move Fub o e O Fiter Enbit-
New Delete Respond Quick Steps = Move Tags Find Add-ins

With this command, the Address Book dialog box will be displayed. This is very similar to the Select
Names dialog box that appears when adding contact information to a new message; however the
To, Cc, and Bcc fields do not appear. Otherwise, it has many of the same commands which you can
use to find and manage existing contacts:

[Gh Address Book: Offline Global Address List — O X
File Edit Tools

Search: @Nameonly OMorecqumns Address Book

| Go |Offline Global Address List - jsmith@acmey | Advanced Find

| Mame Title Business Phone Location |

[JoneGbsor 1§

& lohn Smith
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For example, to create a new contact, click File > New Entry:

[C Address Book: Offline Global Address List
File Edit Tools

Mew Entry... nns A
Mew Message l’\@ Ctrl+M F-:u E

Add to Contacts Title
Delete Ctrl+D i
Properties

Cloze Alt+F4

Notice that you can also create a new e-mail message addressed to the selected contact with this
menu.

AcTiviTY 2-1
Creating an E-mail Message

You would like to compose and send an e-mail message to a colleague in your organization.
Students should pair up with another classmate for this activity.

1. To begin, open Outlook 2016 and ensure that the Inbox folder is displayed:

4 Otder Joe s going to be retiring s00n, so | thought we could throw a small celebration. Please let me know your availability for next week.
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2. Click Home - New E-mail:

Send f Receive Folder View

L' Tell me what

1R i >Ny

e T X QIR R
% Clean Up~

Mew  Mew Delete = Reply Reply Forward E-EMDFE'

Em%i: ltems - 4 Junk Al

W Delete

Respond

3. A new message will be displayed:

[UJ B |> Follow Up~ a
u

! High Importance:
ature e Office
Files Wem> - ¥ Low Importance  Add-ins

Include Tags 5 Add-ins

4. First, you need to address this new e-mail to your colleague. Click the To button:
Message Insert Options Format Text Review
Cut ) - - n
11 A A = = g
Copy
Paste aky
o Format Painter Iy A
Clipboard P Basic Text
To... ||
=1 s
|
send
Subject |
5.

The Select Names dialog box will now be displayed. Inside the Search text box, type the
name of your partner:

Select Names: Offline Global Address List

Search: @ Mame only O Mare columns  Address Book
IJane Gibson

I Go |Oﬁ‘|ine Global Address List - jsmith@acme v| Advanced Find

| Name Title Business Phone Location |
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6. From the list of names, ensure that your partner’s name is selected. Click the To button

in the lower half of the dialog box:

Select Mames: Offline Global Address List

Search: (®) Mame only () Mare columns

Address Book

& John Smith

|Jane Gibson | Go |0‘Fﬂine Global Address List - jsmith@acmes v| Advanced Find
| MName Title Business Phone Location |
Jane Gibson

Cc->» |

Bcc -» |

5] [ e |

If you do not see your partner’s e-mail address, click the Cancel button and skip to Step

8.

7. The e-mail address of the selected contact will now appear within the To text box. Click

OK:

Select Mames: Offline Global Address List

Search: @ Mame only O Maore columns

Address Book

|Jane Gibson | Go

|O‘Ff|ine Global Address List - jsmith@acmen v| Advanced Find

[ Name Title

Business Phone Locatian |

& John Smith

I - |

lane Gibson

I_I
[ e |

|lene Gibson
|
Bcc -» |
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8.

Returning to the message window, you will see the e-mail address and name of the
contact that you selected in the To field:

Message Insert Options Format Text Review
Cut
- 11 A A (
- Copy
aste E I U ak; A
- Format Painter o
Clipboard T Basic Text
To... Jane Gibson -if—
..
Send
Subject

If your partner was not listed in the Select Names dialog box, type their e-mail address
into the To field now.

9. Inside the Subject field, type “Project Information:”

Untitled - Message (HTML)
Review @ Tell

[UESFl nset Options  Format Text

want to do...
Cut

Ao A E-,;\i _:73 [ﬂj 1} ? [» Fellow Up~ "
Copy @ ! High Importance
Paste BT u % a Address Check | Attach Attach Signature
- Format Painter Book Names Filew fem~ ¥ Low Importance | add-ins
Clipboard Basic Text Names Include

Tags & Add-ins
To.. | |laneGbson

cc

Subject IPmJed\nfurmatmnI

10. Inthe body of the message, type “Can you please send information about the upcoming
project.” Press the Enter key twice to add two lines and then type “Thanks:”

Project Information - Message (HTML)

Message Options  Format Text
o Calibri (Boe |11 | A” &

0 ? > Follow Up ~ ’
Copy = 1 High Impoertance ha
Address Check | Attach Attach Signature

Office
Book Names File~ Add-ins
Clipboard [ Basic Text

Tags & Add-ins ~
To. Jane Ghson

Ceu

Paste

ay . A
*FormatPanter | B T U ¥ A

ltem - ¥ Low Importance
] Names Include

send

subject | Project Information

Can you please send information about the upcoming praject.

Thanks|
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11. Click the Send button:

Paste ) B T U a. /= = | ==
S ' Format Painter = L B = — | ===
Clipboard T Basic Text M
To... Jane Gibson
Cc...
Send

L\\) Subject Project Information

Can you please send information about the upcoming project.

Thanks|

12. Review the message that you received from your partner and then close Microsoft
Outlook 2016.

TOPIC B: Check Spelling and
Grammar

One of the most important things to consider when composing and sending e-mails is spelling and
grammar. Poor spelling and grammar can often cause confusion and reduce the impact of the
message that you are sending. To help prevent common spelling and grammar mistakes, Outlook
2016 includes the AutoCorrect feature as well as a spelling and grammar checker. Over the course
of this topic, you will learn about both tools and how to use them.

Topic Objectives
In this topic, you will learn:
» About the AutoCorrect feature
* How to use the spelling and grammar checker
= About the components of the Spelling and Grammar dialog box

THE AUTOCORRECT FEATURE

Enabled by default, the AutoCorrect feature checks for common spelling and grammar errors as
you type. This means that if you make a mistake while typing, AutoCorrect will automatically
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correct the error to what it thinks it will be. If AutoCorrect is unsure of what the correction should

be, the error will be identified by a wavy colored underline (red if it is a spelling error or blue if it
a grammatical error).

In situations where an error is identified by a colored underline, you can right-click on the word
and choose from one of the possible corrections that are listed in the context menu:

Can you EE%%SE”{‘ information about the upcoming project.

Pease

please

peace

peas

peas’

lgnore All

Add to Dictionary
Who ls...

% Hyperlink...

Also in the context menu, you have the option to ignore the error or add it to the dictionary so
that it is never flagged again.

THE SPELLING AND GRAMMAR CHECKER

While the AutoCorrect feature will find and fix many errors, performing a full spelling and
grammar check will help you fix any other problems. To perform this check, click Review =
Spelling & Grammar, or press F7 on your keyboard:

H © O

File Message Insert Options Farmat Text

ABC ABC Y (:‘E?-'-'

v [E2 O af RF

Spelling & Thesaurus Word Smart  Translate Language

Gra&mar Count = Lookup = =
Proofing

Insights Language

This action will display the Spelling and Grammar dialog box. In this dialog box, the first incorrect
word or sentence will be highlighted in red and the suggested corrections will be shown at the
bottom of the dialog box:

is
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Spelling and Grammar: English (United States) ? >

Mot in Dictionary:

Can you peae|send information about the A lgnore Once |
upcoming project.

lgnare All

Add to Dictionary

Suggestions:

suggesteRs
peace Change

pea
pear Change All
peas
peak AutoCorrect
pig b
[] check grammar

Dptions.. Cancel

When you have addressed all detected spelling and grammar errors (or if no errors were found),

you will see the following dialog box:

Microsoft Outlook >

o Spell check is complete.

Click OK to complete the spell check and dismiss the dialog box.

Note that Outlook will not pick up on all spelling and grammar errors. You should always
proofread your message to make sure it is correct.

COMPONENTS OF THE SPELLING AND GRAMMAR DIALOG BOX

The Spelling and Grammar dialog includes a variety of different components and controls that you
can use to fix or ignore mistakes that are found.

When you are working with spelling errors, the following options will be available:

Ignore Once
Ignore All

Add to Dictionary

Change

Ignore this error.
Ignore this error every time it appears in this message.

Add the current word to the dictionary so it is never identified as
incorrect again.

Change this word to the word selected in the Suggestions box or to
what you have typed in the top part of the window.

51



Microsoft Office Outlook 2016 — Part 1

Change All Change all instances of this word to the word selected in the
Suggestions box.
AutoCorrect When typing, automatically correct this word to the word selected in

the Suggestions box.

Once you have clicked one of those options, Outlook will continue checking your message for
errors. You will have to go through this process for each word that is identified as misspelled.

Also note the following global settings in the Spelling and Grammar dialog:

Check Grammar Toggle grammar check on or off.

Options

Cancel

If grammar problems are found, the Spelling and Grammar dialog box will look slightly different:

Change spelling and grammar options.

Cancels the spell check.

Spelling and Grammar: English {United States) ? *
Agreement within Moun Phrases;
Today's session will help you become a better ~ Ignore Once
marketers!
lgnore Rule
Mext Sentence
W

Suggestions:

a better marketer

OR

some better marketers
OR

better marketers

Check grammar

Dptions...

Change

Explain...

Cancel

In the top part of the dialog box, Outlook will show you the sentence it thinks is grammatically
incorrect and will highlight the trouble part of the sentence. (You can type in this window to make
changes to the sentence shown.) The bottom part of the dialog box gives you suggestions on how
to change the word or sentence.
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There are also buttons on the right-hand side of the dialog box to choose how you want to treat

this error:

Ignore Once
Ignore Rule
Next Sentence
Change

Explain

And similar global options:

Check Grammar
Options
Undo

Cancel

Ignore this error.
Ignore the rule that applies to this error.

Skip this error without making any changes.

Change the current sentence to the selected suggestion.

Open a new window explaining this grammar concept.

Toggle grammar check on or off.
Change spelling and grammar options.
Reverse the last change made.

Cancels the spelling and grammar check.
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AcCTiviTy 2-2
Checking Spelling and Grammar

You are creating a message that is being sent to everyone in your organization to announce the
retirement of one of your colleagues. You should make sure that the spelling is correct.

1. To begin, open Outlook 2016. Within your Exercise Files folder, double-click the Activity
2-2.msg file to open it. This message will be displayed in a separate Outlook window:

Joe's Retirement Party - Message (HTML)

Options ~ Format Text  Review O Tell me what you want to do...

Eﬂ é&@ [ﬂJ ) IE 1> Follow Up -

! High Importance
Paste Address Check = Attach Attach Signature

Book Names Filew fem= - ¥ Low Importance

Clipboard [} Basic Text Names Include Tags & Add-ins ~

send
Subject |Joe's Retirement Party

Hey Folks,

Joe’s retjerment party is planed for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John

2. Examine the body of this message. You will already see that there are two possible errors
that have been underlined:

Hey Folks,

c:r next Friday at noon in Beardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John

3. Remember that a red underline indicates a spelling error, while a blue underline is used
to identify a grammatical or contextual spelling error. Right-click the spelling error:

Hey Folks,

loe's retie%ent party is planed for next Friday at noon in Boardroom C.

retirement
Thanks,
Ignare All
John Add to Dictionary
Who ls...
% Hyperlink...
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4, Click the “retirement” correction:

Hey Folks,

loe's retie[jpent party is planed for next Friday at noon in Boardroom C.

retirement
Thanks, %
Ignare All
lohn Add to Dictionary
Who Is...
% Hyperlink...

5. The selected correction will be applied and the error will be corrected:

Hey Folks,
Jce’partyr is planed for next Friday at noon in Boardroom C.
Thanks,
John
6. If you are working with a longer message, sometimes it can be quicker to use the spelling

and grammar checker rather than manually correcting each error. Click Review -
Spelling & Grammar to start the spell check:

H © O

File Message Insert Options Format Text

ABC ABC Y q.ﬁ‘.--.

v [ m O g &

Spelling & Thesaurus Word Smart | Translate Language

Graﬁmar Count | Lookup 2 2
Proofing

Insights Language
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7.  With the Spelling and Grammar dialog box now displayed, you will see the remaining
error in the current message:

Spelling and Grammar: English (United States) ? >
Possible Word Choice Error;
Joe's retirement party is planed for next Friday at Ignore Once
noon in Boardroom C, o
w| B S

Suggestions:
-
planned | Change
Check grammar

Options... Jndo Cancel

8. Inthis case the error that was identified is a contextual spelling error with only one
suggested correction. Ensure that this suggestion is selected and click the Change button:

Spelling and Grammar: English (United States) ? >

Possible Word Choice Error;
loe's retirement party is planed|for next Friday at  » Ignore Once
noon in Boardroom C.

Suggestions:

Sl
T Change

Check grammar

Options... Jndo Cancel

9. The correction will have been made and the Spelling and Grammar dialog box will close.
A smaller dialog box will be displayed that lets you know the spelling and grammar check
is complete. Click OK:

Microsoft Qutlook >

o Spelling and grammar check is complete,
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10.

11.

12.

Back in the message window, you will see that the message is now free of any spelling
errors:

B

Joe's Retirement Party - Message (HTML)

File Message  Insert  Options  Format Text Q Tell me what you want to do...

R

Spelling & Thesaurus Word | Smart  Translate Language

Grammar Count | Lookup
Proofing Insights Language ~
To..
=
Can
Send
Subject Joe's Retirement Party
Hey Folks,

Joe's retirement]party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John

Click File = Save As:

Use the Save As dialog box to save the message to your desktop as Activity 2-2 Complete.

Close Microsoft Outlook 2016.
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TOPIC C: Format Message
Content

Outlook 2016 offers many tools that you can use to format message content. This includes the
ability to change the font face and color, apply text effects, and more. It’s important to understand
these tools if you are copying and pasting previously formatted text from other applications and
you would like to make it uniform, or if you need to change message formatting to match
organizational guidelines. Over the course of this topic, you will learn how to format message
content using a variety of different tools.

Topic Objectives
In this topic, you will learn:
= About message formats
= About font options
*= About paste options, including Paste Special
»= About Live Preview
»= About the mini toolbar

MESSAGE FORMATS

Messages can be sent in one of three types of formats: HTML, Rich Text, and Plain Text. You can
switch between these different formats by clicking on one of the options inside the Format group
of the Format Text tab:

H © O

File Message Insert Options Format Text

alln

[

Paste

-

Aa HTML
Aa Plain Text
Ad Rich Text

Calibri(fE-/11 - A A | Aa- A

B I Uabex, x> % A-

Clipboard = Format Font Ta

The current mail format will be shaded in, as well as indicated directly in the title bar. By default,
messages will use the HTML format. Although this format offers the most formatting features,
there may be times when you want to use plain text or rich text format.

If you use the Plain Text Format, you will still have message options and the ability to attach files.
You will also have some Word-specific options like spelling and grammar check. However, all
formatting options (including font style, size, and color; bullets and numbering; themes; and
graphics and tables) are disabled. The primary purpose behind this format is that you can
guarantee that everyone you send this type of e-mail to, will be able to read it, no matter which e-
mail client that they use.
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Rich Text Format (RTF), on the other hand, is a richer way to write text messages. All the
formatting options are available, including stationery, themes, font styles, bullets and numbering,
and graphics. What makes this format unique is that pictures are embedded in rich text messages
rather than attached. While this format is useful, the primary difference between it and other
formats is how it is encoded. This encoding is a proprietary Microsoft format, so people who don’t
use Outlook may not be able to read your e-mail.

HTML format operates using the same principles used to create many web pages. It’s just as
flexible as Rich Text format, so it has all the same formatting options. This format is also much
more commonly used than Rich Text format, so most people should be able to receive and view
your message in its proper format.

Changing the Format for All New Messages
If you prefer a specific message format, you can change the format for all new messages so that
when you create a new message it is already in the format that you prefer.

To do this, first open the Outlook Options dialog by clicking File = Options. Next, click the Mail
category. Using the “Compose message in this format” drop-down menu, you can then choose the
format that you would like to use for all new messages:

Outlook Options 7 *

G | 5 .
enere E—j Change the settings for messages you create and receive,
Mail

Calendar Compose messages

Groups er Change the editing settings for messages. Editor Optiens...
People Compose messages inthis format. [HTML [+
Tasks

Search 'i‘;c [ Always check spelling before sen Spelling and Autocorrect..

Ignore original message text in repry
Language ’

FONT OPTIONS

By default, any message that you create will use the Calibri font, with a font size of 11, and black
as the font color. While this configuration is fine for many situations, you can change it using the
various controls in the Basic Text group of the Message tab:

Untitled - Message [HTML)

Insert Options Format Text Review Q Tell me what you want to do...

Eﬂ é?-@ [HJ 0 Q I> Follow Up - .’

I High Importance ]
Address Check Attach Attach Signature Office

Book Mames Filew ltem~ - 4 LowImportance  add-ins

MNames Include Tags ra Add-ins

Message

Cut

Calibri (Boc » |11 = A A

Cop!

Paste

: ak . - E=E = e
- ¥ Format Painter BEE U K- A -

Clipboard ] Basic Text

H s Untitled - Message (HTML)
File Message Insert Optians Review 2 Tell me what you want to do...
s Aa B - S p—
[ HIME Calibri(E~ (11 ~|A A |Aa- fe]i=-i=-%- &= 2| | T
. Aa Plain Text
aste = aly - = == | '=-
T & AdRichTea | B T U e X X S-S = = |

o

Clipboard Format Faont

(The most popular commands are also included on the mini toolbar.)

F Paragraph P}
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To choose a font type, first select the text that you want to apply the font to. Next, click the Font
drop-down menu on the Message tab, Format Text tab, or mini toolbar and select the font that
you want to apply. As you scroll over each font, you will see a live preview of how it will look

applied to your text:

tled - Message (HTML)

t to do.

=7 Aa HTML

M gaibn 11 -
Paste ASlPlain Ten | g —r -

¥ AdPRich Text
Calibri Light (Headings)
Clipboard T Format Paragraph i) Styles
Calibri {Bady)

To.. Al Fonts.
= . O dgency B
c.
Send O ALGERIAN
subsed O Arial

O Anal Black Iy
O prial Marrow
O Arial Rounded MT Bold
O Arial Unicode M3
O Baskerville Old Face
O Bavhau 93
O Bell MT
O Berlin Sans FB
O Berlin $ans FB Demi
O Bemard HT (ondensed
O Beckusir 7C
O Bodoni MT
O Hodoni MT Black
O Bodoni KT Condensed
O Fodoni T Poster Compressed
O Book Antiqua
0 Bookrman Old Style
1O Bookshelf Symbol 7
(0] Bradley Hoad (T
O Britannic Bold
O Broadway
O Bresd Seriue 727 -

P Find - Q
41T | asebeene| AsBbcene A@BBC( AsBbCcC . %
Dy v TNormal | TNoSpac.. Heading! Heading2 ~| Change

2 Replace
Styles~ | Lt Select~
i Editing Zoom ~

Note that theme fonts are listed at the top of the menu. Choosing these fonts will help keep your
message consistent. Outlook also stores recently used fonts near the top of the menu.

You can change your font size the same way: select a size from the Font Size drop-down menu on
the Message or Format Text tabs, or the mini toolbar. (You can also type a value in the Font Size
box.) If you choose to use the menu, you will see a preview as you scroll through the sizes:

Untitled - Messagg

Q Tell me what you want to do...

H ©
File Meszage Insert
L Aa o -
HTME Calibri(i- [l A A Aa- 2
. Aa Plain Text .
aste o : | abkr . = =
.  AdRichTer | ° T U, x Y- 4 =
Clipboard Format 10 nt 71
11
Ta.. 12
=1 14
CL...
Send _16
Subject 1E-|:}
120
24
26
28
36
43
72

Paragraph P

You can also use the up and down arrows on the Message or Format Text tabs or the mini toolbar

to increase or decrease the font size in increments:
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Message

Insert

Options Farrnat Text Review
a -
t . - & - - — —
- Calibri (Boe = | 11 v Sri= . fe
Copy
Paste B I U 3. - = = | ==
- ¥ Format Painter '& - | —
Clipboard P Basic Text

ul

To change the font color, use your cursor to select the text that you want to change. Next, click the
Font Color drop-down menu on the Format Text or Message tabs, or the mini toolbar. Move your

cursor over the presented options and once again you will see a preview of how those colors will
look. When you see a color you like, click it to apply it:

Inzert

Options

Un|

Format Text Review r:1 Tell me what yo
alln Cut - — szl o2
Calibri (Boc =11 ~| A A —~i=- | fe |" .
Past o » Add r;:@k
aste aly | -y = = = €= 3= ress Lnec
= ¥ Format Painter ru 7 - A B~ | — — | pook Names
Clipboard P B . Automatic MNames
| Theme Colors |
To... [ | %\. EEEER _
= - -
Ct...
Send 1 1
1HTITHT
Standard Colors
HE EEEER
ww  More Colors..,

Note that the theme colors take up the major portion of the color picker. This can help you keep

your message looking consistent and professional. You can also choose a standard color or click
More Colors to pick a custom color.

Applying Text Effects
The next part of working with text is applying formatting. The basic formatting types are:
Bold makes text darker.

Italics slant text to the right.

Underline puts a line under text.

These effects can be found on the Message tab and the Format Text tab:

*

Message Insert Options
s C - - -— —
Cut Calibri(Boc~ |11~ A A IS ~i=- A
et Copy -
aste aby . - E= = | ==
¥ Farmat Painter Bru L . - - | —
Clipboard [P

Basic Text
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As well as the mini toolbar:

Calibri (Body) =11~ A" A" & Ags-

W A-iZ S sk

You can also use the following keyboard shortcuts:
= Bold: Ctrl +B
= Jtalics: Ctrl + |
» Underline: Ctrl + U

You can click the command to turn it on before you type text and then click it again to turn the
formatting off, or select text and click the command to apply it.

You can also combine effects by turning multiple effects on:

Bold and underline

Bold italics

italics and underline

Bold, italics, and underline

You will find three other effects in the Font group of the Format Text tab. From left to right, they
are strikethrough, subscript, and superscript:

CalibrifE-/12 -~ A A Aa- A

B I Ufabe x, x’| ¥ - A -

Font Ta
Here is what they look like:

subscript Makes text smaller and places it below surrounding text.

Superscript makes text smaller and places it above surrounding text.

Their application is the same as the basic effects: select text and choose your formatting, or turn
the command on, type text, and turn the command off.

PASTE OPTIONS

Just like most Microsoft Office applications, Outlook supports several different paste options.
These paste options allow you to choose what text formatting is transferred with copied text from
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another application. For example, if you copy a paragraph of text from a website you can choose
to paste that content into a message using the formatting from the website, the formatting that
the message is using, or no formatting at all.

Once you have pasted text, you will see a paste icon. If you press Ctrl or click the icon, you will see
the following options:

[ (Ctrl) T

Paste Options:

[ T = TR
ey

Set Default Paste...

You can also find these options by right-clicking in the message body and clicking on one of the
commands in the Paste Options section of the context menu:

m Paste Options:
) L e

= o LA
A Font..

= Paragraph...

,(D Smart Lockup
Synonyrms k
@E‘ Tranzlate

% Hyperlink...

Or, you can click Message - Paste drop-down arrow to view these paste options:

Message

ﬁ - - - — 1—
D db Cut Calibri (Boe~{11 ~| A A = ~:iz - ‘o
ER Copy
Paste aby | = = | ==
- ¥ Format Painter S 'E' - | —
Paste Options: Basic Text M
e‘ e e
= Lo LA

Paste Special...
Set Default Paste...
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No matter which method you use to choose a paste option, the commands will be the same:

Keep Source Formatting (-')

Match Destination Formatting ( 1)

Keep Text Only ( “ﬂ)

Keep the formatting from the original text.

Change the pasted text’s format to the format used in
the message.

Changes the formatting of the pasted text back to the
default font and size with no formatting.

The Paste drop-down arrow on the Message tab also contains a Set Default Paste command,
which opens the Outlook Options dialog so that you can control how future paste operations

work.

PASTE SPECIAL

The Paste drop-down arrow on the Message tab also gives you access to the Paste Special
command, which allows you to choose how to paste copied content:

Message

ol %Cut

i
S  Copy

- ¥ Farmat Painter

Paste Options:

Paste Special...

Set Default Paste...

Calibri (Boc~ {11~ A A = -i= - A
I U . A- E== £=3=
Basic Text [P

(Alternatively, you can also click Format Text - Paste drop-down arrow - Paste Special.)

This action will open the Paste Special dialog box:

Paste Special

Untitled Message
As:

Source: Microsoft Word Document

(®) Paste: Microsoft Word Document Object
i~ | Formatted Text [RTF)
Faste link: Unformatted Text
Picture (Enhanced Metafile
Unfarmatted Unicode Text
Result

Inserts the contents of the Clipboard as HTML Format,

Display as icon

Cancel
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In this dialog box you can see where the content was copied from, as well as choose from a variety

of different format options. (The formats listed here will depend on the type of content that has
been copied. For example, if you copied an image the options will be different than if you copied
text.) Once you have chosen a format, click the OK button to paste the copied item into your

message using the chosen format.

LIVE PREVIEW

Live Preview is used to give you an idea of how a particular formatting change will look when
applied. For example, if you are trying to choose a new font, hover your cursor over one of the
options in the Font drop-down menu to see how that font will look when applied to the selected

text:

Untitled - Message (HTML)

-\./@MJM Q

O il Narraw

O Arial Unicode WS
O Baskerville Old Face
Jason O Bavhaus 93
O Bell MT
O Berlin Sans FB
O Berlin $ans FB Demi
O Bemard HT (ondensed
O Brkssir 77
O Bodoni MT
O Bodoni MT Black
O Bodord T Condensed
O Tiodoni T Poster Compressed
O Book Antiqua
0 Bookman Old Style
O Bookshelf Symbol 7
0 Bradley Hawd (TC
O Britannic Bold
O Broadway
O Breod Serias W7 -

Thanks,

R oy 1
Paste % P Theme Fonts = Aderess Check  Attach Attach Signature Office
- Format Painter - - -
Calibri Light (Headingsy| | Book Nomes filerftem Add
Clipboard i) MNames Include fa Add-ins
Calilari (Body)
Tow All Fonts
. O igency B
Send O ALGERIAN
subled O Arial
O Arial Black
Hey Ashley,

Could you please givem O Arial Rounded MT Bold k putting together a work plan for this month and need to find out where everyone is at

You can also use this feature when trying to choose between the three paste options. Simply move

your cursor over a paste option and you will see a preview of how it will look once applied:

Untitled - Message (HTML)

essage Options Format Text Review Q Tell me what you want to do.
= G oo szl 8% 0 - > -
N ut Calibri (Boc < |11+ A & 2 [2[2) 3“@ [HJ 0 _2 [> Follow Up
B Cop o R P —— ! High Importance
aste aby . A - =a= ress Chee ttach Attach Signature
| wromatrare B T M ¥ -A-|E== == Book Names | Flev lfem~ = & Low Importance
Paste Options: Basic Text [ Mames Include Tags

K»A

Keep Source Formatting (K)

Hey Ashley,

Thanks,

Jason

-

Office
Add-ins
& Addins

Could you please give me a status update on your current project? We're putting together a work plan for this month and need to find out where everyone is at.
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THE MINI TOOLBAR

When working with text in Outlook, the mini toolbar is displayed by right-clicking or hovering your
cursor over selected text:

Hey Ashley,
Could won nleace give me a ctatus nundate on your current prgject?

Calibri (Body) ~ |12 ~| A" A" & Ag-

Th B I u a_l’jl" - A - EE - EE - St:’_-|,-:5

Jasﬁn
(In the latter case, the mini toolbar may be shown as transparent until you move your cursor over
it.)

This toolbar contains the most popular formatting commands from the Basic Text group, plus one
command from the Clipboard group.

Calibri (Body) - 11~ Change the font type and size.

A A Use these buttons to nudge font size up or down.

~ Click to toggle the Format Painter. This lets you copy formatting from
the selected text and paint it onto other text.

B I U Apply bold, italic, and/or underline effects.
aly . Highlight text. Click the pull-down arrow for additional colors.
A Change font color. Click the pull-down arrow for additional colors.
s is - Create a bulleted or numbered list.
&?4, View the Styles gallery to apply a style to text.
Styles

The mini toolbar will go back to being hidden when you move your cursor off the selected text or
click elsewhere on your screen.
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ACTIVITY 2-3
Formatting Message Content

You have checked a message for spelling errors. Now you would like to add some formatting
changes.

1. To begin, open Outlook 2016. Within your Exercise Files folder, double-click the Activity
2-3.msg file to open it. This message will be displayed in a separate Outlook window:

Joe's Retirement Party - Message (HTML)

i
alle Ci P 2zl o8 ! . -
* Calibri (Boc - |11 ~| A° & 2 E:: &5 [ﬂj ] B > Follow Up
- ! V@ ] 1
Paste o b Address Check | Attach Attach Signats - BEImpEiEes
. . oa . ress Ched ach Attach Signature
& Format Paint BIu ¥4 Book Names Filer ltem= - ¥ Low Importance
Clipboard & Basic Text & Names Include Tags -~

=1
Ce..
Send
subject  [Joe's Retirement Party
Hey Folks,

Joe’s retirement party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John

2.  Click inside the body of this message and press Ctrl + A on your keyboard to select the
entire message:

Joe's Retirement Party - Message (HTML)

@ Tell me what you want to do...

[ﬂJ b ?.
Attach Attach Signature
s | File- lfem~ - ¥ Low Importance

B X, Cut
ER Co

Paste LI

 Format Painter

o o8 > o
Calibri (Boc~ |11+ A A7 & [* Follow Up

! High Importance
B I U ¥-a- o
Add-ins

Clipboard [ Basic Text Include Tags & Add-ins ~

=
=
send

Subject |Joe's Retirement Party

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom . Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John
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3.  Click Message - Font:

Insert Options Format Text

Clipboard P Basic Text M

4. The Font drop-down menu will open. Move your cursor over some of the available
options. You will see a preview of each selection. Click Arial when you are ready:

Joe's Retirement Party - Message (HTML)

Options  Format Text

ile age you
o o < . . P =
oo | Wy s =2 e RS Q E 3 T 9
ER Copy ! High Importance

Paste . Theme Fonts *[hddress Check | Attach Attach Signature |

P Cambria (Headings) | | Book Names | File~ ftem~ sl

Clipboard & Names Include Tags & ~
Calibri (Body)
To. | AllFonts r

= o, - O gy B
Sead O ALGERIAN

susiect [10€s g
Hey Folks, O anal Black L

’ O Arial Narrow

g?;;isdgiremenl paty O Arial Rounded MT Bold 2om C. Please bring any small gifts and well wishes. Food and refreshments will be

) O Arial Unicode MS
Thanks, O Baskerville Old Face
John O Bavhaus 93

O Bell MT
O Berlin Sans FB

5.  Next, click Message - Font Size - 12:

Joe's Retirement Party - Message (HTML)

Insert Options Format Text Review Q Tell me what you want te do...

My e Els s EE (B S U O T g

High Importance

Paste ru |® a- = = &=s= Address Check  Attach Attach Signature Office
- Format Painter 9 Bock Names Filew ltem~ - ¥ Low Importance  ddjns
Clipboard (] 10 jicText 5 Names Include Tags 5| Add-ins S
11
To.. 1&
= ik -
Send o 16
Subject | Joe's Retirement Parl 12

20
22

Hey Folks, o

Joe's retirement party is planne & qext Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments.
will be provided 2

£
Thanks, a8

7

John

6. Deselect the currently selected text by clicking on a blank area of the message. Use your
cursor to select the word “John” at the bottom of the message. The mini toolbar will now
be displayed:

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C.
W Arial iz A A As
'

TB I U~ ~-:i=~:i=- Syles

J%m
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7. On the mini toolbar, click the Bold command:

Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C.
wil
Arial 12 - A A As
ria A A &.
ThiB I U - A ~:=~:i= - Syl

John

8. The selected text will now have the bold text effect applied to it. Still in the mini toolbar,
click the Font Color drop-down menu and click “Dark Blue, Text 2:”

Hey Folks,
Joe's ratirament nartv is nlanned for next Friday at noon in Boardroom C.
will arial P12 | At 4T P
rna A A &,
Ths B I U 3 - A = EE - Styles

B Auvtomatic

John

Theme Colors

] hll mE

I iDarkBluE,Tex‘tE
N I AEENER

Standard Colors

HE EEEENE
##  More Colors...
[ Gradient b

9.  Your message will now look like this:

Joe's Retirement Party - Message (HTML)

Format Text

[ Follow Up ~

Copy ! High Importance

e
 Format Painter

WA -
B I u ¥-A ¥ Low Importance A i,

Clipboard ] Basic Text ] Names Include Tags & Add-ins A~
To.
ce
Send
Subject Joe's Retirement Party
Hey Folks,

Joe's retirement party is planned for next Friday at noon in Boardroom C. Please bring any small gifts and well wishes. Food and refreshments
will be provided

Thanks,

John




Microsoft Office Outlook 2016 — Part 1

10. Click File > Save As:

11. Use the Save As dialog box to save the message to your desktop as Activity 2-3 Complete.
Close Microsoft Outlook 2016.

TOPIC D: Attach Files and Items

One of the more common ways that people share files is through e-mail. While it can sometimes
be possible to simply copy and paste the content from a file into the body of a message, that
technique may not be practical when working with larger files. In such cases, attaching a file to an
e-mail message may be the quickest way to send it to another person. Over the course of this
topic, you will learn about file attachments and how you can send them to other people using
Outlook 2016.

Topic Objectives
In this topic, you will learn:
= About attachments
* How to save and create attachments
* How to send Outlook items as attachments
= About the attachment reminder

ATTACHMENTS

When working with e-mail, an attachment is any file that is sent along with an e-mail message.
They can be just about anything from a document to a picture. Messages that contain an
attachment are identified by the small paperclip icon that appears in a message’s listing:

John Smith w—- [l
Joe's Retirement 12:26 PM
Hey all, Jloeis going to be
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When reading a message that includes an attachment, it will appear differently depending on how

that message was formatted. For example, messages that are sent in the HTML format will show
the attachment in header of the message:

< Reply FE(l Reply All £} Forward

John Smith <abowidgets@outlook.com> John Smith U 12:26 PM
Joe's Retirement v
= Schedule.docx
m o T | f—
11KB
Actien tems + Get more apps

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next
week.

Thanks,

John

Messages that are sent using the RTF format will show attachments directly within the body of the

message (usually at the bottom):

3 Reply 2 Reply All £} Forward
John Smith John Smith 12:43 PM

Joe's Retirement v

Hey all,

Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next
week.

Thanks,
John

i)

Schedule.doox

SAVING ATTACHMENTS

To save the attachment in a message that you received, open the message and click the drop-
down arrow in the listing for the attachment in question. From the list of options that are
provided, click Save As:

< Reply FE(l Reply All £} Forward
John Smith <abowidgets@outlook.com> John Smith 2 12:35 PM
Joe's Retirement

0 Y¥ou forwarded this message on 10/7/2015 12:42 PM.

v
Schedule.docx -
11 KB
A Preview + Get more apps
Qpen
& Quick Print

H E'E Save As
) U Save All Attachments...
c

n, so | thought we could throw a small celebration. Please let me know your availability for next
w X Remove Attachment

By Copy
Thanks,

John
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Alternatively, if you received a message in the rich text format, you can save an attachment by
right-clicking the icon for the attachment in question and clicking Save As:

Thanks.
John
T
Schedy
Em Copy
Paste Options:

Qpen
Brint

Save As,., I}

In either case, you will be prompted to choose a name and location for the file using the Save
Attachment dialog box:

BZI Save Attachment

« « & s ThisPC » Desktop » v O Search Desktop
Crganize = Mew folder

o
T (7]
y

#]n

# Quick aceess M0O53015_Outlook_2016_1_Exercise
I Desktop = Files

4 Downloads

|if'| Documents

=] Pictures

J) Music

B Videos
E]Zl Microsoft Outlooh
‘@ OneDrive

3 This PC

L
.. .

File name: | Attachment]

Save as type: | Microsoft Word Document

4 Hide Folders

Tools = Save Cancel
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CREATING ATTACHMENTS

To attach a file to a message, click Message = Attach File. This drop-down menu will list all the
recent files that you have interacted with. If you see the item that you would like to attach listed

here, click to add it. If not, you can choose to browse the files on your PC or web locations, such as

your Microsoft OneDrive account:

Untitled - Message (HTML)

(WSS Insert  Options  FormatTet  Review @ Tell me what you want to do...

Cut
, Copy
aste ) | a8
- Format Painter | B 1 U
Clipboard [} Basic Text
To.,
=1
Ceu
Send
Subject

Eﬂ :"\‘E@ [UJ 0y Q{ ™ Follow Up ~ .’

! HighImportance
Address Check  Attach Attach Signature Office

Book Mames | Filex ltem~ ¥ Low Importance  Agd-ins
Mames Recg\tltems <" Updating.. »~

1 :E Document

a= Ci\Users\abewi\Desktoph
Activity 2-3
Ci\Users\abewi\Desktop\MOS5015_Outlook_2016_1_ExerciseFiles\Starting Files for ..

C\Users\abcwi\Desktop\MOS55015_Outlook_2016_1_ExerciseFiles\Starting Files for ...

] A Activity 2-2
== Activity 1-2
WE OneDrive

== Getting started with OneDrive
WE John Smith's OneDrive

== Annual Report
W& John Smith's OneDrive

=k Activity 1-3
ﬂ C:\Users\abecwi\Desktop\MOS3015_Outlook_2016_1_ExerciseFiles\Starting Files for ..

= Using Microsoft Office 2016
DA Jonn smiths Onedrive

8 Snaglt Styles

Ci\Users\abewi\Desktoph
@ img100
C:\Users\abewi\OneDrive) Picturesh

™ Book1
n [T CiAlsers\abcwi\ OneDrive\Documents\ Custom Office Templates\

= Browse Web Locations v

=2

Browse This PC..

If you choose Browse This PC, the subsequent dialog box will then allow you to find and select that

file:

#r Quick access
[l Desktop
4 Downloads

@ Documents

% % %[N

| Pictures
Jl Music
m Videos

[37 Microsoft Outlook
¢@ OneDrive

O ThispC

¥ Network

*& Homearoup N

File name:

ET Insert File *
&« « “ I s ThisPC # Desktop » v O Search Desktop el
Organize + Mew folder S @ O

P

MOS5015_Outlook_2016_1_Exercise
= Files

Attachment
w Microsoft Word Document
194 KB

Attachment v| All Files -

Tools = Cancel
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Alternatively, you can also drag and drop items from your desktop or File Explorer into the mail

message to attach them:

Untitled - Message (HTML)

Inset  Options  FormatText  Review @ Tell me whatyouwantto do...

o ofa A
0 Calibri (Boc~ [11 =A™ A |55 3“@
Paste abr - E=E= ==
" ¥ FomatPainter | 5 1 4 A-|[Jl== 55| -
Clipboard n Basic Text n Names
To.
=1
ce.
Send
Subject
Sttached L Document.docx 2| —
0= e

@J U

&= 3= Address Check Attach Attach Signature

File=  Item~
Include

|® Follow Up -
! High Importance

¥ Low Importance

Tags

3>

Office
Add-ins
& Add-ins

(If you are composing a rich text formatted message, the attachment icon can be placed anywhere

within the message body using the drag and drop method.)
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To remove an attachment from your message, right-click the attachment listing and click Remove
Attachment:

Insert Options Format Text

Copy
Paste B I U .- === e=3=
- ~ Format Painter = L == = | ===
Clipboard ] Basic Text ru
To...
Cc...
Send
Subject
Attached Document.docx .
11 KB
Open
EDF Quick Print
E} Save Az
)( Remogehttachment%
E® Copy

File Type and Size for Attachments
While attachments are essential in many working environments, it is important to keep in mind
two important aspects about them: file type and file size.

The type of the file that you are sending as an attachment is important because you need to be
sure that the person you are sending the attachment to, can open it. For example, while you can
send an Adobe Photoshop file (.psd) to anyone, only those who have Adobe Photoshop installed
their computer will be able to open it.

File size is also an equally important aspect to consider because larger files are more difficult to

send as an attachment through e-mail. In fact, if an attachment is too large, the message may not
be received by the sender at all.
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OUTLOOK ITEMS AS ATTACHMENTS

Just like any other file, you can send Outlook items to other users as an e-mail attachment. This
can make Outlook an extremely powerful organizational and collaboration tool. You can share
contacts, views of your calendar, and even specific events with other users.

(Note that while you can send these items to anyone, you should ensure that the recipient uses
Outlook as their e-mail client as these types of attachments are often not compatible with other e-
mail clients.)

To add Outlook items as attachments, click Message - Attach Item:

s Untitled - Message (HTML)

Insert Options Format Text Review @ Tell me what you want to do...

s C o v | = = (=1 o2 g -
. Calibri (Boc = {11 = A A& = =i+ A 32 o= @ ] i ™ Follow Up

D oo = | % ik
Paste S B I U a &= 3= Address Check Attach Attach Signature : Highlmportance
as] -A-Bl== ==

- ' Format Painter - L = T T 77 Book MNames File~  ltem - ¥ Low Importance

Clipboard = LGS () Names & Edsiness Card » Tags -]
[ Calendar...

i Outlook [tem

This drop-down menu lists three types of items that you can attach.

Business Card
A business card will typically include the contact information of a specific contact or contact group.
To add a business card, click the Business Card command and click Other Business Cards.

This will open the Insert Business Card dialog box. Using its controls, you are able to find, view,
and insert the business card that you want to add as an attachment to the current message:

Insert Business Card *
Look in: | Contacts ~
Ohm | FILED AS JOE TITLE COMPANY

[E5]  Smith, Jane

Business Card Preview

Jane Smith

ABC Widgets Inc. Work
abcwidgets @ outlook.com
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Calendar
If you are collaborating with another person or group and need to choose a date and time for a

meeting, sharing a link to your calendar can save a lot of time. This allows recipients of the link to
view your calendar and see when you have free time as well as when you are busy.

When you click the Calendar option, the Send a Calendar via E-mail dialog box will be displayed.
Using its controls you can specify the calendar that you would like to share, date range, detail

level, and more:

5end a Calendar via E-mail

Specify the calendar information you want to include.

Calendar: Calendar

Date Range: Today

Wed 10/7/2015

Detail: Availability only
Time will be shown as "Free,” "Busy,” "Tentative,”
“Working Elsewhere,” or "Out of Office’
|:| Show time within my working hours only  5et working hours
Advanced:

Show > =

Cancel

Outlook Item
Clicking this command will display the Insert Item dialog box. Using the controls in this dialog box,

you are able to select any Outlook folder and then choose a specific item within that folder to

attach:

Insert ltem

Look in:

X

W EE jsmith@acmewidgets.onmicrosoft.com ~
Inbox (4)
# Drafts [1]
=7 Sent ltems
5 Deleted ltems (7)

E Calendar

Clutter
[2=] Cnntarte 7

Items:

| OK |

Cancel

Insert as

() Text anly
(@) Attachment

10 |@m |FROM |SUBJECT RECEIVED CATEGORIES
4  Date: Today

[l John 5... Joe's Retirement Wed 10/7/2... []
Hey all, Joeis going to be retiring soon, so | thought we could through a small

@J John 5... Requested Documents Wed 10/7/2... D

Ef‘, LUJ John 5., Joe's Retirement Wed 10/7/2... [
Hey all, Joeis going to be retiring soon, so | thought we could through a small
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You can then choose to insert the selected item(s) as text only or as an attachment. The recipient
of these items will be able to view and work with these attachments.

ATTACHMENT REMINDER

If you have ever composed a new e-mail message that refers to an attachment, but forgot to
include the attachment, you are not alone. To counteract this common occurrence Outlook
includes an attachment reminder. This feature works by looking for sequences of words in your
message that refer to an attachment.

If Outlook finds that the words “attachment,” “attaching,” or “attached” have been used, but no
attachment has been added to the message, you will see the following reminder when you click
Send:

Attachment Reminder
You may have forgotten to attach a file.

|:| Don't show this message again

| Don't Send I Send Anyway

You can enable or disable this feature by opening the Outlook Options dialog box (File - Options)
and then opening the Mail category. Within the “Send messages” section, check (or uncheck) the
“Warn me when | send a message that may be missing an attachment” box:

Qutlook Options ? x
General ~
Send messages
Mail i
< Default Importance level: 2%, Normal|~

Calendar = o

Default Sensitivity level:  [Normal ~
Groups [] Mark messages as expired after this many days: |0 =
People [ Always use the default account when composing new messages
Tasks [J Commas can be used to separate multiple message recipients
Search Automnatic name checking

Delete meeting requests and notifications from Inbox after responding
Language

LTRL + ENTER sends a message
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Use Auto-Complete List to suggest names when typing in the To, Cc,
and Bec lines

sl [7] Warn e when | send a message that may be missing an attachment
MailTips

Manage MailTips options. For example, you may determine when and how to
@ display the MailTips bar and which MailTips to display.

Tracking
3 Delivery and read receipts help provide confirmation that messages were successfully received. Mot all
“<E e-mail rers and applications support sending receipts,
For all messages sent, request:

[] Read receipt confirming the recipient viewed the message

For any message received that includes a read receipt request:

(O Abways send a read receipt
(O MNever send a read receipt
®) Ask each time whether to send a read receipt

Automnatically process meeting requests and responses to meeting requests and polls

[] Delivery receipt confirming the message was delivered to the recipient's e-mail server

0K

Empty Auto-Complete List

MailTips Options...

Cancel

W
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AcTIvITY 2-4
Attaching a File to a Message

You have been asked to send a copy of an event flyer that you have been working on to your
supervisor so that they can review it. To do this, you would like to send it as an attachment.
Microsoft Word is required to complete this exercise.

1. To begin, open Outlook 2016. Within your Exercise Files folder, double-click the Activity
2-4.msg file to open it. This message will be displayed in a separate Outlook window:

S Event Flyer Draft - Message (HTML)

FormatText  Review Q@ T

Inset  Options

hat you want to do...

Subject |Event Fiyer Draft

Hey Jason,

Thanks,

John

o Cut el &% [ﬂj 1} . [> Follow Up~
H ;3
D Copy v ! High Importance
Paste WHRE: Address Check | Attach Attach Signature Office
- Format Painter B (Cms| Fov [moe - ¥ Low Importance | Add-ine
Clipboard & Basic Text Names Include Tags & Add-ins
To. | [l
=1
Ceon
Send

Here is a copy of the draft for the event flyer that | have been working en. Please let me know if you have any recommendations or concerns.

2.  Click Message —» Attach File - Browse This PC:

Event Flyer Draft - Message (HTML)

[YEEYE inset  Options  FormatText  Review @ Tell me what you want to do...
'y G o o= = T30 % 0 y > o
O " Calibri Boc ~ |11 =| A" A7 = - 3= - A E:! :’u@) [ﬂj {1 Q [ Follow Up
Pasts o= b Address Check | Attach Attach Signats ! High mportance |
aste .. B== == ress Ched ch Attach Signature Office
T Sromatpaner BT U YA ES==E2 Book Names | JOERH ftem- - ¥ LowImportance | A ins
Clipboard (] Basic Text (] Names Recent ltems ‘" Updating.
Activity 2-4
= e C\Users\abewi\Desktop\MOS5015_Outlook_2016_1_ExerciseFiles\Starting Files for ...
@ =
send ument

Subject | Event Fiyer Draft

Hey Jasen,

Here s a copy of the draft for the event flyer that | have been working on. Please let me |

W7 John smith's onedrive
Sk Activity 1-3
BB CbcersiaboniDesktop\MOS5013_utlook 2016.1_ExerciscFils\Starting Files for .

sers\abowi\ Desktop\

2-3
\abcwi\Desktop\MOS3015_Outlook 2016_1_ExerciseFile:

<\abewi\Desktop\MOSS015_Outlook_2016_1_ExerciseFile:

Activity 1-2

Thanks, @7, onedrive
John Getting started with OneDrive

John Smith's OneDrive

Annual Report

Using Microsoft Office 2016
John Smith's OneDrive

img100
C:\Users\abewi\OneDrive\Pictures\

Book1

\Starting Files for ..

<\Starting Files for ...

C:\Users\abewi\OneDrive\Documents\Custom Office Templates\

Browse Web Locations

Browse This PC.. N
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3. The Insert File dialog box will now be displayed. Browse to the Exercise Files folder on
your desktop. Find and select the Activity 2-4.docx file. Click Insert:

7 Insert File X
= « A |« Starting Files for Activities » Lesson2 v & | SearchLlesson2 P
Organize = New folder =~ ™ @

# Cluick access Name Date modified Type Size

B Desktop # [ Activity 22 1 Outlook Item 47KB

& Downloads » £ Activity 2-3 1 OQutlook ltem 47KB

) Documents Activity 2-4 8 Microsoft Word D... 195 KE

N . " Activity 2-4 8 Outlook tem 19KB

&) Pictures *

= i1 Activity 2-5 8 Outlook tem 12KB
32 Microsoft Outiook
4@ OneDrive
W ThisPC
W Metwork

[l DESKTOP-7LF6BSY
*& Homegroup
File name: | Activity 2-4 | [AnFies v
Tools = Cancel

4. The selected file will appear below the Subject field in the message form:

Event Fiyer Draft - Message (

[PRS cet Options  Form, Il me what you want to do...
L1 G _— 1= [ 1 . > -
o Calibri (Boc - |11 ~| A° & S| 4 E:! V@ @ ] Q [ Follow Up "
Copy ! High Importance
Paste BIu w.a. E== Address Check | Attach Attach Signature Office
. ¥ Format Painter = == = Book Names Filer ltem= - Low Importance | ..
Clipboard " Basic Text 3 Names Include Tags & Add-ins A
To...
=1
Ceun
Send
Subject Event Flyer Draft
Activity 2-4.doex
Attached v | fp—
195 KB
Hey Jason,

Here is a copy of the draft for the event flyer that | have been working on. Please et me know if you have any recommendations or concerns.

Thanks,

Johr|
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5. To ensure that the file is the correct one, right-click on the attachment and click Open:
Insert Options
ﬁ \'.'K - - - — i—
ot Calibri (Boe = |11 = A A T -:i= - Ao
c ER Copy
aste aly - | I=E= = | &= 3=
- ~ Format Painter ru 4 4 s - - | — —
Clipboard T Basic Text T
To.. |
=1
Cc... |
Send
Subject | Event Flyer Draft
- .
Attached Activity 2-4.docx .
195 KB
Open
Hey lason, = . [%
= Cuick Prin
Here is a copy of the draf B4 Savess e been working
7 Rermove Attachment
Thanks,
E3 Copy
John
6. The file will now be displayed in Microsoft Word:

saeeniof1 8

Activity 2-4 [Compatibiity Mode] - Word
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7. Close Microsoft Word. Back at the message window, click File - Save As:

8. Use the Save As dialog box to save the message to your desktop as Activity 2-4 Complete.

Close Microsoft Outlook 2016.

TOPIC E: Enhance an E-mail
Message

In addition to the basic formatting tools that you can use to customize the appearance of your
messages, Outlook 2016 offers a whole suite of tools that you can use to further enhance them.
Over the course of this topic you will learn about themes, styles, and special objects that you can
use to enhance an Outlook 2016 e-mail message.

Topic Objectives
In this topic, you will learn:
= About the lllustrations group and the Text group on the Insert tab
* How to add SmartArt and WordArt to a message
= About the Screenshot tool
= About Quick Parts
= About contextual tabs
* How to use the Background Removal tool
= About galleries, styles, and themes
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THE ILLUSTRATIONS GROUP

On the Insert tab of the Message window, you will see the Illustrations group:

g 5 Untitled - Message (HTML)

File Message Options. Format Text Review @ Tell me what you want to do...

@ i @ El Q. El L—‘I;I @) ™ TS 2 Hyperlink [ Text Box~ Drop Cap T Equation -

|> Bookmark  [E] Quick Parts~ 7 Date & Time | €2 Symbol ~
Attach Outlook Business Calendar Signature  Table |Pictures Online Shapes SmartArt Chart Screenshot .
e = > F > 4 WordArt= ] Object 4= Harizontal Line

Include Tables lllustrations Links Text Symbols ~

(Note that the commands in this group only become available when your cursor is placed within
the body of the message.)

The commands in the group are used to insert different graphical objects into the currrent
message, such as images, shapes, SmartArt, charts, and screenshots.

SMARTART

SmartArt allows you to easily add diagrams and other graphical elements directly into the body of
an e-mail message. To insert SmartArt into a message, click Insert - SmartArt:

o Untitled - Message (HTML)

Message Options Format Text Review @ Tell me what you want to do...

0] e e Q = EI @ =11 B Hyperlink

|* Bookmark
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot

Filer ltem Card~ < @ Pictures - <

Include Tables Hustrations Links

This action will display the Choose a SmartArt Graphic dialog box. In this dialog box, click a
category from the list on the left. Then, choose a diagram type from the center pane. (You will see
a preview of the selected diagram type in the pane on the right.) When you’re ready, click OK to
insert the diagram:

Choose a SmartArt Graphic ? had

| Al I b -
B List L= f o2 O == -

= e, —_—
=11 O S -
Process =1 Qe l;";l -

Cycle = = L
Hierarchy = i T E=e=]p=] == ==

B @ §

Relationship
0—0— 0
Matrix E)EJ GEI@EI o-8-0-
b ” E) e —— -
yrami
! Basic Block List
Picture d- a- a- él él é m Use to show non-sequential or grouped
] =l ElE iii blocks of information. Maximizes both
horizontal and vertical display space for

shapes.
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The selected SmartArt diagram will then appear directly within the body of your message. At this
point, you can then click anywhere that says “Text” and add your own custom text:

B S
Fle  Message  Insert  Options
tJAdd Shape - & Promote Move Up PR . (=
S " IEE| e Do | m [ B Bl
[:] Add Bullet Demote 4 Move Down || [ZI=] 83 - = -
=1 | 08 OO0  canee| N | HH [ | o Resat

[JTetPane| & Righttoleft 7 Loyout ~ — 5| cotors~ Graphic
Create Graphic Layouts SmartArt Styles Reset -~
To..
Con

send
Subject

Type your text here x

* [Text]

[Text] i

* [Text]

[Text] J [Text] R

Use to show non-se or grouped
blocks of information, Maximizes both
horizontal and vertical display space for

shapes.
Learn more about SmartArt araphics

Or, use the Text pane to enter text. With either method, Outlook will automatically adjust the text
size so that it will fit in the shape.

When SmartArt has been inserted into your message and it is selected, you will see the SmartArt
Tools contextual tab set appear on the ribbon. Using the tools in these two contextual tabs, you
can further customize SmartArt in a variety of different ways, including changing the layout, style,
and overall format.

THE SCREENSHOT TOOL

Another type of illustration that you can add to a message is a screenshot (an image capture of
any open window on your desktop). To use the Screenshot tool, click Insert - Screenshot and
choose the window image that you want to insert:

H L) (4] Untitled - Message (HTML)

File Message Options Format Text Review Q Tell me what you want te do...

MJ U |—|:. E ?. D F‘ ™= I B Hyperlink [ Text Box - Drop Cap
® =] :,
- = v |* Bookmark  [=] Quick Parts - E’@ Date & Ti
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot

Filer ltem Card~+ Pictines | = o 4 Wordart~ [T Object
Include Tables lllustrations Available Windows

s

&4 Screen Clipping

Alternatively, you can click Insert = Screenshot = Screen Clipping:

84



Microsoft Office Outlook 2016 — Part 1

H © Untitled - Message (HTML)

File Message Options FormatText  Review Q@ Tell me what you want to do...

I =2 m 2 B dLdmmlal @ # BE 4

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark  Tedt Quick WordArt

File~ ltem Card~ - Pictures  ~ - Box~ Parts -
Include Tables Ilustrations Available Windows
—
o SacenClipping |,

This option allows you to click and drag over the portion of the screen that you want to capture:

‘ O fearch or enter web address L

(Note that if you would like to take a screen clipping of a specific window, that window needs to
be displayed in the background, not minimized.)

In either case, once the screenshot has been captured it will automatically be inserted into the
body of your message:

H © 6 = ic Untitled - Message (HTML)

File Message  Insert  Options  Format Text i Q Tell me whatyou want to do...
= Corrections - Compress Pictures
Ejﬂ  compr = [
[ color - & Change Picture | || | ol
Remove =
Background |3 Artistic Effects - ‘2 Reset Picture ~

-

Adjust Picture Styles

THE TEXT GROUP

Also on the Insert tab of the Message window, the Text group provides you with access to
commands that are used to insert text in various ways:

Untitled - Message (HTML)

EEEREEEEEET T EEE = =

Date & Time
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark | Text Quick WordArt Equation Symbol Horizontal

Filer ltem Card~ Pictures Box~ Pasv  + Object Line
Include Tables Illustrations Links. Text Symbols
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QuIcK PARTS

Quick Parts allow you to create and save specific pieces of content that are frequently reused. This
can include titles, author names, and other similar content. Once a Quick Part has been created, it
can then be quickly added to a message to help save you time.

Creating Quick Parts
To create a new Quick Part, first select the content that you would like to work with. Next, click
Insert = Quick Parts - Save Selection to Quick Part Gallery:

=] o o - Untitled - Message (HTML)

File Message Options Format Test Review @ Tell me what you want to do...

EDE D ECdeOn @ G HEI4s T
@ A _/ (] = FO =] ll (oY & g . [ Date & Time
Attach Outlook Business Calendar Signature  Table | Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark — Text |Quick WordArm __ Equation !
Filer  Hem  Card~ - - Pictures  + - Boxr Patsz - [ 1Object -
Include Tables llustrations Links i AvtoText '
= [y Save Selection to Quick Part Gallery... |}
=1
Cc.
send
Subject
John Smith
CEO & Founder
ABC Widgets Co.
(555) 555-1234

The Create New Building Block dialog box will open. Here, you can give this new building block a

name and description. Additionally, you can categorize it into a gallery and category. To create the
new Quick Part, click OK:

Create Mew Building Block ? >
Hame: John Smith

Gallery: Quick Parts v
Category: General e
Description:

Save in: MarmalEmail A
Dptions: Insert content anly A

Using Quick Parts

Once a Quick Part has been created, you can add it to the message that you are composing by
clicking Insert = Quick Parts = [Quick Part]:

Untitled - Message (HTML)
Insert

Format Text Review Q@ Tell me what you want to do.

| 220 E 2 ECdBll o & 2 B4 > T Q &

[ Date & Time
? Equation Symbol Horizonts!
Pictures - Box~ Pasw - [ 1Object - - Line

Include Tables Niustrations Links General

Attach Outlook Business Calendar Signature = Table  Pictures Online Shapes SmartArt Chart Screenshot = Hyperlink Bookmark — Text  Quick WordArt
Filex Item Card~ - - -

L AutoText 3
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The selected Quick Part will then be inserted into your message where your cursor was last placed:

Untitied - Message (HTML)

FormatTet  Review @ Tellm

-Q4 e U Q

o..
\Ts.‘a @
R Date & Time.
nshot | Hyperlink Bookmark | Tet  Quick WordArt Equation Symbol Horizon
[ Object - - line

Indude Tables lustratio Links Text Symbols -~

Shapes SmartArt Chart Scr

John Smith

CEO & Founder
ABC Widgets Co
(555) 5551234

About AutoText

AutoText works under a similar premise but allows you to create and reuse frequently added

phrases. These phrases are added to the AutoText gallery which you can then use to insert saved

phrases into an e-mail.

WORDART

WordArt is used to stylize message text using various special effects, such as colored outlines,

colored fills, and a variety of different effects.

To add WordArt to a message, first select the text that you would like the WordArt to be applied

to. Next, click Insert > WordArt = [Style]:

=] © O = Untitled - Message (HTML)
File Message Options  Format Text Review Q@ Tell me what you want te do...
1] 5 I:l "w iy B - Q 4 A= Drop Cap~ A=
J =R Bl o @ [# e T Q &=
Attsch Outlook Business Calendr Signture  Tble Pictures Online Shapes SmartArt Chart Screenshot ~Hyperlink Bookmark | Test Quick WordArt Equstion Symbal Horizont
Filex ltem Card~ Pictures  ~ Box~ Parts~ T Object Line
Include Tables Nlustrations Links - -
i A /\
: A AlAIA
o..
= _
Ce. fa
Sens A A A A
Subject
A A f
Example Text A A A A

The selected text will then be converted to WordArt using the style that you selected. The
WordArt will automatically be selected and the Drawing Tools — Format contextual tab will be

displayed on the ribbon:

d - Message (HTML)

e N - B Align-
BN NOO O] {EditShape- — 2 ShapeFill - - A Text Fill + 2] Align Tt~ 1 Bring Forward |5 Align $lom
AL LS O - E DawText Box | A abc ||+ [Z shape Outlin A A BN -] A Text Outline - wigp D1SendBackward ~ [T
- - a Sil09
KERTAN S S+ 44 7| @ Shape Effects - 7| B Tt fects - | T Credtelink | T O GotectionPane A Rotate~ | 0325
Insert Shapes Shape Styles ) Wordart Styles [ Text Amange see 6 ~
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Using the commands on the Drawing Tools — Format tab, you can customize exactly how the
selected WordArt appears. This includes changing the overall style, fill color, outline color, shape
effects, and more.

CONTEXTUAL TABS

By default, Microsoft Office Outlook 2016 includes a set number of tabs depending on the Outlook
workspace that is displayed. The main Outlook 2016 window includes four tabs (not including the
File tab):

Haome Send f Receive Folder View
Inside the message window you will find five different tabs:
Message Insert Options Format Text Review

Sometimes a contextual tab will be added next to the standard commands if you are working with
a specific object. For example, if you are searching, you will see the Search Tools — Search tab:

Search Tools Inbox - jsmith@acmewidgets.onmicrosoft.com - O
Home Send / Receive Folder View Search Q@ Tell me what you want to do...
’@ Current Folder /.;j a @ [ [] B This Week ~ [» Flagged & ) If E
Subfolders - . III {Sent To~ I Important =
Current | Include From Subject Has Categorized Recent Search  Close
Mailbox &3 All Outlookltems  gjder Results Attachments - & Unread & Mare - Searches~ Tools~  Search
Scope Results Refine Options Close

Untitled - Message (HTML)

Q Tell me what you want to do.

-
EQ Cor

2 - [ color - Bochs
Background |2 Atistc Effects - iR
Adjust

Here are some additional contextual tab sets that you may see.

Drawing Tools

Untitled - Message (HTML)

Q Tell me what you want to do.

E e B - B . D v [2 migny |
SN OO O = Edit Shape — L2 Shape Fill Text Fill [2] Align Text 1 Bring Forward [ Aiign e
AL L3 )| E DawText Box ‘ Avc | Abc | [Z Shape Outline - A A Text Outline gy [0Send Backward + [ElGroup+
G Y K|S b | @ shape Effects - B Tot Effects~ Createlink | “P Cf SelectionPane 2 Rotate= | &3 175
Insert Shapes Shape styles ) Wordart Styles Text Amange Sz 6~

SmartArt Tools

[ Change Shape~
. 1 Larger
i
L&) Smaller
-0
Shapes Shape Styles n Wordart Styles 5w Arrange see 6 -~

A TextFill -

(<) (=) (=) (=) [ (=) (=) Do | A A A A

= - ra
| Q@ Shape Effects - T Text Effects - m‘i Bl Sel

Ed

in2
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Table Tools

(HTML)

it to do..

D/' m S‘Q m E % Elmeight: 001" | BF Distribute Rows

Draw Eraser | Delte lnsert Insert [nset lnset | Mege Spit  Spit | Auofit CSwra: [325°

T et Cell  Sot
% | i Distribute Columns
Ry Properties Tabi Above Below Left Right Cels Cels Table &= = irection Margins Jx Formula
Table Draw Rows & Columns & Merge Cell size 5 Alignment Data ~

Chart Tools

Chart Toals Untitled - Message (HTML)

Q Tell me what you want to do...

[ e e

ERE |

Dol ' |
Add Chart Quick  Change Iy |.Ij W Ill v ah it I i |_|||_!_|7|_7!l Wk II’ i ] | SwitchRow/ Select Edit Refresh  Change
Element - Layout = Colors = “ Column Data Data~ Datz  ChartType
Chart Layouts Chart Styles Data Type

THE BACKGROUND REMOVAL TOOL

The Background Removal tool is used to remove the background from an image that has been
inserted into a message. To use this tool, first click to select the image in question. Then, click
Picture Tools — Format - Remove Background:

E 9 (] - Picture Toals Untitled - Message (HTML)

File Message Insert Options Format Text Review Q Tell me what you want to do...

T:I Corrections = j;t Compress Pictures 2 Picture Border ~
i

e | e -
G Calor~ E‘g Change Picture ol | | | | P e lgl - | &b Picture Effects -
emove = E  — -
Ba:kg“wd [E3] artistic Effects - i Reset Picture - ~ | 5, Picture Layout
Adjust Picture Styles (]

Once selected, you can reposition and/or resize the rectangle over the image so that it
encapsulates the primary subject of the picture. In this case, the flower is the main subject:

Untitled - Message (HTML)

toKeep Mark | Changes Changes
Refine Close ~
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The purple areas on the image indicate what will be removed from the image. You can mark more
areas to keep (or remove) by using the commands on the Background Removal tab, which appears

when this tool is enabled. Once you are finished making your changes, click Background Removal

- Keep Changes:

Picture Tools

Background Removal Farmat

O @ Q U ¥

Mark Areas Mark Areas Delete  Discard All. Keep
to Keep to Remove Mark Changes Chan&ﬁ

Refine Close

The background that was marked will then have been removed:

Untitled - Message (HTML)

Options  FormatText  Review @ Tell jant to do...

33 85 . >
< | e Eii .3»@ mJ 0 _2 1> Follow .’
! High Importance
5= Address Check | Attach Attach Signature Office
Book MNames Filer ftem~  ~ ¥ Lowlm, € Add-ins

Names Indude Tags & Addins

GALLERIES

In Outlook (and many other Office applications), the term gallery refers to a detailed menu that
lists all the available options for a specific command. For example, clicking Insert - Shapes will

display a large gallery of shapes that can be inserted into a message:

Unfitled - Message (HTML)

IOPM Opions  FormatTet  Review e
s & rop Cap A
B0 0D B WBLEDMN .. @ 3 EEA470 T O s
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot Hyperlink Bookmark ~ Tedt Quick WordArt Sub . Equation Symbol Horizontal
Bl e E - Pictures E Boc- Pars+ - jec E T
incude Tables Recentty Usod Shapes Lnks Tot symbots
ENNOCOALL Y6
™ ALY
i = —
il R NNNTLL2 AN
Rectangles
OoDo00O00o0
Basic Shapes.
EOAMNGFAOQOQO®®
®Goo0Or L7 08a
OO@~AHOVIH 3N
OG0
i
DCCEOTEEPRIS
€ duvnndD RPN
oA
Equation Shapes
F=Re=aHA
Flowchart
O0<ooOoUdgoody
COANRB X ¢ AVAD
Q=00
e
“#ULABVO VBB
28 % 28 [T I
Callouts
DOOBam@ A AT g A5
giA0AO GO
5 New Drawing Canvas
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STYLES

Styles are a saved set of formatting options that help you keep your message consistent. For
example, instead of having to remember what formatting was used for a quote, you can simply
use the pre-built styles each time you want to format a quote.

You can find many styles within the Styles group of the Format Text tab in the Message window:

Untitled - Message (HTML)

GIGIT Calibri (E~ |11
Aa Plain Text

AR Find ~

8 Replace
tyles - 1% Select~
o Editing

<A A Aa-

e AcRichTex B I Uem X x |¥-A- TNormal | TNo Spac.. Heading1 Heading2

Format Font Paragraph 5 Styles

The option button in this group opens the Styles task pane, where you can view and manage all
styles:

Untitled - Message (HTML)

2 -
oo e T G PSR T sasncend assbcene AaBbCe acsoc AQB A ::F y
Copy Aa Plain Text - 20 Replace
Pavs(e o Format Painter | AGRichText | B 1 U a8 X w.A- i} TNormal | TNoSpac.. Headingl Heading2 Title. :csrf\:ff Iy e Zoom
Clipboard Format. Font Paragraph L} Styles Editing Zoom ~
To.. v %
=
..
send o
subject T
©
©
w
©
a
a
a
a
w
©
a
a
a
T
Show review
Disable Linked Styles
u % 5] optons.
.
Applying a Style

Outlook places the most frequently used styles in the Styles gallery on the Format Text tab for
quick access:

Untitled - Message (HTML)

Aa HTML
Aa Plain Text

Calibri (E- |11 | A" A Aa-

B I Uax,x ¥-A-

Ag Rich Text

Font

If you click the More button () in the lower

Aab

AaBbCcDe AaBbCeDe AgaPbCr &aBbCcel
rlght_hand Cornerofthegallery, you will see TMNormal | TMo Spac.. Heading1 Heading 2 Title
additional styles:

y AaBbCcC AgBbCcDi AgBbCcDt AoBbCcD: AaBbCcDc
Subtitle  Subtle Em.. Emphasis  Intense E. Strong
AaBbCcDt AoBbCcDe AMABBCCDL AABBCCDL AaBbCc
Quote Intense Q... Subtle Ref... IntenseR.. Book Title
AaBbCcDe
T List Para...
A4 Create a Style

A Clear Formatting

Aq

=L Apply Styles...
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To apply any of these styles, first select the text that you want to format and click a style.

You can also apply styles using the Styles task pane by selecting the text that you would like to
apply the style to and then clicking the desired style from the task pane:

Untitled - Message (HTML)

= -
Dé}é’i:‘ rormeeel ol R R =[50 [ pavcane aspboene AaBbCe Aambct |AQB]L A 2T Q
[ 5% @ Plain Text F— (o = — 2 Change Sac Replace e
et | Lo u x, x -A- = Eo c®- TNormal TNoSpac.. Heading1 Heading2 Tite |+ SMESEV N Select+
Clipboard I Format Font I Paragraph ) Styles ) Editing Zoom ~
To Styles &
= Com Clear All
Tt - Normal T
No Spacing T
Heading 1 pc]
Example Text —
Subtitle k 1
.
)
3
X
1
pc]
.
5
)
T
—
Disable Linked Styles
| (%] [#]  options..
Creating Styles

You can also create new styles from scratch. To do this, click the New Style button in the bottom
left-hand corner of the Styles task pane:

Intense Quote
Subtle Reference
Intense Reference
Book Title

Styles e

Clear All

Mormal T

Mo Spacing T

Heading 1 ra

Heading 2 Ta

Title 1a|

Subtitle Ta

Subtle Emphasis da

Emphasis a

Intense Emphasis da

Strong a

Quote Ta

1a

a

a

a

m

List Paragraph

Show Preview
Disable Linked 5tyles

— 4 "5_:‘;‘3. “5_;‘; COptions...
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This action will display the Create New Style from Formatting dialog box. The settings in this dialog
box are based on any existing or selected text in the Message window:

Properties
HName:

Style typ

[

Style based on:

Formatting

Style for following paragraph:

Calibri Light [Heac/~ | 28 |«

Create New Style frem Formatting

Stylel
Paragraph
Ta Title

T stylel

B I U Automatic

=
I e

+ -—
= =

Example Text

Format

Style: Show in the Styles gallery
Based on: Title

Add to the Styles gallery |:| Automatically update
@ COnly in this document O Mew documents based on this template

Cancel

Using the controls in this dialog box, you can name the style and customize all aspects of it. You
can base it on an existing style, choose its font, change the font size, apply text effects, and much
more. As you work, a preview will be displayed within the middle of the dialog to show you how

the current settings will look when applied to actual text:

Create New Style from Formatting X
Properties

MName: Bold Header

Style type: Paragraph ~

Style based on: T Mormal w

Style for following paragraph: I Bold Header ~
Formatting

Calibri (Body) w“|12|«|| B I U Automatic w

B = = = — 4= W= | == 3=

= = = = = = = = 1= | £ 3=

Example Text
Font: 12 pt, Bold, Style: Show in the Styles gallery
Based on: Normal

Add to the Styles gallery [ ] Automatically update
@ Cinly in this document O New documents based on this template

Format ~ oK Cancel
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Once you have finished constructing a new style, you can then choose to add this new style to the
Styles gallery, as well make it available in only this document (message) or any messages that are
based on this template.

Click OK to create the new style. With the style created, you can then work with it and apply it as
you would any other style.

THEMES

Themes are a preset combination of colors, fonts, and effects. They allow you to apply a
consistent look amongst all the content that you create or add to an e-mail message. Several
themes are available by default, and are found by clicking Options = Themes:

H ©
Message Insert
2 <l
— Fonts - sE=e s e
Themes Page Becc  From  Permissi
- Effects' Colar~ >
Office
Aa Aa Aa Aa
L L] - EEEEEE 1 EEEEEE EEEEEE
Office Facet Integral lon

Ao AR 2] |2

len Board...  Organic Retr:ﬁpect Slice

Aa 1 Retrospect

Wisp
Reset to Theme from Template
ﬂ|f| Browse for Themes...
’!_'E Sgve Current Theme...

As you mouse over each theme, you will see a preview applied to your message (if it has theme
elements such as page backgrounds, styles, or diagrams). To apply a new theme, click the desired
thumbnail.

Creating Custom Themes
You can define new themes by creating a different combination of colors, fonts, effects, and page
colors. You can find these commands within the Themes group of the Options tab:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do...

Colors - 0 a=e 0.0 . . 10 [ ]
A n -] - | Request a Delivery Receipt ; "’_',
4 V] q prk=cte =9 e
Fonts - i=e = Q . .
Themes — Page Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Delay  Direct
- Effects ™ 5jor - Buttons - Item To = Delivery Replies To
Themes Show Fields Permission Tracking ] Maore Options ]
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Saving Custom Themes

Once you have found a combination of theme settings that you would like to apply, click Options
- Themes - Save Current Theme:

=

File Message Insert Options
B
[A]Fonts - i=e a0 Q
Themes age Bcc From  Permissi
+ |[@Ffects- Color = -
Office
=
Aa Aa Aa Aa
1] L] EEEEEE ' EEEEEE EEEEEEn
Office Facet Integral lon
Aa Aa Aa Aa
EEEEEEN EEEEN EEEEEE EEEEEE
lon Board...  Organic Retrospect Slice
Aa
EEEEEN
Wisp

Reset to Theme from Template
|:|f| Browse for Themes...
|!_'E Save Current Theme...

s

This action will display the Save Current Theme dialog box. Here, you can choose a location where
you want the theme to be saved (which will be the Document Themes folder by default), as well as

give it a name:

£ Save Current Theme

Organize v New folder

% Documents # A Name

=] Pictures »*
[ Microsoft Outlool
@ OneDrive

W ThispC
[ Desktop
%] Documents
4 Downloads
W Music
&= Pictures

W videos

i Local Disk (C:) o

Theme Colors
Theme Effects

Theme Fonts

Date modified

4 « abcwi » AppData » Roaming > Microsoft » Templates » Document Themes »

Type

File folder
File folder

File folder

~ 0

Size

Search Document Themes yel

- @

x

File name: | Example

Save as type: | Office Theme

# Hide Folders

Cancel
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Once a theme has been created and saved, you will be able to find and apply it by clicking Options

- Themes, and then examining the Custom section of the Themes gallery:

H ©

Message

Insert Options

- - -
n Colors @ = =
[A] Fonts - = a2 (-]
Themes Page Bcc From  Permissi
. Effects~ cglor~ -
Custom
Aa
EEEEEE
Example
Office
L L[ -1 L L} --:]] -----ja L L} --1
Office Facet Integral
Aa Aa Aa
EEEEEE EEEEE EEEEEE EEEEEE
lon Board...  Organic Retrospect Slice
Aa
EEEEEE
Wisp
Beset to Theme from Template
E|f| Browse for Themes...
|!_'E Save Current Theme...
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ACTIVITY 2-5

Enhancing an E-mail Message

You are sending an invitation out to many people in your organization to attend a retirement
party. You would like to enhance this e-mail message to give it some flair.

1. To begin, open Outlook 2016. Within your Exercise Files folder, double-click the Activity
2-5.msg file to open it. This message will be displayed in a separate Outlook window:

Party - Message (HTML)

0 do.
% @ U} & [ Follow Up -

1 High Importance
B I U 3 Address Check  Attach Attach Signature Office

e Q
Cut [z

Book Names File Item ¥ Lowlmportance g ins
Clipboard = Basic Text Names Include Tags 5 Addins -
To. |1
=1
ce
send
subject | Joe's Retirement Party
Hey Folks,

loe’s retirement party is planned for next Friday at noon in Boardroom C.
Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John

2. Use your cursor to select the first sentence after the greeting line:

- Message (HTML)

=1
c(m
send
Subject Joe's Retirement Party
Hey Folks,

tge’s retirement party is planned for next Friday at noon in Boardroom C.
Please bring any small gifts and well wishes. Food and refreshments will be provided.
Thanks,

John
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3.  With the first sentence still selected, click Insert > WordArt. Choose the style highlighted

below:

Joe's Retirement Party - Message (HTML)

RSN Optons  FormatTed  Revi nt to do.

0 D D )] fa2x) D A Q £= Drop Cap~
0 = 2 B dd@ Bl o @ [ 4 3 Date & Time
Attach Outiook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark | Text  Quick WordArt

File-  ltem Card~ - - - rts ~ -

T O =

Equation Symbol Herizontal
ictures - [ Object - - Line
Indude Tables lustrations Links ~ ~

To A A ZQX A A L
=1 1 F

[
AAAAA

Subject Joe's Retirement Party -

Hey Folks, :A A A |/ /"

Joe’s retirement party is planned for next Friday at noon in Boardroom C.

Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John

4. The selected sentence will now have been converted into the WordArt style that you

selected:

Joe's Retirement Party - Message (HTML)

Q Tell mew want to do.
NOooO Shape Fill A Align Tert 11Bring Forward - |2 Align~ S
ALLDS G- Abe Abc Shape Outline A - 0 Send Backward ~ 151 Group
" = T .
- = i =105
%A AS Shape Effects | @y, | O Cresteline | 74P i qolectionPane Sk Rotater | €319
Insert Shapes Shape styles [ WordArt styles ) Text Armange Size 5oa
To.
=
ce
Send

Subject [Joe's Retirement Party

Hey Folks,

Joe’s retirement parky is planned for next Fricday at neon
in Boardroom C,

Please bring any small gifts and well wishes. Food and refreshments will be provided.

Thanks,

John

5.  Now, use your cursor to select the next line in this message:

arty - Message (HTML)

Options  FormatTet  Review @ Tel

ntto do..
o e ~ s -
36 cut Calibr (Boc- |11 | A A7 BB @ & A? IF etz >
ER Copy ! High Importance
Paste BIu W.A- Address Check | Attach Attach Signature office
. Format Painter 4 Bots | e G o & LowImportance g ins
Ciipboara & Basic Text 5 Names Incude Tags 5 Addins ~
o
[
s

Subject [ Joe's Retirement Party

Hey Folks,

Joe’s retirement party s planned for next Friday at noon
In Boardrovmm C,

Please bring any smalgfts and well wihes. Food and refrestments i be provided.

Thanks,

John
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6.  Click Format Text - Heading 2 (inside the Styles gallery):

ient Party - Message (HTML)

o X, [Aa HTML
E3  Aa PlainTet
ste
o AdnRich Text

P A AP Find ~
Calibri(E- |11 - [ A" & | Aa- | W 09T | pspbcene| asebcede AaBbC |4aBbCel| % 8, Replace O\
B I Uaxx ¥ A~ TTNormal | TINo Spac.,

_ Change Zoom
Heading 1 Head&gl = S!v‘;' [% Select +

Clipboard | Format Font 5 Paragraph [ Styles 5 Editing | Zoom ~

7. Center the selected text by clicking Format Text - Center:

H S (¢ S Joe's Retirement Party -

File Message Insert Options Farmat Text Review Q Tell mewhat you want to de...

= ¥ A3 HTML

E® | Aa Plain Text

Paste | aby .
T & AdRichTex BT U X W -4

Cambria =13 ~| A A Aa~ A

Clipboard Format Font Pl Paragraph Pl

8. Now, you need to apply a new theme to this message so that it is more consistent. Click
Options - Themes - Slice:

Party - Message (HTML)

d

ROy &

o
Requesta t = e
ONG [ | RequestaResd Receipt | SAveSent Delay  Direct
Buttons - ltem To - Delivery Replies To
Tracking ] More Options ] S

-O-fﬁ

: Y @t noon in Beardreom C.

I'wishes. Food and refreshments will be provided.

9.  With the new theme applied, you will see that the color of the text and WordArt now
appears more consistent:

H © O i o Party - Message (HTML)

File s o do.
B Colors - P=Rr=1 o0 R O 8
[ Mo &) BB Bg R Dreensooms V% &
Themes Page  Bec From  Pemmistion UseVoing [ | pequestaRead Receipt  SiveSent Delay Direct
- [@lffects~ Color- Buttons~ Item To~ Delivery Replies To
Themes Show Fields | Permission Tracking 5 More Options 5 ~

To.

ce
send

Subject | Joe's Retirement Party

Hey Folks,

Joe's reflirernent party is plannec for next Friclery
et heon in Bedrdroonn C.,

Please bring any small gifts and well wishes. Food and refreshments will be provided. |
Thanks,

John
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10. Click File > Save As:

11. Use the Save As dialog box to save the message to your desktop as Activity 2-5 Complete.
Close Microsoft Outlook 2016.

TOPIC F: Manage Automatic
Message Content

Outlook also provides you with ways to create content that will be included in a new message by
default, such as a signature or pre-designed stationery. Over the course of this topic, you will learn
about this type of content and how to manage it.

Topic Objectives

In this topic, you will learn:
» About stationery and themes
»= About font options
»= About signatures

STATIONERY AND THEMES

The Stationery feature in Outlook allows you to apply a variety of different design templates to an
outgoing message. These templates change the background of the message body to a selected
color or pattern. While they are like themes, you are unable to create your own stationery and you
are limited to the templates that are provided by default.
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Themes offer a little more flexibility and can change a greater range of elements within a message.
You can create a new theme from scratch or use one of the many default options. Additionally,
themes can not only modify the background color of a message, but also its text, colors, and
effects. (These themes are different than those applied from within the message itself.)

While stationery and themes can both be applied to outgoing messages on an individual basis, you
also have the option to apply stationery templates and themes by default.

To create a single message using stationery or a theme, click Home - New Items - E-mail
Message Using - More Stationery:

Send f Receive Folder View

Ijl |T| (T Ignore x
“E 7 Clean Up ~
Mew | Mew Delete | Reply

- Reply
Email ltems= &ioJunk~ All

Forward |

Me E7 E-mail Message Respond

Appointment

] [

Meeting

Group
Contact

Task

<k B ¢

E-rnail Message Using * More Stationery...

Mare [tems » Plain Text
54 Skype Meeting Rich Text

HThL
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This action will display the Theme or Stationery dialog box. Using the list on the left-hand side of

this dialog box, you can choose the theme or stationery template that you would like to use to

create the message:

Therme or Stationery
Choose a Theme:

Afternoon
Arctic

Axis

Eears (Stationery)
Elends

Elue Calm
Elueprint
Bold Stripes
Breeze
Canyon
Capsules
Cascade
Compass
Concrete
Currency (Stationery)
Deep Blue
Echo
Eclipse
Edge
Evergreen
Expedition

——
(Mo Theme) L

Garden (Stationery) hd

Vivid Colors
Active Graphics
Background Image

Heading 1 style
< Bullet 1
» Bullet 2
= Bullet 3

Haorizontal Line:

Heading 2 style
Regular Text Sample

Regular Hyperlink
Followed Hyperlink

Cancel

Once you click the OK button, a new Message window will open with that stationery or theme
applied. From there, you may construct your message as you would normally:

Insert  Options  FormatTet  Review
Cut
Copy

Paste

= Format Painter

Clipboard [} Basic Text

Untitled - Message (HTML)

Q Tell want to do...

Eg| :,‘/\@ @ ] Q > Follow Up +

! High Importance

Address Check  Attach Attach Signature

Book Names Filew ftem~ Low Impertance

Mames Include Tags

]

Office
Add-ins
| Addins
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If you have found a theme or stationery template that you would like to use as
the basis for all outgoing messages, you can have it automatically applied
whenever you create a new message. To do this, first click File - Options:

Office Account

Options

3

Feedback

Inside the Outlook Options dialog box, click the Mail category. Then, click the “Stationery and
Fonts” button:

Outlook Options ? X
G | ~ . ~
e B Change the settings for messages you create and receive.
Mail
Calendar Compose messages
Groups /ﬁﬂ Change the editing settings for messages. Editor Options...
People Compose messages in this format: | HTML ~
Tasks
Search ABC [ Always check spelling before sending Spelling and Autocorrect..,
Language lgnore original message text in reply or forward
Advanced
_.3‘ Create or modify signatures for messages. Signatures...
Customize Ribbon
Quick Access Toolbar .
A% Use stationery to change default fonts and styles, colors, and backgrounds. s Stationery and Fonts...
Add-ins
Trust Center Outlook panes
Customize how items are marked as read when using the Reading Pane. R
IE Reading Pane...
Message arrival
ﬁ When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)
Conversation Clean Up v
0K Cancel
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This action will open the Signatures and Stationery dialog box to the Personal Stationery tab:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery
Theme or stationery for new HTML e-mail message
Theme... Mo theme currently selected
Font: |Use theme's font

MNew mail messages

Font... | Sample Text —|

Replying or forwarding messages

Font... | Sample Text —|

|:| Mark my comments with: | John Smith
|:| Pick @ new color when replying or forwarding

Composing and reading plain text messages

Font... Sample Text

Cancel

Click the Theme button near the top of the dialog box to display the Theme or Stationery dialog
box. From the list on the left of this dialog box, you can choose the theme or stationery template
that you would like to have automatically applied to all future messages that you create:

Theme or Stationery ? *

Choose a Theme: Sample of theme Afternoon:

Mo Theme A
Arctic -
B e Heading 1 style
ears dtionery,
Elends * Bullet 1

Blue Calm +  Bullet 2
Blueprint

Bold Stripes +  Bullet 3
BEreeze
Canyaon ! . .
Capsules Horizontal Line:
Cascade
Compass 1
Concrete Heading 2 style
Currency (Stationery)
Deep Blue Regular Text Sample

Echo Regular Hyperlink
E;‘g’;‘-‘ Followed Hyperlink
Evergreen
Expedition
Garden [Stationery) A

[ vivid Colors
Active Graphics
ﬂackgmund Image

Click OK when you are finished. Click the OK button on the two subsequent dialog boxes and the
selected theme or stationery template will now be applied to every new message that you create.
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FONT OPTIONS

In addition to setting a default theme or stationery template for new messages, you also have the
option to choose what font will be used when sending, replying to, or forwarding HTML-formatted

messages. You can find the controls to modify these settings inside the Signatures and Stationery
dialog:

Signatures and Stationery ? x

E-mail Signature  Personal Stationery

Theme or stationery for new HTML e-mail message

Mo theme currently selected
Font: | Use theme's font

MNew mail messages

Font... | Sample Text —|

Replying or forwarding messages

Font... | Sample Text —|

|:| Mark my comments with: | John Smith
|:| Pick a new color when replying or forwarding

Composing and reading plain text messages

Font... Sample Text

oK Cancel

(Remember, to open this dialog box, open the Outlook Options dialog box first. Then, click the
Mail category and click the “Stationery and Fonts” button.)

To set the default font for each type of mail message, choose one of the bottom two options from
the first menu:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery
Theme or stationery for new HTML e-mail message
Theme... Afternoon

Font: | Use theme's font

Mew ma

Always use my fonts k‘

Replying =

Sample Text

|:| Mark my comments with: | John Smith
|:| Pick a new color when replying or forwarding

Composing and reading plain text messages

Font... Sample Text
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Then click the Font button for the type of message that you want to modify:

Signatures and Stationery

E-mail Signature  Personal Stationery
Theme or stationery for new HTML e-mail message

Theme... Capsules

MNew mail messages

=1ai W Abways use my fonts ~

[ —

Sample Text

Replying or forwarding messages

[ | —

Sample Text

|:| Mark my comments with: | John Smith
|:| Pick @ new color when replying or forwarding

Composing and reading plain text messages

| —

Sample Text

Then, you will see the Font dialog. Here, you can customize all aspects of your font:

Font ? >
Font Advanced
Font: Font style: Size:
+Body 11
A | |Regular 8 A
+Headings Italic 9
Agency FBE Bold 10
Algerian Bold Italic
Arial v LES
Font colon Underline style: Underline color:
I ~ No Color |
Effects
[m] strikethrough [®] small caps
|E| Double strikethrough |E| All caps
[®] superscript [®] Hidden
|E| Subscript
Preview
Sample Text
FELAE DETE Cancel

Once you are done, click OK to return to the Signatures and Stationery dialog. Then, click OK in all

open dialogs to apply your changes.
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SIGNATURES

Signatures are commonly used by many organizations to automatically add personalized sender
information to the end of every e-mail. The signature will typically identify the sender, as well as

provide contact information. It may even include a picture or company logo. Keep in mind that you

are not limited to one signature; you can create different signatures for different purposes. For
example, you could create a signature for replying to incoming messages that is different from

another signature that is used when sending a new message.
Creating a Signature

To start creating your signature, click File = Options. Inside the Outlook Options dialog box, click

the Mail category and then click the Signatures button:

Qutlock Options
General .
—| Change the settings for messages you create and receive.
Mail —
Calendar Compose messages
Graups jj Change the editing settings for messages.
People Lompose messages in this format: |HTML w
Tasks
Search ? [ Always check spelling before sending
] r <5 sly or forwar

Language lgnore original message text in reply or forward
Advanced

_L?' Create or medify signatures for messages.
Customize Ribbon

This action will open the E-Mail Signature tab of the Signatures and Stationery dialog. To start

creating your signature, click the New button:

Editor Options...

Spelling and Autocorrect...

Signatures...

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

MNew messages: (none)

Replies/forwards: (none)

Edit signature
Calibri [Body) 11 Automatic

E-mail account: |jcmith@acmewidgets.onmicrosoft.com |~

Cancel

You will then be prompted to name your signature:
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Once you type a name and click OK, you will be returned to the Signatures and Stationery dialog.
You can now use the bottom set of options to type and format your text. Once you’re ready, click

OK to complete the signatu

Mew Signature

Default

Type a name for this signature:

re:

Select signature to edit

Signatures and Stationery

E-mail Signature  Personal Stationery

Edit signature

Delete Hew Save Bename

Choose default signature

E-mail gccount: | jomith@acmewidgets.onmicrosoft.com |~
Mew messages: (none) w

Replies/forwards: |(ngng) -

[25] Business Card |_—'|;| %

Calibri (Body) “|[M~|| B I U Automatic vli=l = =
Joe Smith "
CEO
Acme Widgets Co.f

W

Cancel

Setting Signature Options

If you examine the options on the right-hand side of the Signatures and Stationery dialog, you will
see a variety of different controls:

Select signature to edit

Signatures and Stationery

E-mail Signature  Personal Stationery

Choose default signature

E-mail gccount: | jomith@acmewidgets.onmicrosoft.com |~
Mew messages: (none) w

Replies/forwards: |(ngng) -

Delete

Hew Save Bename

The top menu is used to choose what e-mail account you want to set signature options for. Then,
you can choose what signature you want to use for new messages, as well as replies and forwards.

Once your options are set,

click OK.
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Using Signatures

If you’ve set a signature as the default in the Signatures and Stationery dialog, it will be added
automatically to the appropriate type of message (new messages and/or replies and forwards). To
add a signature to a message manually, click Insert = Signature = [Signature]:

Message Options Format
]
Attach Outlook Business Calendar Signature Table | F
Filer Itemn  Card~ =
Include Default

Signatures...

You can also click the Signatures command in this drop-down menu to open the Signatures and
Stationery dialog.

ACTIVITY 2-6
Managing Automatic Message Content

Now that you have become comfortable with using Outlook 2016, you would like to start

customizing it to suit your own needs. To start, you need to create a signature and then create a
new message.

1. To begin, open Outlook 2016:

Inbos - jsmith@acmevidgets onmicrosoft com - Outlook

Reply Reply Forvard [ pore -
Al

= Scheduledoo

0= e

Inbox 4

Hey all,
Joe s going to be retiring s00n, so | thought we could throw a small celebration. Please let me know your avalability for next week.
Thanks,

John

= om o g o
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2.  Click File = Options:

©

Info

Open & Export
Save As

Save Attachments

Print

Office Account

Options

Feedback

Exit

3. Inthe Outlook Options dialog box, click the Mail category:

Outlook Options

General

Mail

Calendar L‘x"
Groups

People

Tasks

Search

Language

Advanced
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4.  With the Mail category now displayed within the Outlook Options dialog box, click the

Signatures button:

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

N
i—: Change the settings for messages you create and receive.

Compose messages
ZE Change the editing settings for messages.

Compose messages in this format HTML | w~

ABC O

Always check spelling before sending

Ignore original message text in reply or forward

_._?‘ Create or modify signatures for messages.

A% Use stationery to change default fonts and styles, colars, and backgrounds.

Qutlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival
When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert

Editor Options...

Spelling and Autocorrect...

— | Signatures...

Stationery and Fonts...

Reading Pane...

[ Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

oK Cancel

5. The Signatures and Stationery dialog box will now be shown with the E-mail Signature

tab displayed:

Select signature to edit

Signatures and Stationery

E-mail Signature  Personal Stationery

Choose default signature

E-mail account: | jemith @acmewidgets.onmicrosoft.com |~

New messages: (none) ~

Replies/forwards: |(ngne) o

EJEfE New RE
Edit signature
Calibri [Body] 11 B I U Automatic Business Card

-

v

Cancel
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6. Click the New button:

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
New messages: (none) ~
Replies/forwards: (nane) "
Edit signature
Calibri (Body) 11 ‘ B I U Automatic Business Card
-
v
Cancel

7. The New Signature dialog box will now be displayed. Type “Default” as the name for the
new signature that you are creating and then click OK:

Mew Signature ? >

Type a name for this signature:
Default

Cancel

8.  With a new signature created, you can begin customizing it using the controls in this
dialog. Click inside the “Edit signature” text area and type your name:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
befaut ] E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
Mew messages: (none) "
Replies/forwards: |inone “
Delete Hew Save Rename

Edit signature
Calibri (Body) ~(1M~l| B T U Automatic ~

[25] Business Card ‘ L_‘g %

John Smith ~

OK Cancel
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9. Select your name and then click the Bold button just above the text area:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
[Defaut ] E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
New messages: (none) ~
Replies/forwards: (nane) "
Delete New Save Bename

Edit signature

u [25] Business Card ‘ L_‘g %
e’ A~

Calibri (Body) w11 v‘ ?\ I u Automatic s

John Smith

oK Cancel

10. Click at the end of your name and press the Enter key on your keyboard to create a new
line. Type your job title:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
[Defaut ] E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
New messages: (none) ~
Replies/forwards: (nane) -
Delete New Save Bename

Edit signature

calibri Body)  |v|[11[v]|/B I U Automatic | v [&=] Business Card ‘l__‘.; 2

John Smith A~
student| ==

oK Cancel

(If you do not have a job title, type “Student.”)
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11. Press Enter to create a new line. Type your city and state/province:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
[Defaut ] E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
New messages: (none) ~
Replies/forwards: (nane) "
Delete New Save Bename

Edit signature
Calibri (Body) (1wl B T U Automatic s

[25] Business Card ‘ L_‘g %

John Smith A~
Student
New York, N.Y, e

oK Cancel

12. With the signature now complete, click the OK button in the lower right-hand corner of
the dialog box:

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
[Defaut ] E-mail account: | jmith @acmewidgets.onmicrosoft.com |~
New messages: (none) ~
Replies/forwards: (nane) -
Delete New Save Bename

Edit signature

calibri Body)  |v|[11[v]|/B I U Automatic | v [&=] Business Card ‘l__‘.; 2

John Smith A~
Student
New York, N.Y.

13. Back in the Outlook Options dialog box, click OK:

:rformance)

Ok h Cancel
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14. Now, you need to create a new e-mail to test out the signature that you just created. You

would also like to see what kind of stationery templates are available. Back in the main
Outlook 2016 window, click Home - New Items = E-mail Message Using - More
Stationery:

Send / Receive Folder View
El a|_||I:j (5 Ignore x
Mew | MNew 155 Clean Up~ Delete | Reply Reply Forward |
Email ltems= e Junk~ Al
Me £ E-mail Meszage Respond
E Appointment
ﬂ Meeting
;;" Group
B3 Contact
v Task
E-mail Message Using + More Stationery...
Mare [tems r Plain Text
{8y Skype Meeting ;ich Text
HTML

15. The Theme or Stationery dialog box will now be displayed. Scroll down in the list box on
the left side of it and then click to select the Soft Blue (Stationery) option. You will see a
preview of how this stationery template will look:

Theme or Stationery ? d

Choose a Theme: Sample of stationery Soft Blue:

Profile ~
Quadrant

Radial

Refined

Rice Paper

Ripple

Romanesque

Roses [Stationery)

Satin

Sea Marble (Stationery)
Shades of Blue [Stationery)
Sky

Slate

Soft Blue (Statione
Sonora h‘
Spring

Stars (Stationery)

Straight Edge

Studio

Sumi Painting

Tech Tools [Stationery)
Water

Watermark v

Vivid Colors
Active Graphics

Background Image
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16. Inthe lower right-hand corner of the Theme or Stationery dialog box, click the OK

button:

17. A new Message window will open with the selected stationery template applied.
Additionally, you will see the signature that you configured earlier in this activity:

Theme or Stationery

Choose a Theme:

Sample of stationery Soft Blue:

Profile

Quadrant

Radial

Refined

Rice Paper
Ripple
Romanesgue
Roses [Stationery)
Satin

Sky
Slate

Sonora

Spring

Stars (Stationery)
Straight Edge

Studio

Sumi Painting

Tech Tools [Stationery)
Water

Watermark

Sea Marble (Stationery)
Shades of Blue [Stationery)

Soft Blue [Statione

Vivid Colors
Active Graphics

Background Image

Cancel

Options

Format et Review

o do.
@ (U

'3‘ [> Follow ’
Vi = 1 High I L
B I U Address Check  Attach Attach Signature Office
Book MNames File Item+ - ¥ Lowimportance | Add-ins
Basic Text Names Include Tags Add
To. | [I
=
ce
send
Subject
John Smith
Student
New York, N.Y.
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18. Click File > Save As:

19. Use the Save As dialog box to save the message to your desktop as Activity 2-6 Complete.
Close Microsoft Outlook 2016.

Summary

Over the course of this lesson, you learned about the various tools that you can use to compose
new messages in Outlook 2016. You should now feel comfortable creating a new e-mail message
from scratch, as well as checking a new message for spelling or grammar errors. Additionally, you
should feel comfortable using the many formatting tools that are available to enhance your
message. Finally, you should also be able to attach different file types to an outgoing e-mail
message, as well as manage automatic message content (such as signatures and stationery
templates).
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LESSON 3:
READING AND RESPONDING TO
MESSAGES

Lesson Objectives

In this lesson you will learn how to:
= Customize reading options
=  Work with attachments

= Manage your message responses
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TOPIC A: Customize Reading
Options

Outlook 2016 includes several different ways in which you can read messages that you receive.
While the default settings may work for most people, being familiar with all the available reading
methods can come in handy. Over the course of this topic, you will learn how to customize reading
options.

Topic Objectives
In this topic, you will learn:
= About desktop alerts
= About pane views
= About Message Preview
= About conversations
= About mail options

DESKTOP ALERTS

You may have already seen a desktop alert shown while you have been working with Outlook
2016. These alerts are small notifications that appear when a new message or Outlook item
appears inside of your inbox. This pop-up notification will provide you with a brief description of
the item and will appear above any currently displayed windows:

John Smith

- 12:06 PM
=) B 10/8/2015

If the desktop alert concerns an e-mail message, you will see who the sender is, the message
subject line, and a few lines from the body of the message. Clicking on the alert will display the
message in a separate message window.

While desktop alerts are enabled by default, you do have the option to disable them. You can find

this setting inside the “Message arrival” section of the Mail category in the Outlook Options dialog
box.
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Other Message Arrival Notifications

There are also other message arrival notifications that can be enabled. For example, you can have
a specific sound played, temporarily change the appearance of your mouse cursor, and/or display
an envelope icon in the system tray area of the taskbar.

PANE VIEWS

Outlook includes several different panes that make up the primary Outlook 2016 window, each of
which can be configured separately. These panes are modified using the commands in the Layout
group of the View tab:

Inbos - jsmith@acmenidgets onmicrosoft.com - Outlook

. Il © et meuhatyouwantto do

.| F Bl S B cogorer || 11 Rovemesor

~ | i Add Colurnns
=l S|
1™ fiag: Due Date 1H size ) subject

Message | ™ fiog: Start Date

Preview += Expand/Collapse

Using the Folder Pane, Reading Pane, and To-Do Bar drop-down commands, you are able to
minimize those panes or remove them completely from the Outlook 2016 window. This has the
effect of providing more space for the Reading pane and the main working area.

The Options command in the Folder Pane drop-down menu will display the Navigation Options
dialog box:

Mavigation Options x

-

Maximum number of visible items: ﬂ =
Cnmpact Mavigation

Display in this order

Mail Move Up
Calendar
People
Tasks
Motes
Folders
Shortouts

Maove Down

Reset Cancel

Using the controls in this dialog box, you can choose what buttons will populate the bottom of the
Navigation pane. You can also toggle Compact Navigation (which will show icons instead of
workspace names) on or off.

Reading Pane *
The Reading Pane drop-down command

allows you to dock this pane to the right of
the working area or at the bottom of it, as
well as turn it off. Clicking the Options
command will display the Reading Pane
dialog:

Reading Pane options
|:| Mark items as read when viewed in the Reading Pane
5
Mark item as read when selection changes
Single key reading using space bar
[+] Turn on automatic full-screen reading in portrait orientation

Cancel
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Using the controls in this dialog box, you can choose if items are marked as read when they are
viewed in the Reading pane and modify a few other settings.

You can also choose how items in the workspace are arranged using the options in the
Arrangement group of the View tab. For example, if you wanted to view all your received
messages sorted by their individual subject lines, you would click the Subject option:

= = - n
Eg Fl':!“.' Date =3 From Fa To 1 Categories T'L Reverse Sort
> > e = - = Add Columns
Message | | Flag: Start Date [ Flag: Due Date [H size =1 Subject 7| «
Preview - = Expand/Collapse -
Arrangement

As well, you can customize the specific fields shown by right clicking the column headers at the top
of the workspace list:

Search Current Mailbox (... J@ | Current Mailbox -

All Unread % Bae Miata ™ Mameact L
4 Today v| Date
i Erom
John Smith
Joe's Retirement To

Hey all, Joeis goins Categories

Flag: Start Date

Flag: Due Date

Size

Subject

Type

Attachments

Account

Importance

Show as Conversations
«  Show in Groups

.u.'”' Wiew Settings...
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MESSAGE PREVIEW

Message Preview is used to display the first few lines from a message, in the message list, just
below the message’s subject line. By default, this feature will display just one line:

John Smith 1]
Joe's Retirement 12:07 PM
Hey all, Joe is going to be

If you would like to display two or three lines instead, click View - Message Preview = [Line
Count]:

Home Send [ Receive Folder
g i:fi E'\ Show as Conversations FGQE
Change View Reset Conversation Settings Message > Fla
View = Settings View : Preview -
Current Wiew hessages off
« 1Line
2 Lines

You will then be asked if you would like to change the message preview settings for only the
current folder or your whole mailbox:

Microsoft Outlook >

Change preview setting in:

All mailboxes This folder L\‘ Cancel

Here, you can see how a message is displayed when the message preview displays two lines:

John Smith [
Joe's Retirement 12:07 PM
Hey all, Joe is goingto be
retiring soon, so | thought

CONVERSATIONS

Conversations continue to be a way to organize messages in Outlook 2016. This feature groups all
sent and received e-mails that share the same subject line. By grouping these messages together
under the same subject line, you are able to follow a discussion in a more linear fashion as a
thread.
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It also helps keep your inbox much more organized by having multiple messages from multiple
people with the same subject contained to one entry. Additionally, if you receive new e-mail that
is part of a previous discussion, that discussion will automatically be moved to the top of the
message list.

Conversations are identified by a small arrow icon adjacent to a message listing in the working
area:

All Unread - Mewest 4
4 Today
b John Smith [
Joe's Retirement 12407 PM

Hey all, Joeis going to be

Clicking this arrow will expand or collapse the conversation. Here is an example of a conversation
that has been expanded:

N BwWes
All Unread M td
4 Today
4 loe's Retirement

That sounds great! I'm

John Smith 12:07 PM 0 =
Hey all, Joe is going to be
Johin Smith Sent ltems [l_lj

Hey all, Joe is going to be

(Note that if an existing conversation receives a new message, the subject line will be bolded.)

The Conversations feature is not on by default, but it can be toggled on (or off) by clicking View >
Show as Conversations:

H

Home Send / Receive Folder

Q i:? z\ %Shnw as Conversations

Change Vi'_aw R'_ESEt Conversation Settings Mes_sage
View - Settings Wiew Preview ~

Current View Messages

This action will display a dialog box where you can choose to arrange the items by conversation in
the current folder or all folders in your mailbox:

Microsoft Outlook *

Show messages arranged by conversations in:

All mailboxes This folder Cancel
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After clicking on one of these options, the Conversations feature will be enabled.

Split Conversations

When a conversation contains more than one conversation thread, it is referred to as a split
conversation. For example, if someone replies to the first message that initiated a conversation
rather than replying to a more recent one, a split conversation will occur.

MaAIL OPTIONS

Many of the settings that control how messages are sent and received are @
accessed via the Outlook Options dialog box. To open this dialog box, click
File - Options:

Infa

Open & Export

Save As

Save Attachments

Print

Office Account

Options

Feedback

With the Outlook Options dialog box displayed, click the Mail category. You will see that this
category includes several different sections:

Qutlock Options ? X
General 5 ! ~
nere E—: Change the settings for messages you create and receive,
Mail
Calendar Compose messages
Graups /ﬂ.ﬂ Change the editing settings for messages. Editor Options...
People Compose messages in this format: |HTML ~
Tasks
ABC Sl .
Search [ Always check spelling before sending Spelling and Autocorrect..,
] igi 5t i hy i
Language lgnore original message text in reply or forward
Advanced
4?‘ Create or modify signatures for messages, Signatures..,
Custemize Ribbon
Quick Access Toolbar é . -
A‘% Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Add-ins
Trust Center Outiook panes
Customize how items are marked as read when using the Reading Pane. R
IE Reading Pane...
Message arrival
" When new messages arrive:
Play a sound
[ Briefly change the mouse pointer
Show an envelope icon in the taskbar
Display a Desktop Alert
[ Enable preview for Rights Protected messages (May impact pefformance)
Conversation Clean Up v
oK Cancel

Below is a breakdown of the settings that you will find in each section of the Mail category:
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Compose messages: This section contains controls to modify the editing settings for a
message (HTML, Rich Text, or Plain Text); configure how spelling and AutoCorrect tools
operate; access signature options; and customize the stationery and fonts that are used for
new messages.

Outlook panes: This section contains just one button that is used to customize how the
Reading pane operates.

Message arrival: Here, you can modify what happens when a new message is received by
Outlook.

Conversation Clean Up: In this section you can control how the conversation clean up tool
works. This includes controlling what type of messages are moved and choosing where
cleaned up items are moved to.

Replies and forwards: This section controls what kind of information is included when you
choose to reply or forward a received message. By default, the original message will be
included whenever you forward or reply to a message.

Save messages: In this section you can control how and when a message is saved as you
are composing it.

Send messages: This section contains options to modify the default importance and
sensitivity of any messages that you send, amongst many other similar settings.

MailTips: In this section you will be able to control when and how MailTips are displayed.
Tracking: In this section you will see controls that are used to configure how delivery and
read receipts are handled.

Message format: The settings in this section control the underlying formatting of a
message.

Other: The last section in the Mail category includes a mix of controls that are used to
modify paste options, Next and Previous button display, and more.

AcTiviTy 3-1

Customizing Reading Options

You would like to tweak Outlook’s reading options in a few different ways to better match your
own preferences.

1.

To begin, open Microsoft Outlook 2016:

on, 5o | thought we could throw a small celebration. Please let me know your availability for next week.

ccccc

= om s @ e
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2. Hide the Favorites section in the Navigation pane by clicking the arrow ( * ) that appears
next to the Favorites title:

gavorites
Inbox 4
Clutter

Sent lterms

Drafts

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [tems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
RS5 Feeds

I Search Folders

I- Groups

(If no Favorites are currently configured, skip to the next step.)

3.  Adjust the Reading pane so that it appears below the message list by clicking View =
Reading Pane - Bottom:

Inbox - smith@acmewidgets.onmicrosaft.com - Outiook.

1 Reverse Sort
- = Add Columns

1 Categories

B subject

- fo
+- Bpand/Collapse ™ pane.

S e
o i
mRE

eings - | Messoge 1 flag: Start Date. 1™ Flag: Due Date [l size B subject

4 Favorites €Al Unread
Inbox 4 1200 |FROM SUBJECT RECEVED v size CATEGORIES v =
Clutter 4" ate:Today
Sent Items B ahn St i T0/2015 1507 PS5 RE

Heyall, Joeis s througn ¥ Thanks, John <end>
Drafts

4 Date:Yesterday

4jsmith@acmewidgets.onmicr... 0 sonn smitn Wed 10772015 1239PM 318 [
Inbox 4 © [ John smitn Wed 1077720151235 PM 40KB.

Heyall, Joeiz througn Pesse et me know your s Thanks, Jonn <end> !
Duatts
S 4 Date: Monday

Jonn smitn Mon 10/52015 125PM 2448
CEiEn B Heyall, Jocis week. Thanks, John <end>

througna Piease et me know your a
Clut

4 Date: Last Week
TueSRIROIS TISBAM  41KB

jonn Smi gets@outiookcom> | Jomsnih B1 rzoseu

Joe's Retirement.
@ You replie o this message on 1072015 105 P, .

=) Schedule docx
o=

ke
Action hems + Getmore app:
Hey all,
Joe is going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.
Thanks,

= om o B e

ems 12 Unteadt 4 Al foldersare up to date, _Connecteata: Mcrosoft Exnange [JIEIN] B8 - 0 + 100
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5.  Now you would like to modify how columns are displayed in the current message list.
Click View - Add Columns:

[ Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home  Send/Receive  Folder Q Tell me what you want to do...

= S ~ "
(_) 5:? 7} e et B3 Date €2 From £i1o 1 Categories 1] Reverse Sort
"
~ - - - ~ it Addl Cojumns =
Change View Reset Conversation Settings - Message | % Flag: Start Date 1™ Flag: Due Date 1H size B subject e
View = Settings View N Preview Expand/Tollapse -
Current View Messages Amangement

6. The Show Columns dialog box will now be displayed. In the list on the right-hand side of
this dialog box, click Attachment and then click the Move Down button twice:

Show Columns ot

Maximum number of lines in compact mode: | 2 |«

Select available columns from:

Frequently-used fields v

Available columns: Show these columns in this order:
Auto Forwarded - Add -» Impartance
Cc Reminder
Contacts < Remove lcon
Conversation From
Created Attachment
Do Mot AutoArchive Subject
Due Date New Column. Received
Flag Completed Date Size
Follow Up Flag Categaories
IMAP Status Flag Status
Message

Criginator Delivery Reque:

Read

Received Representing Mai ¥

Properties Delete Move Up
Cance
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7. The Attachment column will now be after the Subject column, but before the Received
column. Click OK to apply the new settings:

Show Columns >

Maximum number of lines in compact mode: 2 |«
Select available columns from:

Frequently-used fields ~

Available columns: 5how these columns in this order
Auto Forwarded A Add - Importance

Cc Reminder

Contacts <R lcon

Conversation peEITOVE From

Created Subject

Do Mot Autobrchive Attachment
Due Date New Calumn... Received
Flag Completed Date Size
Follow Up Flag Categories
IMAP Status Flag Status
Message

Criginator Delivery Reques

Read

Received Representing Mai ¥

Properties Delete Move Up

8. Examine the message list of the Outlook 2016 window. You will see the new column:

1| | FROM SUBJECT @ |RECENED ¥ SIZE CATEGORIES ks -
4 DaterTotay
iR St o¥ oSS e R SR

Heyall, Joe is going to be reti

& could through a small celebration. Please let me know your availability for next week. Thanks, John <end>

4 Date: Yesterday

John smith Requested Documents [l wed 107201512390 31K8

9. Next, you would like to arrange the items in the message list by the sender. Display the
View tab. Within the Arrangement gallery, click the From option:

H & = Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlock

File Home Send / Receive Folder i Q Tell me what you want to do...

= o n
C) .):? [7a) s (i eeat ar 53 Date lFrom §2 10 1 Categories 71 Reverse Sort
~ . - = - | i1 Add Calumns
Change View Reset Conversation Settings - Message | % Flag: Start Date 1™ Flag: Due Date 1H size =1 Subject =
View = Settings View B Preview Expand/Collapse ~
Current View Messages Arrangement

10. You will see the new arrangement now applied to the message list:

Al Unread Search Current Mailbox (Cti=E) O | Cument Mailbor_+
1| & | D |FROM - SUBJECT @ |RECEIVED SIZE CATEGORIES i -
4 From: John Smith: 4 item(s)
5 ohn it Joe Rekrement W 1072075 20T AW 39KE
Hey al, Joe i going to be retiring s00m, 50 | hought we could through a smal celzbration. Plesse et me knowyour availabilty for net week. Thanks, John <ends
John Smith Requested Documents ) wed 10720151239 P 31KB
©4John Smith Joe's Retirement [ Wed 10720151235 PN 40KB

Hey all, Joe is going to be retiring soon, 50 I thought we could through a small celebration. Flease let me know your availability for next week. Thanks, John <end>
John Smith Joe's Retirement Mon10/5/2015 125 PM 24 KB
Hey all, Joe is going to be retiring soon, so | thaught we could through a small celebration. Please let me know your availability for next week. Thanks, John <end>

4 From: Microsaft Online Services Team: 1 item(s)

Microsoft Online Servi.. Your Velsoft password has been reset Tue 9/29/72015 1156 AM 41KB

4 From: OneNote Team: 1 item(s)

OneMote Team Welcome to OneNate 731201510094 39KB
Get OneNote for free on all your devices >
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11. Finally, you would like to change the duration that desktop alerts are
displayed for. Click File - Options:

Info
Open 8t Export
Save As

Save Attachments

Print

Dffice Account

Options k

Feedback

Exit

12. Inthe Outlook Options dialog box, click the Mail category:

Outlock Options

General

Mail

Calendar b
Groups

People

Tasks

Search
Language

Advanced

13. Within the “Message arrival” section, ensure that the first four options are checked:

Message arrival

When new messages arrive:

Play a sound

kel Briefly change the mouse pointer
Shoﬂ an envelope icon in the taskbar
Display a Desktop Alert

[] Enable preview for Rights Protected messages (May impact performance)

1 |

14. Click the OK button:

performance)

QK I} Cancel
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15. To restore the default view settings, click View - Reset View:

o8 = Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home  Send/Receive  Folder Q Tell me what you want to do...

= = n
(9 .ﬁ? "2l Show as Canversations BZ Date 2 o §2To 1 Categories 1] Reverse ot
- > - _ = - | =] Add Columns
Change View | Reset Conversation Settings - Message | I* Flag: Start Date ™ Flag: Due Date 1H size B subject =
View: Setings Viewp, #7 | preview~ - Expand/Collapse -
Current View Messages Arrangement

16. When prompted, click Yes to reset the Compact view to its original settings:

Microsoft Outlook ot

| Are you sure you want to reset the view "Compact” to its original settings?

Yes k‘ Mo

17. Next, click View - Reading Pane = Right:

i)

~ | &=l Add Columns.

lew Close
Allitems

18. Close Microsoft Outlook 2016.
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TOPIC B: Work with
Attachments

As e-mail is frequently used to send files, it’s important to know how to work with those
attachments. Over the course of this topic, you will learn how to use attachment preview, as well
as how to print any attachments that you receive.

Topic Objectives

In this topic, you will learn:
»= About attachment preview
» About printing attachments

ATTACHMENT PREVIEW

As the name suggests, the Attachment Preview feature is used to preview an e-mail attachment
without having to open it in its native application. To preview an attachment, click on the
attachment listing:

3 Reply 2 Reply All £} Forward
John Smith <abcwidgets@outlook.com:> John Smith gt 213PM

Documents

Documents.docx .
bd=| 105ke s

W

Hey lohn,
Here are the documents that you requested for review.
Thanks,

Joe

A preview of the attachment will then be displayed in the Reading pane (if you have the correct
software installed) and the Attachment Tools — Attachments tab will be shown on the ribbon:

nange [N B

(Like regular attachments, you should only preview files that you trust.)
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If you are viewing an attachment in the Message window, the preview will be shown in the main
body of the window:

Documents - Message (HTML)

File Message

a5 X
Open Quick Send Save SaveAll  Remove  Copy  Show
Print  Tov  As Attachments Attachment Message
Actions Selection  Message ~

€ Backto message

Last changed:  Tuesday, April 7, 2015

E Documents.docx
M=| o5k

[v]

VENT NAME] & J
You can switch back to the contents of the e-mail by clicking Attachment Tools — Attachments -

Attachment Tools

Attachments '-;' Tell me what you want to do...

e GE B X B

Open Quick Send Save Save All Remaowve Copy Show
Print To-  As Attachments Attachment Message

Actions Selection Messageh

PRINTING ATTACHMENTS

You can also print attachments directly from Outlook. To print an attachment, right-click its listing
and click Quick Print:

£ Reply @_ Reply All £} Forward
John Smith <abcwidgets@outlook.com:= John Smith
Documents
= Documents.docx
"E 195 KB "
Preview
He¢ Open
Quick Print
He B3 swvens you requested for review.
Tk @a Save All Attachments...
< Remove Attachment

By Copy
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Alternatively, if you are currently previewing a file that you would like to print, you can click

Attachment Tools — Attachments - Quick Print:

T I

Home Send f Receive Folder View

2o g X

Open Quick  Send Save Save All Remove
Print %TD" As  Attachments Attachment

Actions

Attachment Tools

Attachments
EERE
Copy Show

Message

Selection Message

Either command sequence will display the Opening Mail Attachment dialog. You will be given the
option to open the file or save it to your computer. One of these options must be selected before

you can print the attachment:

Opening Mail Attachment

Attachment: Documents.dood from Inbox -

5

Always ask before opening this type of file

Pt

o You should only open attachments from a trustworthy source,

jsmithi@acmewidgets.onmicrosoft.com - Outlook

Would you like to open the file or save it to your computer?

Cancel

(Note that if you click Save, you must choose a destination where you would like the attachment

to be stored.)

In either case, the attachment will then be printed to your default printer using the default

printing settings.
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AcTiviTy 3-2
Working with Attachments

You have received an e-mail from a colleague that includes an attachment. You would like to
preview this attachment to see what it contains and then print it to your default printer. Microsoft
Word and a printer are required for this activity.

1. To begin, open Outlook 2016. Within your Exercise Files folder, double-click the Activity
3-2.msg file to open it. This message will be displayed in a separate Outlook window:

Event Flyer Draft - Message (HTML)

Message

: R G am Y ™ m P oai Q
s Delet Reply Reply Fe d M @O"ENU& Mark  Cate Foll Translate BlEEE=R
Chlmte BRSNS TR ERMore - 2 EPAdions | e Up- < Iy select~
oeee - s sl canng e &
John Smith <abcwidgets@outiook.com> abowidoets @autiock.com M1 apmors
Event Flyer Draft .

A Activity 3-2docx

0= obes

Hey Jason,

Here is a copy of the draft for the event flyer that | have been working on. Please let me know if you have any recommendations or concerns.
Thanks,

John

2. Just below the subject line, click on the listing for the attachment:

Event Flyer Draft - Message (HTML)

Message Q Tell me what you want to do...

—~ —~ —~ o A X
Ignare :—/] (ﬁ_é] ﬁ__i [ Mesting ¥ Rules =|| > a& L Find q
Del Reply Reoly F J o .;m OneNote Gt @ o ] Tond [ Related - =
- o elete eply Reply Forwar o ove arl ategorize Follow ranslate oom
&g Junk A E-@Mnre . [EPActions- Unread - Up~ . Select~
Delete Respond Mave Tags ] Editing Zoom
John Smith <abcwidgets@outlook.com> abowidgets@outiook.com

Event Flyer Draft

E Activity 3-2.docx .
W=| o bytes [}
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3.

A preview of the file will now be displayed in the body of the Message window. Scroll
through the preview to review it:

Event Flyer Draft - Message (HTML)

€ Backto message

Author: - ACME Widgets

Activity 3-2.docx
W= 0bytes

4.
Attachment To...
Message Attachments
SRR B X B G
= N Y
Open Quick Send Save Save All Remowve Copy Show
Print, To- As  Attachments Attachment Message
Actions Selection Message
5.

The Opening Mail Attachment dialog box will now be displayed. Click the Open button:

Opening Mail Attachment et

o You should only open attachments from a trustworthy source,

Attachment: Activity 3-2.dook from Event Flyer Draft -
Pessage [HTMIL)

Would you like to open the file or save it to your computer?

coen ] [ ]

Always ask before opening this type of file

6. The associated application for this file (Microsoft Word in this case) will flash open and
close. The file will then be printed to your default printer.

7. Close the Message window to complete this activity.
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TOPIC C: Manage Your Message
Responses

Outlook 2016 includes a variety of different features to help you manage responses that you
receive from your messages.

Topic Objectives
In this topic, you will learn:
= About the InfoBar
»= About voting and tracking options
* How to use the Resend and Recall commands

THE INFOBAR

As you have worked with Outlook 2016, you may have noticed the InfoBar. It is a small banner that
appears just below the ribbon in the Message window. If you are viewing an item in the Reading
pane, the InfoBar will be shown below the sender’s name. It provides you with different
information about the current item depending on the item type.

For example, if you are viewing a message, you might see the date and time that you replied to it
or forwarded it to another person:

File Message

Gignore P ﬁ’(i(ﬁ’(i 2 Meeting | Moveto:? 5 ToManager Vo TR | Oy, i |> 3y PFind Q

I Team Email + Done B OneNote [ Related -
& Junk~ Delete | Reply Reply Forward [ piore ~ Move Mark Categorize Follow | Translate
° Al Unread = Up~ - [y select~

o 0om
2 Reply & Delete  # Create New M = [EPActions +
Delete Quick Steps = Move Tags © Editing Zoom

John Smith <ab @outlook com> John Smith W Wed 12:35 PM

Joe's Retire nt

@ You forwarded this message on 10/7/

The InfoBar will also show you if the message has been flagged or if it has been categorized. If you
are viewing an invitation to a meeting, you will see the date and time that you responded to the
invitation, as well as the response that you sent.

VOTING OPTIONS

A unique feature in Outlook is the ability to add voting options to a message. Clicking Options -
Use Voting Buttons while creating a message allows you to add a basic poll to it:

Untitled - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want to do...
n Colors = a0 ae=e 0.0 Y ‘:TL:"-! °
Fonie - SEI(_ 5% e | Request a Delivery Receipt m =4 %
Themes Eeine 7F'?;|e Bcc From  Permission  Use Voting Request 5 Read Receipt SaveSent Delay  Direct
- ects™ Color - Eut&ns' Item To ~ Delivery Replies To

Themes Show Fields Permission LipproveReject [F] Mare Options ]
Yes;Mo
Yes;No;Maybe

Custom...
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You can choose a few different default poll answers, including Approve; Reject, Yes;No, and
Yes;No;Maybe. You can also choose to have your own custom responses if you wish by clicking the

Custom option.

When a recipient receives a message that contains a poll, the InfoBar will display text that lets
them know that they are to vote:

Pall - Message (HTML)

U want to do...

LN AN S v . . ~ ~ N
T Ignore x il E—E% r&ﬁ (= E2Mecting Move to: 7 3 To Manager Vo e = ==I |> a% P Q
€ = 1 Team Email v Done OneNote Related -
Del Vote Reply Reply Forward M k G Follow  Transl
. Delete  Vote Reply Reply Forward [j - —| | Move ark Categorize Follow Translate som
& Junk o s i More EL Reply & Delete ¥ Create New = o B Actions  Unresd - Up~ T 13 select
Delete Respand Quick steps 5 Wove Tags 5 Editing Zoom -
John Smith John Smith 229 PM
Poll
v

@ Vote by clicking Vote in the Respond group above, e

Responses to the poll will be sent to the sender, who can see the response in the InfoBar for the
received message:

+ [ = Yes: Poll - Message (HTML)

(WSS Q' Tell me what you want to do...

~ o~ v, - . e el
TxIgnore x S (&(i () 2 Mesting Move to: 7 3 To Manager V| “SRules [ ==I |> & P Find
o T — EI Team Email v Done i OneNote [ cotow | Trons Related -
. Delete  Reply Reply Forward [ - . ove ark Categorize Follow  Translate ‘oom
& Junk 2 5] More E2 Reply & Delete ¥ Create New 5 o EPActionst  Umesd 2 Upe SO Y Select
Delete Respond Quick Steps i) Move Tags i) Editing Zoom ~
John Smith John Smith 230PM
Yes: Poll
v

@ The sender responded: Ves. S

The sender can view a cumulative result of the vote by opening the original message from the Sent
Items folder and then clicking Message - Tracking:

U\ W+ 5

Message ' Tell me what you want to de...

A e P o &
Gigoe X (2 2 (3 Emeetng (LW
&, Junk~ Delete  Reply Reply Forward [ pore~  Message Tracking

All %

Delete Respond Show

This action will show the results in the InfoBar of this message, along with detailed results in the
main Message window:

Poll - Message (HTML)

youwant to do...

~ ~ ~ vl | . . | o
R lgnore x < (&4 3 Eemeting | Move to: ? 3 To Manager Voo Rules - ==I |> »
b o R (" : ')d " e ‘k' EJ Team Email v Done " % Onenote e e B-
- ete £ - . it anslat Z
& Junk - Delete  Reply ;;‘oly onward (5] pore essage (RGG) | ) oo pelete 7 Create New [V e e Umae’ad s Gpovw ranslate aom
Delete Respond Show Quick Steps [ Move Tags [ Editing Zoom ~

@ This message was sent on 10/8/2013 2:29 PM.
Reply Totals: Yes 1; No 0; Maybe 0
Response

Recipient
Yes: 10/8/2015 2:30 PM

John Smith

(To return to the normal message view, click Message - Message.)
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TRACKING OPTIONS

In addition to voting, Outlook also provides some tracking options inside the Tracking group of the
Options tab in the Message window:

Untitled - Message (HTML)

lessage -ormat Text EVIEW w Tell me what you want to do...
Messag F T Revi Q Tell hat d
. - o R T il b C)
| Ecn iE(_ g% e | Request a Delivery Receipt R‘ Q ..%
A|Fonts ~
Themes T A ‘age Bcc  From  Permission  Use Voting Request a Read Receipt Save Sent Dgla}r Direct
- ects ™ Color - Buttons = Item To = Delivery Replies To

Themes Show Fields Permission Tracking ] Maore Options (F]

Checking the “Request a Delivery Receipt” checkbox lets you keep track of when an e-mail is
delivered to the recipient. The “Request a Read Receipt” option works on the same premise, but it
will send you a message when the recipient of the original message opens and reads it.

Both options are great to help you make sure that your recipient(s) receive and read your
message; however, keep in mind that the recipient has some control over how this works. The
recipient will know when you enable read receipts and if they wish, they can choose whether to
send a confirmation notification, or to ignore the request entirely.

THE RESEND OPTION

There may come a time when you need to resend a message that you sent previously. For
example, maybe you forgot to include a file attachment that you intended to add, or maybe you
accidentally sent the message to the wrong address and it was sent back.

To resend a message, open the sent message from your Sent Items folder and then click Message
- Actions - Resend This Message:

L + s RE: Joe's Retirement - Message (HTML)

Message Q Tell me what you want to do...

. N . T S = . - &
G X | (R (3 vy |[Hvoisi — Gowmge | Y Ber Gy i
Gl e Gl B - E Team Email v Done " _@OneNote Cite @ .
- ] ~ i
&5 Junk - Delete | Reply ;F?IY orward [ More - £2 Reply & Delete ¥ Create New ¥ ?VE [P Actions ~ UmaErad ate%nrl

Delete Respond Quick Steps ] Edit Message
rs| Recall This Message...
¢ Resend This Message...
Wiew in Browser

Da Other Actions 3

The contents of the original message (including the subject, message body, and any attachments)
will then be transferred to a new Message window. From there you can then resend this message
as required.

THE RECALL OPTION

Have you ever sent a message and then realized that you made some sort of mistake? It happens
to the best of us! If you are using an Exchange Server mailbox, you can try to recall the message.
This will stop the delivery of the message and give you the option to replace the message with a
new one.
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To use the recall option, first open the sent message from the Sent Items folder. Next, click
Message - Actions - Recall This Message:

L + = RE: Joe's Retirement - Message (HTML)

Message Q Tell me what you want to do...

~ —~ T G -
(5 Ignore x —] (—1 —<  [F2 Meetin Moveto: 7 &3 To Manager v 1 Rules - [ ¥ I
E g
o RL(I- RL\G Fted 1 Team Email v Dane o LW OneNote Mark C o :
. - - - it i
& Junk - VElete Py ;‘le onwar E-E Maore - £2 Reply & Delete ¥ Create New v ?VE D‘a Actions ~ Umaerad ? E%D”

[

Delete Respond Quick Steps Edit Message

r, Recall This Message... L\\)
5 Resend This Message...

View in Browser

R Other Actions 3

Outlook will then provide more information on what it is about to do, and ask you if you want to
send a new message in its place:

Recall This Message et

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient
Inboxes, if they have not yet read this message.

Are you sure you want to

@ Delete unread copies of this message

D Drelete unread copies and replace with a new message

TE|| me if recall succeeds or fails for each recipient

Upon clicking the OK button, Outlook will then delete unread copies of this message from the
recipient’s mailbox. If you chose to also replace it with a new message, you will be given the
opportunity to edit the original message in the Message window and then send the finished copy.
By default, you will receive a message if the recall was successful.

Summary

During this lesson, you learned how to read and respond to messages that you receive in Outlook
2016. You should now feel comfortable customizing the various reading options, including desktop
alerts, conversations, and more. You should also now be able to preview attachments, as well as
manage message responses. Finally, you should also feel comfortable with the concepts of
resending and recalling a message and the limitations of these features.
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LESSON 4:
MANAGING YOUR MESSAGES

Lesson Objectives

In this lesson you will learn how to:
= Manage messages using tags, flags, and other commands

= QOrganize messages using folders
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TOPIC A: Manage Messages
Using Tags, Flags, and Other
Commands

As you continue to use Outlook 2016 to manage e-mails, you may find that your inbox will quickly
fill up. Without any way to differentiate important messages or identify messages that require
follow-up, you can waste a lot of time. Over the course of this topic, you will learn about the
various features in Outlook 2016 that you can use to manage messages.

Topic Objectives
In this topic, you will learn:
* How to mark messages as read and unread
= About color categories
* How to flag messages for follow-up and customize follow-up options
= About the Ignore Conversation command
»= About the Clean Up commands

MARKING MESSAGES AS UNREAD/READ

Whenever a new message arrives in your Inbox, it will be unread until you open it in the Reading
pane or in the Message window. You can quickly identify what messages are unread by the bold
font and blue highlights:

John Smith [
Documents 213 PM
Hey John, Here are the

While unread messages will automatically appear as read if you open them, you can mark a
message as read or unread.

To do this, click to select the message from the working area and then click Home -
Unread/Read:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

.

w
o1 @xlgnore T 3 mwm A Move to: ? 3 To Manager ¥ & [ > =
= & x Clean Up~ x L(i (t(i ﬁ-) T =) + Done 5= 'I)Eﬂ u n | [E= Address Book -

Team Email

New  New . Delete  Reply R;p‘a‘\y Forwatd B More~ |2 peply s pelete # Creote New _ Move Rules OneNote Unread/ Categorize Fil\uw Store

& -
Email ltems~ & Junk~ G=d p- Y Filter Email
New Delete Respond Quick Steps i) Move % Tags Find Add-ins
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COLOR CATEGORIES

To further organize your messages, you can assign them colored categories. These are completely

customizable in that you can give them any title that you like. For example, you could color
categorize any messages from your manager using a red category that you have labeled
“Manager.”

To assign an item to a category, first select the item(s) to categorize. Then, click Home =
Categorize - [Category]:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View  Q Tell me what you want to do..

loL  [xlgnore - (’" - W Move to: 7 &} Tom ¥ ey |
= s x S 21 (2 B Meeting ove to 3 To Manager : [ -
" "\T’j T Cleantp £ Rﬁ('l E(" Fﬁ')d I TeamEmail ¥ Done " R‘E O-)N Urmend Ca“'_ ol
ew  New elete  Reply Reply Forward [ . - ove Rules OneNote | Unread/ Categorize Follow
ol lorme ~ | & Junk~ i 5 More £2 Reply & Delete ¥ Create New = ! - g Upe Y Fiter
New Delete Respond Quick Steps 5 Move

Blue categary

Green category

Purple category

]
||
[l Orange category
L]
-]

Red category
Yellow category
T AN Categories...

Set Quick Click.

The Clear All Categories option in this menu will remove all categories from the item. To clear a
single category, click Categorize and click the category to remove from the item.

Alternatively, you can right click on a message within the working area and click Categorize >
[Category]:

John Smith b=
Joe's Retirement - »
Hey all, Joe is going ERy Copy
®2 Quick Print
2 Reply
2 Reply All
& P
Ef', Forward
=3 Mark as Unread
H. Categorize r
[>  Follow Up * Il PBlue category
] Eind Related * |l Green category
Quick Steps v |l Orange category
oy Rules v | [ Purple category
Wl Move v ] Red category L\,g?
_}I'ﬂH Onelote Yellow category
Move to Clutter i1 All Categories...

Set Quick Click...

+
% lgnare
..-'\ Junk r
Pt

Delete
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If it is the first time that you are using a category, the Rename Category dialog box will open and
prompt you to rename it. Additionally, you are given the option to apply a shortcut key if you wish:

Fename Category >

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

Mame: Red category

Color: Shortcut Key: | [Mone) e

Yes Mo

Color Categories and Conversations

A color category that is applied to any top-level message will also be applied to other messages
within the same conversation. Outlook will display a dialog box that indicates this fact when you
apply a color category to a conversation item:

Microsoft Outlook X

This action will apply to all items in the
selected conversation.

|:| Dron't show this message again

Cancel

You are still able to apply colored categories to the individual items in a conversation by selecting
those messages.

Shortcut Keys

When you use a color category for the first time, you will be given the opportunity to assign it a
keyboard shortcut:

Rename Category by

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

Mame: Yellow category

Color: “ |l Shortout Key: | [Mone) b

Yes Mo

This shortcut key will allow you to apply an associated category to the selected Outlook item with
just a few keystrokes.
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FLAGGING MESSAGES FOR FoLLOw-UP

Outlook also features a handy tool that adds follow-up flags to your messages. This feature allows
you to quickly see which messages require follow-up. It will also remind you to follow up by the
specified deadline (today, tomorrow, this week, next week, etc.).

To mark a message for follow-up, select it and then click Home - Follow Up = [Follow-Up Flag]:

Inbox - jsmith@acmewidgets.onmicrasoft.com - Outlaok

Send / Receive Folder View Q Tell me what you want to do...

o (Geignore x ( ™ Y Move ta: 7 5} To M ¥ [ | [
7 ls £ 2 £ B Mesting ave to: 7 3} To Manager y I &
N ‘V\T'j 18 Clean Ve~ Del Reply Re Ie Fi 9d = Tear b ¥/ Dene M R I O-)N U d/ C : Foll,
ew ew e elete eply ;;‘l‘y orward [ ore - =3 Reply & Delete F Create New f\te uves neNote g:ad/ atagnﬂza Lnjpde

New Delete Respond Quick Steps [ Move Tags > Ioday

EE Address Book
Y Filter Email

Add Rer

'  Mark Complete

Set Quick Click..

Once you add a follow-up flag, it will be visible in that message. A reminder (if applicable) will also
be shown and displayed within the To-Do Bar. You can mark an item as complete by clicking the
flag icon:

John Smith U=y |
Joe's Retirement 12:07 PM
Hey all, Joeis going to be

FoLLow-UP FLAG OPTIONS

There are several different follow up options that you can choose from:
» First Five Options: Set the date for the follow-up.
= Custom: Opens a dialog to set the type of flag, start time, due date, and reminder. Also has
an option to clear an existing flag.
= Add Reminder: Add a reminder to this flag.
= Mark Complete: Change the flag to a checkmark to indicate that the follow up is complete.
= Clear Flag: Clear the existing flag; useful if you have flagged a message by accident.
» Set Quick Click: Control what happens when you click the flag icon in a folder.

Set Quick Click for Flags

If you find yourself using the same flag type repeatedly, you can assign it as a Quick Click for flags.
Doing this allows you to apply this flag by clicking the flag icon that appears inside the listing for an
Outlook item:

John Smith NN 4
Joe's Retirement 12:07 PI'.[})(
Hey all, Joe is going to be
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To assign the Quick Click flag type, click Home = Follow-Up - Set Quick Click:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlaok

Folder View Q Tell me what you want to do.

ome  [CRTY

=g % gnore X &(ifH (3 Eimectng [P Movetar? £} To Manager Vo B & &

New .V\Tew fECleanlps e Reply Rep(; me-a)rdg = Team Email ML Move RE o:)ewme Unread/ Categorize Fallow: By
o e Chfimhe i EMorew | Reply & Delete ¥ Create New = T N Read H Upe Y Filter Email -

New Delete Respond Quick Steps & Move Tags | [» Today
> Tomorow
|* This Week
|* NedtWeek
[> NoDate
> Custom...
Add Reminder.

& Mark Complete

Set Quick Click... b

This action will display the Set Quick Click dialog box. Using the drop-down menu, you can then
choose the flag that you would like to assign as the Quick Click flag. Click OK to apply any new
settings:

Set Cuick Click >

When single-clicking on the Flags
column, add the following flag:

i

THE IGNORE CONVERSATION COMMAND

Occasionally, you may find yourself part of a long and ongoing conversation that you do not have
much stake in. Such a situation can clutter your mailbox and distract you with notifications. By
selecting that conversation and then clicking Home - Ignore, you will be able to ignore any new
messages that are part of the conversation:

Faolder View Q Tell me what]
(=" [ lgnore x o r’_\ o )
Ijl o ﬁ—é ﬁ—% ﬁ—’:’l [Fe. Meeting
—EE I:|EL:Eupv €
Mew  MNew Delete = Reply Reply Forward E-El"u"lnre'
Email Htems~ | & Junk All
Mew Delete Respond

This means that the selected conversation and any new messages in it will automatically be moved
to the Deleted Items folder. (You can recover these conversations by restoring them to your Inbox
folder from the Deleted Items folder.)
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CLEAN UP COMMANDS

Clicking Home = Clean Up will reveal several commands that you can use keep your inbox clear of
clutter:

Send / Receive Folder View Q Tell me what

= nl?'j (G Ignore x L_(i (L_(i t_;; E2 Mecting
Mew

* Clean Upr

NE".I'U' [ N PR Dl s [ EIENEY A

Forward [Eg
. are -
Email ltems~ | 7% Clean Up Conversation U

New Clean Up Folder Respond

Clean Up Folder & Subfolders

Here is an overview of the commands in this menu.

= The Clean Up Conversation command will evaluate the currently selected conversation
and remove redundant messages. This could include, for example, removing conversation
messages whose contents are contained within another message.

= The Clean Up Folder command is similar, but it is broader; it will evaluate and remove any
redundant messages in any conversation that it finds in the currently selected folder.

* Finally, the Clean Up Folder & Subfolders command will evaluation and remove redundant
messages from every conversation in the current folder and its subfolders.

AcCTIVITY 4-1

Managing Messages Using Tags, Flags and Other
Commands

Now that your inbox is starting to fill up with messages, you would like to better organize it using
some of the features that you learned about in this topic.

Before students begin, please have them follow these steps to open the Lesson 4.pst file in their
Exercise Files.

» Click the File menu, click Open & Export, and click Open Outlook Data File.
* Browse to Lesson 4.pst in the Exercise Files folder. Click OK.
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1.
displayed:

To begin, open Outlook 2016. Ensure that the Inbox for the Outlook Data File is

oL | Bignore ) 2 Evesting | Moreto? 63 ToMansger
= 2 £ 5 mestin 3 To Manag: . >y
. -NE % Clean Up - ?f RL<1 Cﬁé}-)d 9 | TeamEmail Done o 1 e i o Do &
e New te Reply Repy Forward [ ppove- fove  Rules Onelote  Unread/ Categorize Follow tore
fral temg- | Solunk- = T FBMore™ || € Reply uDelete ' Crete New ove R s Catsgore IO | S ier i
New Detete Respond Quick steps - Move nos find | Adains -
4 Favorites. €| [Search inbox (ctr-E) P [curentFoider <] | €3 Reply @ Reply All €} Forward
Inbox 4 Al Unread ByDate~  Newest ¢ lookcom> | ohnsmith
Clutter 4 Last Week Celebrating Joe's Retirement .
Sentems s T
[ John Smith
Onsts | CelomtingossRetrement wea 90
Heyall Joeis gomgtobe Heyall,
 Last ontn
Jsmith@acmewidgets.onmicr. Joe s going to be retiring s0on, so | thought we could through a small celebration. Please let me know your avallability for next
OneDrive week,
“outlook data file prisshonidomitalit
Deleted ems - Thanks,
o 4 oder
Dt John Smith John
5 Inutation to Onetote notebo.. 37252015
nbox 1 Cick o open the notebook
Junk E-mil
Outbox
RSS Feeds
et ems
Synclssues 4
Seach Flders
= FOR|
[temss umveat 1 R e e

2.  Click to select the most recent message inside the Inbox folder:

All Unread
4 Last Week

John Smith

Celebrating Joe's Retirement
Hey all, Joe is going to be

By Date =  Newest 4

Wed 9/30 2%

4 |ast Month !

OneDrive
Add shared folders to your On...
Sync shared folders to your

97472015

4 Qlder

John Smith
Invitation to OneMote notebo..
Click to open the notebook in

3/26/2015

3. Click Home - Unread/Read:

Inbax - Outlook Data File -

Outlook

Send/Receive  Folder  View  Q Tell me what you want to do.

[, T lgnore ayeNe ¥ Moveto: 7 & Tom, ¥ - n > o
= lort £ £ 52 Mecting love to 3 To Manager ” [ -
M ‘N":l 7% Clean Up - Deete | Rty R (" . -)u Team Email + Done " R‘?' D')N | "l o [EE; Address Book ,
ew  New clete  Reply Reply Forward [f . | Move Rules OneNote Unread/ Categorize Follow ore
Ernail ltems -~ 49 Junk~ Py ,-fﬁy ERpore 2 Reply & Delete ¥ CreateNew - - - Read H Y Filter Email -
ew Detete Respona Quiksteps 5 Mowe B s Fno s

4,
selected, click Home - Categorize—> Green Category:

Inbox - Outlook Data File - Outlook

Send/Receive  Folder  View ell mewhat you want

The selected message will now have been marked as unread. With the message still

[ Tlgnore x - ("\ & ¥ Move tor 7 & Tom 3 &
T e E*" &4 2 [ Meetin ove to: 7 = To Manager g E ]

N .V:E Tia Cean Up-~ Del Reply R (\- Fﬁ-)d : ’ Teom el oo M le DaN Unread/ Cat Foll e
ew  New elete  Reply Reply Forward [ - — Move Rules OneNote Unread/ Categorize Follow iy
Email Hems~ | & Junk~ i Ffi More 2 Reply & Delete ¥ Create New s - - 2 Y Filter

New Delete Respand Quick Steps w Move
4 Favorites Search Inbox (Ctrl~E) P | Cument Folder ~ 2 Reply [EaReply All (& Forward B Blue category
LE=TIC) Al Unread ByDate ~  Newest & John Smith <abcwidgets@outlook com» | Ml Red category
Clutte . Rt
utter 4 Last Week Celebrating Joe's Retirement B Green category
Sent ltems John Smith B Orange category
Drafts Celebrating Joe's Retirement Wed 9/30 B Purple category
Heyall, Joeis going to be Hey all, Yellow category
»ismi i i 4 Last Month - - HIE s
jsmith@acmewidgets.onmicr. Joe is going to be retiring soon, 5o | thought we co 1 A4/l Categaries..
OneDrive week. Set Quick Click.
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5.

As this is your first time using the green category, the Rename Category dialog box will be
displayed. Type “Office Bulletin” into the Name text box and then click the Yes button:

Rename Category *

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

MName: |Office Bulletin
Colon Shortcut Key: | [Mone) W

Yes * Mo

The green category will now have been applied to the currently selected message. You
will see this category adjacent to the message’s listing in the Content pane, as well as
near the top of the message itself:

Inbox - Outlook Data File - Outlook

2} To Manager @ & W > =

= 38 = vl |

~ | Move Rules OneNote | Uned/ Categorie Follow store

telew =) 0 T Rt o e Y Fiter Email
steps B T fma | agains &
) outiookcoms | s wea 30
L] |— = l,
weas30

jsmith@acmewidgets.onmicr. Hey all,
ot sparaons Joe is going to be retiring soon, 5o | thought we could throw a small celebration. Please let me know your availability for next
4outlook data file » g week.
Deleted tems =
4 ouger
Archive Thanks,

Drafts
Inbox 2

282015 John

ome [
gz | Telanare x ﬁii 2 £ EMecting | [ Move 3 To Manager Yo p @ SN || |b
EI .AE. T Ceantp~ Reply RE(\; FLE.ZAL,—(- | B e o Dore Move RE D:)eNole UE/ Catlel:nle B | FL s ook
el o~ | 8 Junk~ i WMore™ || Reply & Delete ¥ Create New 5| | Vove R o £ Upe Y Fiter e
New Delete Respond Quick steps E Move Tags | P Today

| Tomorrow
|~ This Week %
|~ Next week
P NoDate
> Custom...

Add Reminder..

/' Mark Complete

Set Quick Click...

With the selected message now marked for follow-up, you will see the small follow-up
icon appear next to it in the message list. If you examine the top of the message, you will
see when to follow-up on this message:

2 Reply 2 Reply Al S Forward
John Smith <abcwidgets@outlcok.com= John Smith Wed 9/30
Celebrating Joe’s Retirement

5 Follow up. Start by Friday, October 9, 2015. Due by Friday, October 8, 2015, | -

(A task for follow-up will also appear within the To-Do Bar.)

Close Microsoft Outlook 2016.
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TOPIC B: Organize Messages
Using Folders

While categories and tags can help you keep track and organize messages within your mailbox,
folders are a much better long-term solution. Over the course of this topic you will learn about
folders in your mailbox and how to use them to organize Outlook items.

Topic Objectives

In this topic, you will learn:
= About the default e-mail folders
= About e-mail folders on the server
= About personal folders

DEFAULT E-MAIL FOLDERS

Every mailbox in Outlook 2016 contains several default folders that are used to organize and store
messages:

4 smith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltemns
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
R55 Feeds

I Search Folders

Let’s look at each mail folder.

Inbox This is where new mail is received.
Drafts Unsent messages are saved here by default.
Sent Items After a message is sent, a copy of it is stored here.

Deleted Items This folder acts like the Recycle Bin in Windows. When you delete an
Outlook item, it goes here first. To permanently remove the items in your
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Deleted Items folder, click Folder - Empty Folder while in the Deleted

Items folder.

Clutter Office 365 users have access to the Clutter folder. This is where low priority
messages are automatically moved based on your previous reading
behavior.

Conversation This folder will list conversation history for any contacts that you have

History interacted with using Microsoft Lync or Skype for Business.

Junk E-mail E-mail marked as junk will be stored here.

Outbox Messages you have created are stored here while Outlook connects to the

server and sends the message.
RSS Feeds Live feeds are stored here.
Search Folders You can customize these folders to update based on search criteria.

Groups Access shared workspaces. Only available with Office 365 accounts.

E-MAIL FOLDERS ON THE SERVER

While the default e-mail folders cover storage needs for most situations, you also have the
flexibility to create your own folders. Just like the default folders, you can use custom folders to
store and save e-mails in a meaningful way. For example, if you are working on a large project that
generates a lot of e-mail, you could create a folder just for that project.

Depending on the type of e-mail service that you are using, any folders that you create may also
be created on the server that you have connected to. In the case of Microsoft Exchange Server,
you need to keep in mind that folders and their contents count against any allocated space for
your mailbox. This amount of space is set by your system administrator.

To create a new e-mail folder within your mailbox, click Folder > New Folder:

Conversation History - jsmith@acmewidgets.onmicrosoft.com - Oyl

File Home Send / Receive Folder View Q Tell me what you want to do...

Copy Fold A 7% Clean Up Folder = p
opy Folder lf[:l Fl Zl ean Up Folder |g—| ‘.‘ =

Move Falder % Delete All

Mew MNew Search = Rename Mark All Run Rules  Show All Showin = AutoArchive  Folder Folder
Folder  Folder Folder X DeleteFolder | acpead Now FoldersAtoZ (& RecoverDeletedltems | Faygrites  Settings  Permissions Properties

New Actions Clean Up Favorites Properties

This action will display the Create New Folder dialog box. Using the controls in this dialog box,
enter a name, choose the type of Outlook items that the new folder will contain, and select the
location where you want the new folder to be placed. Click OK to create the folder:
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Create Mew Folder *

Mame:

Mew Folder

Folder contains:

Mail and Post ltems e

Select where to place the folder:

b E."g jsmithi@acmewidgets.onmicrosoft.com ~

Inbox (4]

i# Drafts

=7 >ent ltems

IZ] Deleted ltems (12)
Calendar
Clutter

[25] Contacts
Conversation History

% Journal

Fre Junk Email

Cancel

PERSONAL FOLDERS

Personal folders behave in the same manner as regular folder, but they are intended to store
Outlook items offline. They do this by saving the folders and their contents on your local computer
and not to the server that you are connected to.

Personal folders are added as an Outlook Data File (.pst) and as such are managed in the Data Files
tab of the Account Settings window. You can open this window by clicking File = Info - Account
Settings - Account Settings:

Inbox - jsmith@acmewidgets.onr

©

Account Information

Open & Export

(/1 jsmith@acmewidgets.onmicrosoft.com
Save As 4 Microsoft Exchange

4 Add Account
Save Attachments

F Account Settings
Kot a3 Change settings for this account or set up more
Account connections.
Settings - Access this account on the web.
Office Account . 15.com/...ets.onmicrosoft.com/
@ | Account Settings...
. .* Add and remove accounts or
Options change existing connection settings.
Change
Feedback .& D.elggateAccess. . .
& Give others permission to receive
items and respond on your behalf. (Out of Ofﬁce)
Exit
= Download Address Book... fy others that you are out of office, on vacation, or
E‘@ Download a copy of the Global -mail messages.

Address Book.

R Manage Mobile Notifications

B Set up SMS and Mobile
Notifications.

Ibox by emptving Deleted [tems and archivina.
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In the Account Settings window, click Add to get started:

Account Settings s

Data Files
Outlook Data Files

E-mail DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

= AFS S Settings.. @ Setas Default X Remove [ Open File Location..,
oty
e

Location

&jsmith@acmewidget... ChUsers\abowitAppDatatLocal\Microsoft\Outlook\jsmith@acmewidgets.onmi...

Select a data file in the list, then click Settings for more details or click Open File Location to
display the folder that contains the data file. To move or copy these files, you must first shut
down Cutlook.

Tell Me Mare...

Close

This will display the Create or Open Outlook Data File dialog box, open to the Outlook Files folder
in the My Documents folder that is associated with your Windows user account. Using the controls

in this dialog you can choose another location where you want the Outlook data file to be stored
(if desired), as well as give it a custom name:

[ Create or Open Qutlook Data File X
A |« LocalDisk(C) » Users > abewi » OneDrive » Documents > Outlaok Files ~ @ | Search Outlook Files ¥
Organize v Mew folder SR ]
|5 Documents " Name . Date modified Type Size
=] Pictures

Mo items match your search.
[ Microsoft Outlool

@ OneDrive

[ This PC
I Desktop
[E| Documents
4 Downloads
D Music
=] Pictures

B Videos

i Local Disk (G,

File name: Outlook Data File(1)]
Save as type: | Outlock Data File

[]A4dd Optional
Password

= Hide Folders Tools + Cancel

Once you click the OK button in the Create or Open Outlook Data File dialog box, you will be
returned to the Account Settings dialog box. The new data file (which includes personal folders)
will be listed under the Data Files tab:
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Account Settings

Data Files
Outlook Data Files

E-mail DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

g Add... ﬁ? Settings... 0 Set as Default X Remave @ Open File Location...

Mame Location

Q jsmith@acmewidget.., Ch\UsersabowiAppData\Local\Microsoft\Outlook\jsmith@acmewidgets.onmi...
Example ChlUserstabowitOnelrive\Documents'\Outlook Files\Example.pst

Select a data file in the list, then click Settings for more details or click Open File Location to
display the folder that contains the data file. To move or copy these files, you must first shut
down Cutlook.

Close

Tell Me Mare...

Back in the Outlook 2016 window, you will see the new data file listed in the Navigation pane.
Expanding this item will reveal any personal folders that it contains:

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent ltems
Deleted ltems 12
Clutter
Conversation History
Junk Email
Outbox
R55 Feeds

I Search Folders

I Groups

4 pyample
Deleted ltems

Search Folders
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By default, new data files will include a Deleted Items folder and a Search Folders link, but you can

add as many personal folders as you want by following the same steps as you would to add a
regular folder to your mailbox.

ACTIVITY 4-2
Organizing Messages Using Folders

You have been put in charge of hiring a new employee. Prospective candidates will e-mail you

their resumes, so you want to create some folders in your mailbox to keep everything organized.

1. To begin, open Outlook 2016 to your Inbox:

Inbosx - jsmith @acmevidgets onmicrosolt.com - Outlook.

e Folder  View Q Telmewhatyo

oy e > Mo
X QR Bweny S
:

—~ =
=R NS I gl |

| Move Rules OneNote  Unvead/ Categorize Follow
- Read - Up-

Y Filter Email -
Find

Move Addins S

s00n, 50| thought we could throw a small celebration. Please let me know your availability for next week.

o om s g e

2. To create a new folder, click Folder > New Folder:

=

E] o Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home  Send/Receive [CICOMM View  Q Tell mewhat you want to do..
Copy Folder ( F Al 7% Clean Up Folder - A E—| o2 .
- ) Yal
i » = = () E
Move Folder () z 5 Delete All 2
New New Search Rename Mark All Run Rules  Show All P Show in View on AutoArchive  Folder Falder
Fﬁer Folder Folder Delete Folder | 3cRead  Now  FoldersAta7 | Recover Deleted ltems  Fayarites  Server Settings  Permissions Praperties
New Actions Clean Up Favorites  Online View Properties
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3. The Create New Folder dialog box will now be displayed. In the Name text box, type

“Candidates:”

4. Asthis new folder is going to be used to store messages, you do not need to modify the
“Folder contains” drop-down menu; however, you do need to choose where the folder
will be placed. For this example, select the top-level item in the provided list:

Create Mew Folder >
Mame:
Candidates|
Folder contains:
Mail and Post [tems w
Select where to place the folder:
A Eg jsmithi@acmewidgets,onmicrosoft.com ~
Inbox (4]
i# Drafts
7 sent ltems
2] Deleted ltems (12
Calendar
Clutter
[5] Contacts
Conversation Histary
E':c_. Jaurnal
e Junk Email v

Create Mew Folder >
Mame:
Candidates
Folder contains:
St

Mail and Post ltems

Select where to place the folder:

hd ,_ﬂ jsmith@acmewidgets.onmicrosoft.com df—

Inbox (4] ﬁ

i# Drafts

7 sent ltems

Iz Deleted Items [12)
Calendar
Clutter

[5] Contacts
Conversation Histary

E':c_. Journal

Fren Junk Email
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5.  Click OK to create a new folder using the selected settings:

Create Mew Folder >

Mame:
Candidates

Folder contains:
Mail and Post ltems e

Select where to place the folder:
A E..'g jsmithi@acmewidgets.onmicrosoft.com ~
Inbox (4]
i# Drafts
7 sent ltems
IZ] Deleted ltems (12)
Calendar
Clutter
[5] Contacts
Conversation Histary
% Jaurnal
Fren Junk Email

6. The new folder will now appear in the Navigation pane:

4 Favorites
Inbox 4
Clutter
Sent [tems

Drafts

4 jsmith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent [temns
Deleted ltems 12
Candidates s
Clutter

7. Now you need to create a subfolder within the Candidates folder for candidates that you
would like to screen over the phone. Click Folder - New Folder:

=] Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook
File Home Send / Receive [CEE  View Q Tell me what you want to do...
Copy Folder r"\ ’7 Al % Clean Up Falder - ca E—I e H
— —~ ~Yal =
5 =] (¥ =]
Move Folder E—"/‘ z % Delete Al [ .
New New Search Rename Mark All Run Rules  Show All Showin Viewon | AutoArchive Folder  Folder
Fﬁer Folder Folder < DeleteFolder | acRead  Now FoldersAtoZz | RecoverDeleted ltems | |Favpripes Server Settings  Permissions Properties
New Actions Clean Up Favorites  Online View Properties
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8. The Create New Folder dialog box will now be displayed. Type “Phone Screen” into the

Name text box:

9. From the “Select where to place the folder” list box, click to select the Candidates folder

Create Mew Folder

Mame:

Phone 5creer1|

Folder contains:
Mail and Post ltems

Select where to place the folder:

A Eg jsmithi@acmewidgets,onmicrosoft.com

Inbox (4]

i# Drafts

7 sent ltems

IZ] Deleted ltems (12)

E Calendar
Candidates
Clutter

[5] Contacts
Conversation Histary

el
7o Journal

Cancel

that you created previously. Click OK:

Create Mew Folder

Mame:

Phone Screen

Folder contains:
Mail and Post ltems

Select where to place the folder:

A Eg jsmithi@acmewidgets,onmicrosoft.com

Inbox (4]

i# Drafts

7 sent ltems

IZ] Deleted ltems (12)
Calendar
Candidates
Clutter

[5] Contacts
Conversation Histary

i7 Journal

Cancel
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10. The new subfolder will appear under the Candidates folder:

4 [smith@acmewidgets.onmicr...
Inbox 4
Drafts
Sent Iterms
Deleted ltems 12
4 Candidates

Phone Screen s
Clutter

11. Close Microsoft Outlook 2016.

Summary

During this lesson, you learned about some of the different tools and features that are available to
you to help you organize Outlook items within your mailbox. You should now feel comfortable
managing your mailbox using a combination of categories and follow-up flags. Additionally, you
should now be familiar with the folders that are included with your mailbox by default, as well as
how to create new folders.
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LESSON 5:
MANAGING YOUR CALENDAR

Lesson Objectives

In this lesson you will learn how to:
= View the calendar

= Manage appointments

=  Manage meetings

=  Print your calendar
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TOPIC A: View the Calendar

The Calendar workspace provides you with a complete calendar as well as scheduling tools to help
you schedule and view upcoming appointments and events. Over the course of this lesson, you
will learn about the calendar in Outlook and the various ways that you can view it.

Topic Objectives
In this topic, you will learn:
= About the types of calendar entries
» About calendar grid arrangement options
* How to use the Weather Bar and the Daily Task List
» How to modify calendar layout options
= How overlay calendars with Schedule View
* How to delete calendars

TYPES OF CALENDAR ENTRIES

There are three primary types of entries that can be added to the calendar in Outlook:
appointments, meetings, and all-day events.
= Appointments are intended to be used when you have an obligation that occurs during a
specific time frame.
= Meetings are like appointments; however, they also include expanded features like
attendance management options.
* Finally, all-day events are obligations that span days rather than hours. For example, a
conference would typically be considered an event.

No matter which type of entry you add to a calendar, you have the option to schedule them as
recurring. This means that you can have an activity appear on a regular basis going forward so that
you do not having to manually enter them in each time. This feature is great for regular weekly
meetings or other frequent obligations that you are required to attend.

Recurring events are identified in the calendar by the following symbol:

Weelkly Staff Meeting;

CALENDAR GRID ARRANGEMENT OPTIONS

You can change the view that is used to display the calendar grid to one of the five options in the
Arrange group of the Home tab:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home Send / Receive Folder View Q Tell me what you want to do...

A BRe & BEEIFEERBEE( BB B LB &

New Mew New  NewSkype Today Net7 | Day Work Week Month Schedule| Open Calendar = E-mail ~Share Publish Calendar
Appointment Meeting ltems~  Meeting Days Week View | Calendar - Groups~ | Calendar Calendar Online~ Permissions

EE! Address Baok

New Skype Meeting  GoTo & Arrange 5l Manage Calendars Share Find

Notice that the current view is highlighted. Here is a breakdown of each option:
= Day: View one day at a time.
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»  Work Week: View a typical work week (Monday to Friday).

= Week: View an entire seven-day week.

= Month: View a month at a time.

» Schedule View: View a detailed schedule of the current date and time, compared against
other calendars.

Time Scale Options
When viewing the calendar using every view except the Month view, you will see that each time
slot is divided into two 30 minute halves:

. Toda Tomorrow Saturda:
4 » October4 - 10,2015 Washington, DC. - 20 ry62F OF T7oriseeE O gerFyapep | Starch Calendar (Ciil-E o
SUNDAY MONDAY TUESDAY WEDNESDAY FRIDAY SATURDAY
4 5 6 7 9 10
8 Weelkdy Staff Meeting; & -
o | |
10
1
12
1
2
3
4
5
6
Allfolders are up to date,  Connected to: Microsoft Exchange | [] | BI - i + 0%

You can modify this aspect of your calendar by clicking View = Time Scale - [Time Scale]:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home Send / Receive Folder Q Tell me what you want to do...
G & v @ FEEMW E = mE E B B =
(A H L !
Q 60 Minutes - Least Space for Details = k= D E
Change View Reset Day Work Week Month Schedule - Ider Reading To-Do ~ People  Reminders Openin New Close
View = Settings View Week View | v 30 Minutes nev Pane- Bar~  Pane~ | Window  Window Allltems
Current View Arrangement 15 Minutes N Layout People Pane Window
10 Minutes
& Minutes

3 Minutes - Most Space for Details

Change Time Zone...

There are several different time scales that you can select from, with varying degrees of detail.
Typically the 30 Minutes option will meet the needs of most people; however, those with busier
schedules may want to consider one of the shorter options.
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THE WEATHER BAR

The Weather Bar appears above your calendar, just below the ribbon. This bar displays the
weather conditions for the selected location for today, tomorrow, and the following day:

[

Day Work Week [Month Schedule
Week View

Arrangement 5 Color
4 ¥ October 2015

SUNDAY

<

< ocwverzots > . Tomorow Thursday
Washington, D.C. ~ . . o o Search Calendar (Ctrl+E)

SU MO TU WE TH FR SA | T5TF/S6F TaF/62F

MONDAY WEDNESDAY

Sep 27 28 29 30

THURSDAY FRIDAY

Oct1 2

181920 21 22 23 2
25 26 27 28 29 30 3

November 2015
SU MO TU WE TH FR SA
1234 56 7
8 910 m 213
1516 17 18 19 20 21
2 23 24 25 26 27
230 12345
67 5 910 m 2

4My Calendars
Calendar

Other Calendars

tems: 4

Alfolders are up to date.  Connected to: Microsoft Exchange

SATURDAY B
3

O =

To view more detailed information about the weather reports, move your cursor over any of the

two days on the bar. A pop-up will then display precipitation information

B % -

Home Folder

Q Tell me what you want to do...

Send / Receive

(_) -l:? o El E E El 3 Time Scale - '4"

Overlay

£ EE

and forecast details:

Calendar - jsmith@acmewidgets.onmicrasaft.com - Outlook

=

=

Change View Reset  Day Work Week Month Schedule — Color  Daily Task Folder Reading To-Do  People  Reminders Openin New Close
View~ Settings View Week View Working Hours - list~ Paner Panev Barr  Paner  Window  Window Al ltems

Current View Arrangement & Color Layout People Pane Window

<
4 October 2015 » . Tomorrow Thursday
4 » Qctober 2015 Washington, D.C. - . F e
SU MO TU WE TH FR SA F/56°F TAF/62°F
27 28 29 30 1 2z 3 SUNDAY MONDAY
Mostly Clear

+ sPg 7 s 9w Sep 27 28 29 Precipitation: 05

RIS R hittp:/ . foreca. com See more online

18 19 20 21 22 23 M4

25 26 27 28 29 30 3

By default, the location is typically set to New York, NY or another major city. To change it, click on

the city and click Add Location:

L

Home

=

Send / Receive Folder

2 Tell me what you want to do...

Calendar - jsmith@acmewidgets.onmicrasoft.com - Outlook

3 S (@ [ O B [E =
G e IEEEE L 1= = = @
Change View Resst Day Work Wesk Month Schedule _ Color | Daily Task Folder Reading To-Do  People  Reminders Openin New Close
View - Settings View Week View Working Hours List-  Pane- Pane~ Bar~  Pane~  Window  Window Al tems
Current View Arrangement ml Color Layout People Pane Window
<
4 October 2015 I3 PRS October 201 5 Washington, D.C. ~ TD:HD"DV:/ Thnwmay-
U MO TU WE TH FR SA 75°F/56°F T4 F/62°F
& - | Addl Location
SUNDAY MONDAY whnesoay THURSDAY

27 28 29 30 1 2 3
L -

This action will display a search field in which you can enter the city where you reside.
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Type your city’s name and press Enter or click the small magnifying glass. After a moment, a list of

results will be displayed in a small drop-down menu. Click the best matching result:

(= T Calendar - jsmith@acmewidgets.onmicrasaft.com - Outlook
File Home  Send/Receive  Folder Q Tell me what you want to do...
3 S | © | ] B B 2
G v MEEHE:-™ LY 1 E = = B
Change View Reset  Day Work Week Month Schedule — Color  Daily Task Folder Reading To-Do  People  Reminders Openin New  Close
View - Settings View Week View g (e - list-  Panev Panev Bar~  Panev  Window Window Allltems
Current View Arrangement 5l Color Layout People Pane Window
<
4 ‘October 2015 » Tomorrow Thursday
4 » QOctober 2015 Boston P x oF 560 CF 620
SU MO TU WE TH FR SA 75°F/56°F T14°F/62°F
Please select one.
27 28 29 30 1 2 3 SUNDAY MONDAY Boston, MA DAY THURSDAY
1 5“ 7 8 910 Sep 27 28 29 Boston, Unitedlgingdom Oct 1
11 12 13 14 15 16 17 Boston, MY
18 19 20 21 22 23 24 Boston, TX
25 26 27 28 29 30 3N

After a moment, the new weather reports will appear:

B 6 = Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlack
File Home Send / Receive Folder U Tell me wl u want to do..
4 mE A E 2 | 4 D EE E =
v . e
G & e i e EmgIE = 5 &
Change View Reset  Day Work Week Month Schedule _ Color | Daily Task Folder Reading To-Do = People  Reminders Open in New Close
View~ Settings View Week View Working Hours - List Pane~ Pane~ Bar~ Pane~ Window Window Al ltems
Current View Arrangement ! Color Layout People Pane Window
4 October 2015 » Tomorrow Thursday
4 » Qctober 2015 | Boston, Massachusetts ~ o . & o o
SU MO TU WE TH FR SA T0°F/52°F 61°F/54°F
27 28 29 30 1 2 3 SUNDAY MONDAY 'WEDNESDAY THURSDAY
< s e Sep 27 28 29 30 Oct 1
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 N

THE DAILY TASK LIST

When the Daily Task List is displayed, it appears at the bottom of your calendar. This workspace
will display any tasks that occur during the current time frame. While the name of the task will

always be displayed, the details of the task (start date, due date, etc.) will only be displayed while

using the Day calendar grid arrangement.

To toggle the Daily Task List on or off, click View = Daily Task List - [View Option]:

F'E_I ) Calendar - jsmitj

Home Send / Receive Folder Q

Il me what you want to do...

C g EHEERE I @ [HDI

Overlay

Change View Reset Day Work Week Month Schedule . Color | Daily Task Folder Rei
View~ Settings View Week View Working Hours - List~  Pane~ P:
Current View Arrangement R Color Mormal
Minimized
v Off

Arrange By »
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CALENDAR LAYOUT OPTIONS

Like many aspects of Outlook 2016, the Calendar layout is very flexible. You can choose which
components you would like to display, hide, or minimize. To modify what components are
displayed and how, use the Daily Task List, Folder Pane, Reading Pane, and To-Do Bar drop-down
commands within the Layout group of the View tab while in the Calendar workspace:

- Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

File Home

0 .
G o [FHEFER DI @
Overla
Change View Reset = Day Work Week Month Schedule Color People  Reminders Openin New Clase

View - Settings View Week View Norking Hours - List~ Pane- Paner Barv | Paner  Window Window Allltems

Current View Arrangement Color Layout People Pane ‘Window

Send / Receive Falder Q Tell me what you want to do...

=

By default, the Navigation pane and Daily Task List are displayed. The Reading pane and To-Do Bar
are both hidden from view.

Showing and Hiding Calendars
If you are working with multiple calendars, you can show or hide them by toggling their associated
checkboxes in the My Calendars section of the Navigation pane:

November 2015

SU MO TU WE TH FR SA
1 2 3 4 5 6 7
8 9% 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 Z7 28
29 30 1 2 3 4 5

% 10 11 12

4 [m] My Calendars
| Calendar

I_E?Work Calendar

Other Calendars

Alternatively, you can also right-click the tab for the
calendar that you would like to hide and click Hide

» Qctober 6, 2015

This Calendar: Calen
I_-E Open in Mew Window
E Mew Calendar...
Hide This Calendar
IE Overlay
W' Color 3
7
Copy Calendar
8
o
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OVERLAYING CALENDARS WITH SCHEDULE VIEW

If you use multiple calendars, you may frequently find yourself trying to schedule appointments in
one without causing conflicts with the other. Schedule View exists so that you can compare your

calendars against each other easily and schedule appointments so that no conflicts occur.

To use the Schedule View, click View = Schedule View:

Home Send [ Receive Folder Q Tell me what you want to do..,
& Ti - 2]
G & v B BE =) | O
i @Dverla}r
Change View  Reset Day Work | Week Month Schedule o Calar
View~ Settings View Week View Working Hours -
Current View Arrangement a Color

When applied, the Schedule View will stack any displayed calendars in the same view. This way
you can easily identify any conflicts between the displayed calendars. You can also schedule
appointments as you would in any other calendar view:

Calendar - jsmith@acmewidgets.onmicroso

: 0 EE z
LY B E = B &
Ve Sim M Week View [©WorkingHours - - R Ree oo ne- | Window  Window Allltems

Current View Armangement 5 Color Layout People Pane

october 2015
SU MO TU WE TH FR A
2782930 12 3 4pm |Sam 9 10 7 12 pm 1 2 3 4
< sl s | russaay, octoners, 2015

s o1 te T

1819 20 21 22 23 2

25 26 27 28 29 30 31 Calendar

. Tomorow ) Thursday
< » October 4 - 10,2015 Boston, Massachusetts o e, [Search Catendor a8 5

Dentist
Appointment
November 2015
SU MO TU WE TH FR SA
1234 5 6 7
8 910 m 213
1516 17 18 19 20 21
2 23 24 25 25 27
230 123 45
67 5 910m 2

47 My Calendars
] Calendar Work Catendar Weskty Rounaup Meetng

/| Work Calendar

Other Calendars

EZ Adda Calendar

tems: 1 Allfolders are up to date,  Connected to: Microsoft Exchange | [] B - 1 + 100%
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DELETING CALENDARS

You can delete any calendar (other than the default) from your mailbox by right clicking its listing
in the My Calendars section of the Navigation pane and clicking Delete Calendar:

4[| My Calendars
+| Calendar

| Wil Calomdar
I.-E Open in New Window

Othe E Mew Calendar...
Hide This Calendar
IE Qverlay
W' Color r
1 Rename Calendar
Copy Calendar
Move Calendar

s Delete Calendar I}

&  Move Up
% = * Move Down
Share 4
[tems: O

Properties...

A dialog box will appear in which you need to confirm this action. Click Yes:

Microsoft Outlook X

| Maove “Work Calendar” to your Deleted ltems folder?

Yes h Mo

The calendar in question will then be moved to the Deleted Items folder.
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AcTiviTy 5-1
Customizing Your Calendar View

As you are become more familiar with the Calendar workspace in Outlook 2016, you would like to
examine some of the different ways that you can customize it.

1. To begin, open Outlook 2016:

Inbo - jsmith@acmevidgets onmic

Heyall,

Joe s going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

E aa E [

ltems: 12 Unread: 4

3. The Calendar workspace will now be displayed. Examine the Arrange group on the Home
tab to ensure that the Day option has been selected. If it has not, select it now:

October 6, 2015

«My Calendars
Galendar

Other Calendars

(If this option is selected, skip to the next step.)
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4.

Now click Home - Work Week to view that option:

Home

m B

Send / Receive

&

Folder  View

Q Tell me what you want to do...

Calendar - jsmith@acmewidgets.onmicrosaft.com - Outlook

mREEEEEE BB B

QK &

EE Address Book
New New New = NewSkype Today Met7 | Day Work Week Month Schedule ~ Open Calendar E-mail  Share Publish Calendar
Appointment Meeting Items~  Meeting Days. Week View  Calendar~ Groups~  Calendar Calendar Online - Permissions
New Skype Meeting GoTo £ %raﬂge fa| Manage Calendars Share Find

5.

With the Work Week option applied, you will see that the weekend dates are hidden and

the current date will be selected:

6.

T (o 2 il = M /R °®.
D Bl @ EEREEEERER BB BB % | e ponk
New  New NewSiype | Todsy Nea7 | Day |Wark| Week Month Schedule  Open Colendar E-mail Sh Calendar
| Appointment Meeting tems-~ * Meeting Days jesk Calendar~ Groups~  Calendar Calendar Online - Permissions
| New SopeMeeting GoTo 1% Avange 2 Manage Catendars Fina -~
<
« odoberzis  » Tomrtow Thursda
4 » Qctober5 -9, 2015 Boston, Massachusetts ~ o lsppiood s Search Calendar (Ctri=E] P
SUMO TU WE TH FR SA d 0°F/52F SF/SHE ]
BN 123 MONDAY WEDNESDAY THURSDAY FRIDAY
- R s m B 5
ot e T
www 2B W
522829 05 3 -
November 2015 9
SUMO TU WE TH FR SA
1234567 10
5o
15 16 17 18 19 2 21 FH
znussan
2 3 345 =
1234 5
s 7189w nn
I«
i -
4My Calendars i H
H H
Colendar = =
2 3 =
Other Calendars = -
3§ L
4
5
6
= 8
&
ems:0 Al folders are up to date. _ Conneded to: Miarosaft Exchange | [[]1] B - 1 + 100

Click Home - Week:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View

Q Tell me what you want to do..

=] (3 + m o®
Tes @ S e 0 o [T 0 o ban
m R & R OEEEE DD pm R 8 e
New New  New New Skype  Today Nest7 Day Work Week Month Schedule Open Calendar  E-mail ~ Share Publish Calendar
Appointment Meeting ltems~  Mesting Days Week N View  Calendar~ Groups~ Calendar Calendar Online * Permissions
New Skype Meeting Go To n Arrangé G Manage Calendars Share Find

7.  With the Week option applied, the calendar will include the entire seven-day week.

Weekends are separated from the work week with shading:

)

Calendar - smith@acmer

= B @ &

Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar
Vi

BER

[ Address Book.

Appointment Meeting kems - Meeting Days Calendar  Groups~  Calendar Colendar Online - Permissions
Siope Meeting GoTo Aange 5. Manage Calendars share Find ~
< odoberats > ¢ Tomarow Thursday
< » October 4 - 10,2015 Boston, Massachusetts - Er52F 2 610k 54 Search Calendar (Ct1-E) rJ
SUMO TU WE TH R S d 0 152°F 1 F/5F
7m0 123 SUNDAY. MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
s slll7 e w0 4 5 7 8 9 10
Tz s 16 1T
w90 N 2B
P 5 -
November 2015 9
SUMO TU WE TH R S
1234567 10
R R R
156 17 18 19 20 21 1"
2255828
B0 123 45 B
2
678 9m0m 0
-
1 B
4My Calendars i %
Galendar + E £
H
Other Calendars 5 B M
El | £
2
4
5
6
7
o 8
&
== Alfolders are up to date. _ Connedted to: Micosoft Exchange | []| B - 0 + oo |
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8. Click Home - Month:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Home Send / Receive Folder View Q Tell me what you want to do...

mRs @ EFEEEEEE DB B EOR S
New Mew New  NewSkype Today Net7 — Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar

Appointment Meeting ftems~  Meeting Days Week [y View | Calendar Groups~ Calendar Calendar Online- Permissions
New Skype Meeting GoTo 5 Arrange 5| Manage Calendars Share Find

[ Address Book

9.  With the Month option applied, you will see that you have a much broader picture of
your calendar:

Folder  View

= = = ommomn ee
T S i) = A E v
T § EEEEB H R SER & oo
New New NewSipe  Today Ned7 Day Work Week Month Schedule Open Calendar E-mail Share Publish Colendor
Appointment Meeting lems - Meeting Doy Week View | Calendar Groups~  Colendar Calendar Oniine-~ Permissions
SopeMeeting GoTo 1% Artange 5 Manage Calendars snare Find S
< oaerzots > < Tomoriow Thursday .
«» Boston, Massachusetts - oo > husdl [Search Colendr Cti-B) »
SU MO TU WE TH FR SA October 2015 T0°F/52F S1'F/54°F
ameN 123 SuNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY -
< sIl7 e om0 Sep 27 28 29 30 Oct 1 2 3
o2 s 16 1T
w1902 28 u
%2 27 28 28 30 3
November 2015
SUMO TU WE TH FR SA 4 5 , A o o
1234567
EEERURTR R
1516 17 18 19 20 21
23 usna s
®30 123 45 i«
s 78 90m 3 -
g 12 3 14 15 16 17 H
4My Calendars B A
Colendar ] S
; £
Other Calendars
8 19 20 2 2 23 2%
25 % 27 2 2 30 31
= &
= Al folders are up o date.  Connecteates Miarosoft xchange ]| B -

10. Click Home = Schedule View:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View  © Tell mewhat you want to do..
Tt (3 + m [
ge '@ S i 4 o bt 0 o: o
EEs @ ERECECEEEE D DB R & Lo
New New New MewSkype Today Net7 = Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar
Appointment Meeting ftems - Meeting Days Week View 1 Colendar - Groups~ Calendar Calendar Online - Permissions
New Skype Mesting  GoTo Arrange r.h Manage Calendars Share Find

11. With the Schedule View applied, you will see a very detailed view of the current day and
any planned activities. This is the option that you would choose if you wanted to
compare one calendar with another:

Calendar - smith@acmer

onmicrosoft.com - O

FIEEEE

[ Address Book.
Today Net7 Day Work Week Month Schedule Open Calendar E-mal Share Publish Calendar
View

Appointment Meeting kems - Meeting Days Week Calendar  Groups~ Calendar Colendar Online - Permiszions
SiopeMecting GoTo 1 Arange 5. Manage Calendars share Find P
< odoberats > ¢ oston, Massachusetts - Tomorrow ) Thursday e e
SU MO TU WE TH FR sa ¢ * October 6, 2015 Boston, Massachusetts T0°F/52°F Gier/aaep | Search Colendr Cui-E 5
7w 123 Ea*n 9 10 11 12pm 1 2 3 4 s
s s 7 e s

Tuesday, October 6, 2015
1213 4 5 6 1

19202 2 23
25 26 27 2 29 0 3 Calendar

November 2015
SU MO TU WE TH FR SA
12354567
PR R R
1516 17 18 19 20 21

223405 %08
300123 4 s
67 8 910 m 12

4My Calendars
Calendar

Other Calendars

5 Adda Calendar

[ Hemsio Al olders are up to date, _ Connected to: Micosot cnange [JIEIN] B =+ 1o0%
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12. Return to the Week option by clicking Home - Week:

Calendar - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View Q Tell me what you want to do...
(=l 2 * m [
a8 @ <1 L€ o o Lt o o: o
mRe @ EEoeEeERE R R T E R & oo
New New  New New Skype ~ Today Next7 Day Work Week Month Schedule Open Calendar  E-mail  Share Publish Calendar
Appointment Meeting ltems = Meeting Days Week View | Calendar~ Groups~  Calendar Calendar Online = Permissions
New Skype Meeting GoTo 5l Arrange «  Manage Calendars Share Find

13. You would like to see how the Daily Task List will look when minimized. Click View -

Daily Task List - Minimized:

Calendar - jsmif]

Home Send / Receive Folder i '-;' Tell me what you want to do...
3 @ EEW E 2| & Emil
G 5 v =k " W T
sl
Change View Reset Day Work | Week Month Schedule . h Color  Daily Task Folder Re
View~ Settings View Week View Working Hours - List~  Pane~ Pi
Current View Arrangement = Color Mormal
Minimized %
v  Off

Arrange By »

14. You will see that the minimized state of the Daily Task List displays it as a thin bar along

the bottom of the calendar:

Calendar - smith@acmenwidgets.onmicrosoft.com - Outlook

Boston, Massachusetts - Search Calendar (Ctri-) 2

Thusday
«r - e " £ . o
S0 w0 T e T PR sk October 4 - 10,2015 TEsee 2 SEser

7m0 123 SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY.
BN RN 4 5 7 8 9 10
1213 0

EROE R
226 27 28 28 30 31

November 2015 9
SUMO TU WE TH FR SA

1234567 10
ERERUIRTIREIREIRT

15 16 17 18 19 20 21 "
23 usngn
230 123 45

678 9m0m 12

*

4My Calendars
Calendar

Ned Appoiniment

Other Calendars

Previous Appointment.

ttems: 0 A Tolder o up o date. _Conneded to: Marosart cange LT T~ T e |

15. Return the Daily Task List to its default state by clicking View - Daily Task List - Off:

Calendar - jsmif]

Home Send / Receive Folder i Y/ Tell me what you want to do...

Q 3 Time Scale - 4
S g v EEMHEBEBE:" % EmgI
(=
Change View Reset Day Work | Week Month Schedule . B Color  Daily Task Folder Re
View~ Settings View Week View Working Hours - List~  Pane~ Pi
Current View Arrangement ! Color MNormal

v Minimized

Off
ArrankBy »

16. Close Microsoft Outlook 2016.
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TOPIC B: Manage Appointments

Once you have configured the Calendar workspace to your personal preferences, you can begin
adding appointments and managing them. Over the course of this topic, you will learn more about
appointments in Outlook and how they are managed in the Calendar workspace.

Topic Objectives
In this topic, you will learn:
»= About the Appointment form
* How to create recurring events
*= About reminders
»= About the Show As options
» About the Private option
= How to categorize appointments
= How to set appointment priority
= How to search, print, and forward appointments

THE APPOINTMENT FORM

To add an appointment to your calendar, open the Appointment form by clicking Home - New
Appointment while in the Calendar workspace:

Calendar - jsmith@acmewidgets.onmicrasaft.com - Outlook

Send/Receive  Folder  View  Q Tell me whatyou want to do..

EE} Address Book

R @ FEODEERRE BB B @0 R &

Mew MNew NewSkype Today Next7 | Day Work Week Month Schedule  Open Calendar E-mail Share Publish Calendar
Appoigtment Meeting ltems~  Meeting Days Week View  Calendar~ Groups~ Calendar Calendar Online~ Permissions
New Skype Meeting GoTo = Arrange L Manage Calendars Share Find

(If you are not in the Calendar workspace, click Home - New Iltems = Appointment.)

The Appointment form includes a variety of different fields that are used to add the event’s
details:

=] s Untitled - Appointment

File iew Q Tell me what you want t

d < F 8 = & N

EJJ < [ catendar S| (‘EI % &% Dstouss Moy O €  m
Save & Delete O} Fonyard -~ Appointment Sched Skype Mecting Invite Reminden 115 minutes - |Recurence Time  Categ offi
Close Assistant Mesting Notes Attendees Zones - ¥ LowImportance  Agd-ins

Adions Show Skype Meeting Meeting Notes  Attendees Options 5 Tags Add-ins -~

Tue 10752015 ) [s30am -] [ Anaay event

Tue 10/6/2015 E2| |00 Am
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Here is an overview of the available fields.

* |n the Subject field, you can enter a quick description of the appointment. This is what you
will see when the appointment shows up on the calendar.

* In the Location field, you can enter where the appointment will take place.

= The “Start time” and “End time” menus allow you to choose when the appointment will
start and end.

= Additionally, you can check the “All day event” checkbox if the event you are adding spans
an entire day.

* Inside the Appointment form body, you can add more details or notes about the
appointment.

CREATING RECURRING EVENTS

If your appointment repeats on a regular basis, you can schedule it as a recurring event. To this,
click Appointment - Recurrence:

Untitled - Appointment

Appointment Insert Format Text Review Q Tell me what you want to do...

é’j’J x 3, Calendar s E C_% m :ﬁ.“! R showAs: | M Busy - O 2] =| Private "

1 High Importance
Save & Delete (O fonyarg - APPOINtment Scheduling Skype Mesting Invite Reminder: |15 minutes - |Recurrence Time  Categorze Office

Close Assistant Meeting Notes Attendees I Zanes - LowImportance  add.ins

Adtions Show Skype Meeting Meeting Notes  Attendees Options ] Tags Add-ins

This action will display the Appointment Recurrence dialog box. Using its controls, you can choose
the start time, end time, and duration for the recurring appointment. Next, you can choose a
recurrence pattern (daily, weekly, monthly, or yearly). Finally, using the controls in the “Range of
recurrence” section you can choose how long you want this recurring appointment to continue:

Appointment Recurrence >

Appointment time

Start: &30 AM ~
End: 5:00 AM v
Dwuration: | 30 minutes ~

Recurrence pattern

O Daily Recur every |1 week(s) on:

(®) Weekly ] sunday ] monday [+] Tuesday [ wednesday
() Monthly [ ]Thursday [ ] Friday [ ] saturday

() Yearly

Range of recurrence

Start | Tue 10/6/2015 | @ No end date

l::]lEmj after 10 OCCUFTenCes

() End by: Tue 12/8/2015 v

Cancel Remove Recurrence

174



Microsoft Office Outlook 2016 — Part 1

Click OK to save the recurrence settings. Note that you can remove a recurrence by clicking the
Remove Recurrence button in this dialog box.

REMINDERS

When adding a new appointment to your calendar, you have the option to set a reminder. This will
take the form of a visual and audio alert that will notify you when the appointment is coming up.
Hourly appointments have a 15 minute reminder by default, while all-day events will include a
reminder 18 hours prior to the event.

To modify these settings, click Appointment - Reminder = [Time]:

=] s Untitled - Appointment

Fil Review Q Tell me what you want to do.

ile

7 X e & 6o S
[ I3 Calendar = S N2 o Z2show As: | Busy (S 2 il
Save & Delete ©) Fonyard -~ APPointment Scheduling  Skype Mecting Invite .
Close Assistant Meeting Notes: Attendees
Actions Show Skype Meeting  Meeting Notes  Attendees

¥ Low Importance | pdd-ins
Tags Add-ins ~

) [s30am <] 7 Anaay event

| %00 Am

When the reminder is triggered by an upcoming event, it will appear in a separate dialog box. The
appointment subject, start time, and location will be listed. You will be given an option to dismiss
the reminder, as well as open the appointment to view its details. Additionally, you can choose to
be reminded again by clicking the Snooze button. This action will remind you five minutes later by
default, but you can customize this duration using the provided drop-down menu:

1 Reminder(s) — x

M7 Staff Meeting

9:00 AM Tuesday, October &, 2015

il Staff Meeting 23 minutes

Dismiss

Click Snooze to be reminded in:

5 minutes before start - Snooze Dismiss All
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SHOW AsS OPTIONS

When adding an appointing using the Appointment form, you have the option to indicate your
status during this period. This helps anyone looking at your calendar to identify when you are and
are not available. To choose a Show As option, click Appointment - Show As = [Show As Option]:

Staff Meeting - Appointment

Appointment Insert Format Text Review Q@ Tell me what you want to do...
e ] E-CL,‘- O ] &
E‘J x E\Ca\endar D = ?E E/:' 3‘.'.“_ zshow As Busy O sy
Save & Delete £} Forward ~ Appointment Scheduling Skype Meeting Invite EEnries [ Free ice Time
Close Assistant Meeting Motes Attendees Zones

Fl  Working Elsewhere
Actions Show Skype Meeting Meeting Notes  Attendees

Tentative
Busy
Out of Office

There are five options that you can choose from: Free, Working Elsewhere, Tentative, Busy, and
Out of Office.

* The Free option will indicate to others that you are available during this time even though
you have an appointment.

= The Working Elsewhere option will indicate to others that you are available but working at
a different location than you normally do.

* The Tentative option indicates that you might be available.

* The Busy option indicates that you are unavailable during this time.

* The Out of Office option shows you as being unavailable and out of the office entirely.

THE PRIVATE OPTION

When creating a new appointing using the Appointment form, you can mark it as private by
clicking Appointment - Private:

¥ Staff Meeting - Appointment

Appointment Insert Format Text Review Q Tell me what you want to do.

¥ =D [ E’ of = [ Private <t ’
E‘J x [ Calendar D = (-El b7 & D showas | M Busy - O & H1 . o
5 ! High¥portance
Save & Delete O royarg - APPOINtment Scheduling  Skype Meeting Invite — _|Recurrence Time  Categorize Office
Close Assistant | Meeting Notes  Attendees Zones - ¥ Lowlmportance | Add-ins

Adtions Show Skype Meeting Meeting Motes Attendees Options Tags Add-ins

By marking an appointment private you can hide the details from anyone who is able to view your
calendar, but still mark yourself as unavailable during the specified time.

You can identify such entries in your calendar by the lock icon:

Doctor Appointment
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CATEGORIZING APPOINTMENTS

Like other Outlook objects, you can categorize appointments so that you can keep them better

organized. To categorize an appointment, first select the appointment in question, and then click
Calendar Tools — Appointment - Categorize - [Category]:

The Clear All Categories option in this menu will remove all categories from the item. To clear a

Calendar Tools

Calendar - jsmith@acmewidgets.ol

Home Send / Receive Folder Appointment Q Tell me what you want to do...
—~ .
x ﬁ—a @1 - Z2 show As: M Busy - O  H Qale
> 4 s m ,
- g ~ ! High Importance
Open Delete Forward Meeting Invite Reminder  Mone . |Recurrence  Categorize
@ MNates Attendees - Low Importance
Actions Meeting Motes | Attendees Options
£
1 October 2015 v Blue cat
_ _ , 4 » October5-9,2015 B Blue category 1. Massacl
5U MO TU WE TH FR SA . Green category
27 28 29 30 1 2 3 MONDAY
B Red category
A s @7 s o 5 m o
range category
11 12 13 14 15 16 17 ? aon
18 19 20 21 22 23 24 [l Purple category
25 26 27 28 29 30 31 8" Vellow category
i All Categories...
November 2015 9 | Doy Set Quick Click... |
50 MO TU WE TH FR SA
12 3 4 5 6 7 10

single category, click Categorize and click the category to remove from the item.

Alternatively, you can right click an appointment and click Categorize - [Category]:

| Doctor Appoinhne?\t

D%l

=N

X 8

Quick Print

Invite Attendees
Forward

Private

Show As k
Categorize »
Meeting Motes

Delete

Blue category

Green category |}
Red category
Orange category
Purple category
Yellow category

All Categories...

Set Quick Click...

(Remember, when choosing a category for the first time, you will be prompted to give it a name.)

Once it is categorized, an appointment will be shown in the color of the category that was

selected:
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SETTING APPOINTMENT PRIORITY

Like messages, you can assign a priority level to an appointment. If it is a particular important

appointment you can give it a high priority level, but if it is an appointment that can be moved you

can give it a low priority level.

To set appointment priority, first select the appointment in question. Then, click Calendar Tools —

Appointment and choose High Importance or Low Importance:

-F‘E-I 3 Calendar Tools Calendar - jsmith@acmewidgets.o|
Home Send / Receive Folder View Appointment Q Tell me what you want to do...
x ﬁ—ﬁ @1 .% ZZ show As: M Busy - O I ALz
= l g2 m g
c g - ! HighImportance
Open Delete Forward Meeting Invite Reminder  Mone . |Recurrence = Categorize
b Notes Attendees > + Low Impartanc
Actions Meeting Motes | Attendees Options Tags
£
1 October 2015 b
4 » Qctober5-9, 2015 Boston, Massac
50 MO TU WE TH FR SA
27 28 29 30 1 2 3 MONDAY
< s g7 8 90 5

11 12 13 14 15 16 17
18 19 20 21 22 23 24

25 26 27 28 29 30 3 g
1 N
November 2015 9 | octor Appointment [~
<l MO TII WF TH FR <A

You can also find these commands on the Appointment tab when creating the appointment:

Staff Meeting - Appointment

YSRGS  nset  FormatTet  Review  © Tell mewhat you want to de...

> T i

E’J)J x [T, Calendar i r;_q % ﬁ .‘,52 Zshowhs | Busy - O Q =Il ' :Hv:t‘a . "

Save & Delete () ponyarg - APPOIRIment Scheduling  Skype Meeting Invite Reminder |15 minutes  « |Recumence Time Categnmem Office

Close Assistant  Meeting Notes  Attendees Zones - ¥ LowImportance | Add-ins
Actions Show Skype Meeting | Meeting Notes  Attendees Options m Tags Add-ins Py

SEARCHING APPOINTMENTS

As your calendar becomes more crowded, it can become more difficult to find the specific
appointment that you would like to work with. To make finding appointments simpler, a search
text box has been provided near the top right-hand corner of the Calendar workspace.

To use this feature, first click inside of the search
field (or press Ctrl + E) and type the keywords that
you would like to search for:

L Doctor M ~
L4
Keyword: Doctor

Organizer: Doctor
Subject: Doctor
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A list of results will immediately be shown that you can then work with:

ar - jsmith@acmewidgets.onmicrosof

Subfolders B ;'.3 ﬁ U E‘ 4+ O " [ x]

Al Calendar

= Include  Organizer Subject  Has  Categorized RequestsNot More  Recent Search  Close
Items ~ S21All Outlook ltems 0 ey Reslts Attachments - RespondedTo~ = Searches~ Tools~ Search

Scope Resuts Refine Options Close -

<
My Calendars ‘ Doctor *
Calendar Do [susiect LocaTION StaRT & END RECURRENCE PATTERN CATEGORIES
4 Recurrence: (nonej: 1 item(s)

eI [ Bedtor Appaimiment T 07673015 500 AN e 07672075 30 AN

Items: 1 Allfolders are up to date.  Connected to: Microsoft Exchange | [] | B

Additionally, the Search Tools — Search contextual tab will be displayed on the ribbon. Here, you
can narrow down your search even further by adding more search criteria like subject, category,
and much more.

When you have finished searching, click Search Tools — Search - Close Search:

Search Tools Calendar - jsmith@acmewidgets.onmicrosoft.coy
Home Send / Receive Folder View Search Q Tell me what you want to do...
E Current Folder (.’_ﬂ ﬁ mJ 1] ERas + D) 1? ﬂ
Subfolders - i £} -
All Calendar Include Organizer Subject Has Categorized Requests Not  More Recent Search  Close
ltems ~ &mAll Outlookltems  ojde; Results Attachments - Responded Tor  + Searches~ Tools ™ Search%
Scope Results Refine Options Close

PRINTING APPOINTMENTS

To print an appointment from the Appointment form, click File = Print = Print:

Doctor Appointment - Appointment. E o X
L=
Print L
e
b3 -
. v
Printer
[—
o Dotherleserts - e ehn s
[ Print Options
Settings
Memo Style
A1 Jof1 ¥ B E
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Alternatively, you can right-click on an appointment in your calendar and click Quick Print:

Du{tﬂrﬁppuinhne?\t I .
" g4 Quick Print

2%  |nvite Attendees
E;}, Forward
Private

Show As »

Categorize r

=

Meeting Motes

X

Delete

This option will print the appointment details using the default printer and its default
configuration.

FORWARDING APPOINTMENTS

Outlook objects, including appointments, can be shared amongst other people who use Outlook as
an e-mail client. To forward an appointment to other people so that they can view it and add it to
their own calendars, click Appointment - Forward (with the Appointment form open):

Doctor Appointment - Appointment

Appointment Insert Format Text Review Q@ Tell me what you want to do...

@ x [ Calendar D E;GT\I CF\‘E ﬁl“l :“,;.e zShUWAs: M Busy - O '@'

Save & Delete Q,Fomard - | Appointment Scha.duling Skype Meeting Invite Reminder: | None - Recurrence Time
Close Assistant Meeting Maotes Attendees Zones
Actions Show Skype Meeting | Meeting Notes | Attendees Options

Alternatively, you can right-click an appointment in your calendar and click Forward:

_I Doctor Appﬂ-inhne?\t |
a Cuick Print

Invite Attendees

O B

Forward %
Private

Show As ¥

Categorize L

=

Meeting Motes

X

Delete

In either case, a new Message form will be displayed with the selected appointment included as an
attachment:
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= FW: Dactor Appointment - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want te do...

u Eﬂ :.’:@ @ i Q |TFDI\DwUp' .’

High Impertance

Paste B I Ul \ Address Check  Attach Attach Signature Office
= Format Painter P T o e ¥ LowImportance  pgg-ins
Clipboard [ Basic Text Names Include Tags | Adddns ~
Tou
=1
Ce.
Send
Subject FW: Doctor Appointment
Attached Doctor Appeintment =
Outlook item 5

Simply complete and send the message as normal to finish the process.

ACTIVITY 5-2
Managing Appointments

You have an upcoming doctor’s appointment that you would like to schedule in your calendar.

1. To begin, open Outlook 2016:

o -
X RS mveng D

=

TamEmsi rmerll |

e el Teply Forutd Ejre-
F

" Y Fiter Email~
Fing Addins ~

9 Reply 8iDetete

Quick steps

Favorites Qreply
Inbox 4
Cluter
Sent tems
Dt

4jsmith@acmewidgets.onmicr,

Inbox 4 msftconn@microsoft...
Program Closing - Office 0., Mon 9721

Heyall,

4 Older Joe s going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

OneNote Team ’
Welcome to OneNote 3172015 Thanks,

Junk Eml John

Updating this folder._Connedted to: Microsoft Exchange I B8 = b + o

2. Display the Calendar workspace by clicking the Calendar button in the Navigation pane:

[tems: 11 U%Ead:‘l

aﬁ Iﬂ LR R
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3.

Home

Send / Receive Folder

6 & o BEER & 2

Change View Reset
View~ Settings View

Current View

4
y
Overlay
Day  Work Week Month Schedule

Calar
Week [:? View Working Hours .

Arrangement | Color

(If this option is already applied, skip to the next step.)

4. Create a new appointment by clicking Home - New Appointment:

Send / Receive Folder

= &

NS & &
New MNew

Mew Mew Skype  Today Mext7 Day | Work Week Month Schedule
hppointr&ent Meeting ltems ~ Meeting Days Week View
Mew Skype Meeting GoTo F]

View ' Tell me what you want to do...

TR EEEE E

Arrange

5.

Pl

The Appointment form will now be displayed:

Unitled - Appointment
Format Text

= W=

Review

&

@ x [ Calendar

2] 2 showAs: M Busy (e .‘
§ ! HighImportance
Save i Delte ) ponyord - AppOINment Schediing  Skype  Meting Reminden [13 minutes ~ Recurrence casgore | O offic
Close Assstant | Meeting Notes - owlmportance  Add-ins
Adions snow Skype Mieting Meeting Notes  Attendees options 5 Tags Adins -

swea |
Location
Stattime  [Toe 10762015 = [omm ][] At cay event
frdtine | Tue 10/62015 = [o30Am

Inside the Subject field, type “Doctor’s Appointment:”

Untitled - Appointment
Appointment (LRSS

Q Tell me what you want to do.

Format Text

Review

@ x [, Calendar El r;‘@ @ﬁl

2] 9 10 & [ 1] Private ’
ﬁ e R showhs: M busy O @ L1 L
- — ! High Importance
Save & Delete € Fopyard - APPOINtment Scheduling | Skype Meeting Invite Reminder: 15 minutes - Recurience Time | Categorize | Office
Close Assistant Meeting Notes. Attendees Zones - ow Importance  add-ins
Adtions show Skype Meeting Meeting Notes  Attendees Options [ Tags Add-ins
subject [ Doctor's Appointment s
Location
starttime | Tue 10/6/2015 [E| |e:00am - All day event
Endtime  |Tue10/6/2015 [ |e30am

Y Tell me what you want to do...

If the Week grid arrangement option is not already applied, click View - Week:
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7. Inthe Location field, type “ABC Plaza:”

Doctor's Appointment - Appointment

JETSONSS  Insert  Format Text Review  Q Tellmewl

@ x [ Calendar El &‘Q % ﬁ l....!’.ﬁ 2 show As: |l Busy . O @ ==I Private

- ! High Importance

Save & Delete (3 Fonyard - | APPOINtmeNt Scheduling  Skype Meeting Invite Reminder: 115 minutes  +|Recurrence Time  Categorize Office

Close. Assistant Meeting Notes Attendees Zones - ¥ LowlImportance  Agd-ins
Actions. Show Skype Meeting Meeting Notes  Attendees Options ) Tags Add-ins

Subject ‘Dudnv‘s Appointment

Location  [ABC Plaza] e

starttime [Tue 10/6/2015 | [=00am -] O A aay event

Endtime  [Tue 10/6/2015 | [230am -|

8. From the “Start time” drop-down menu, choose Friday of the current week:

Appointment Insert Format Text Review 2 Tell me what you want to do.

@ x £ Calendar E il@ @E ﬁ :‘q"‘..!

Save 8 Delete 5 Forward ~ Appointment Sche.duling Skype Meeting Invite
Close Assistant Meeting Notes Attendees

Actions Show Skype Meeting  Meeting Notes | Attendees
Subject |Doctor's Appointment

Location |ABC Plaza

Starttime | Tue 10/6/2015 [ | 2:00 am - | [ A1 day event

End time E‘ October 2015 P 230 AM -

SU MO TU WE TH FR 5A

27 28 29 30 1 2 3
s s 7 = 10
112 13 14 15 1}?1?
18 19 20 21 22 23 24
25 26 27 28 29 30 3
12 3 4 5 6 7

9. Next, choose 1:00 PM as a start time:

Appointment Insert Format Text Review @ Tell me what y
| x =D c [
g Calendar E = by i oy
(R 2 = ] A ant
Save & Delete £ Forward ~ Appaointment Scheduling Skype Meeting Invite
Close Assistant Meeting Notes Attendees
Actions Show Skype Meeting ' Meeting Motes | Attendees
Subject |Doctor's Appaintment

Location |ABC Flaza

Start time | Fri 10/9/2015 | [s:00am [] Al day event

A

End time |Fri 10/9/2015 E| 11:30 AM ~
12:00 PM

12:30 PM

1:00 PM

1:30 PM k
2:00 PM

2:30 PM W
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10. Examine the “End time” drop-down menus. You will see that the date now matches the
one shown in the “Start time” field. Additionally, the end time has automatically been set
to a half hour after the start time. For this example, choose 3:00 PM as an end time:

° Doct
Appointment Insert Format Text Review Q@ Tell me what you want to do.
7 X N & B o
E‘ g Calendar = Sz N vy
Save & Delete £, Forward ~ Appointment Sche.duling Sky;.:le Meeting Invite
Close Assistant Meeting Notes Attendees
Actions Show Skype Meeting | Meeting Motes | Attendees
Subject Doctor's Appointment

Location ABC Plaza

Start time | Fri 10/9/2015 & |1:00PM - All day event

End time Fri 10/3/2015 | [n30em =

T:00PM (0 minutes)  »
1:30 PM (30 minutes)
2:00 PM (1 hour)

2:30 PM (1.5 hours)
3:00 PM (2 hours)
3:30PM (2.5 howurs)
4:00 PM (3 hours) W

11. Asyou are going to be out of the office during this period, you need to change the Show
As option to reflect that. Click Appointment - Show As - Out of Office:

& Doctor's Appointment - Appointment

Appointment Insert Format Text Review Q Tell me what you want to do...

é‘?—‘l x [E Calendar E E;GI) (% @ :ﬁ-&— Z2 Show As: M Busy l G

Save & Delete Q-) Forward - Appointment Sche.du\mg SkyPe Meeting Invite Remninder [0 Free
Close Assistant Meeting Notes Attendees F] Working Elsewhere
Actions Show Skype Meeting Meeting Motes Attendees
Tentstive
Subject Doctor's Appointment | [ Busy
Location ABC Plaza [ ]

Out of Office h

12. Now make this appointment private by clicking Appointment - Private:

Doctor's Appointment - Appointment

Format Text Review Q Tell me what you want te do...

=
E?J x [, Calendar El (% N ‘.'-i-\.e ZShowAs M Outof 0. G @ ==I ' :rﬁx‘e 4—’t ’
Save & Delete (3 Fonyard - | APPOINtmeNt Scheduling  Skype Meeting Invite Reminder: 115 minutes - |Recurrence Time  Categorize ¢ HIMPETANCE office
Close Assistant Meeting Notes Attendees Zones - LowImportance  adg-ins
Actions. Show Skype Meeting Meeting Notes  Attendees Options ) Tags Add-ins

13. Click Appointment - Save & Close:

= Doct
Appaintment Insert Format Text Review Q Tell me what you want to do.
e ] E—@ G:.-\ @ o®
E_-l x 3 Calendar E = -E b5 v
Save & Delete Q,Forward . Appointment Scheduling Skype Meeting Invite
Close Assistant Meeting MNotes Attendees
% Actions Show Skype Meeting | Meeting Notes ' Attendees
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14. Returning to your calendar, you will see the new appointment. Note the lock in its lower
right-hand corner that designates it as private:

Calendar - smith@acmenidgets

NewSkype  Today Ned7 = Day |Work Week Month Schedule
- Days Week View | Calen

Share Find -
< october2nts Tomorron Thursday
<« » October5-9,2015 Boston, Massachusetts ~ EIseE  e1Ese Search Calendar (Ctri-E) »
SUMO TU WE TH R Sa d T0°F/52°F 61 F/5F
790 123 MONDAY WEDNESDAY THURSDAY FRIDAY
s e e s , . .
o1z 13 4 15 16 17
w9 N 2B
52 22 ® 03 8
November 2015 o | |
SUMO TU WE TH R S
1234567 10
s 9o nu
516 17 18 19 20 21 -
25 us8a8
B0 0123 45 B
2
678 9n0m
1 Doctor's Appointment
4My Calendars 45 Plaza
Calendar
2
8
Other Calendars
5
6
= o 8
o om ow B e
Tasks: 1 Active tasks, 0 Completed tasks -
iens: 1 Al folder are up o date. _ Conneded to: Microsoft xchange | (11| B - ' + 10

15. Close Microsoft Outlook 2016.
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TOPIC C: Manage Meetings

Meetings are calendar events that involve other people and (optionally) organizational resources.
By using Outlook’s calendar to schedule meetings, you are better able to communicate with and
manage attendees. Over the course of this topic, you will learn how to manage meetings in
Outlook 2016.

Topic Objectives
In this topic, you will learn:
= About the meeting scheduling process
* About the Meeting form
* How to use the Room Finder and the Scheduling Assistant
= How to share meeting notes using OneNote
= About meeting response options
» How to respond to a meeting request
* How to update a meeting request
* How to cancel a meeting request
* How to propose a new time for a meeting

THE MEETING SCHEDULING PROCESS

To schedule a new meeting in your calendar, you must first create and send a meeting request. To
do this, click Home - New Meeting while in the Calendar workspace:

Send / Receve Folder View Q Tell me what you want to do...

s & EE BEBEHEBE
] b €«
A Ee & it

Mew New  Mew MNew Skype  Today MNext7 Day  Work Week Month Schedule
Appointment Meetig; Iterms - Meeting Days Week View

Mew Skype Meeting Go To P Arrange M
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This action will display the Meeting form:

Untitled - Meeting

File Meeting Insert Format Text Review @ Tell me what you want to do.

X R Calendsr T r'_mf [% m;] = B} ::',"'@ (D 22 show As. | Busy

tant  Meeting Notes  Invitation Book Names Options *
Adtions Show. Skype Meeting Meeting Notes Attendees

@ You haven't sent this meeting invitation yet,

Options

Delete. & Fonyara ~  APpeintment S;Medu\mg Skype Meeting ~ Cancel Address Check Response geminger |15 minutes = Recurmence Ti
ssis

! High Impartance
ize

Private ’
L

& Lowlmportance | Addins
Tags Add-ins A

Room Finder ¥ *

J < Odober201s b

To..
=
Subject
send
Location Room:
Start time Tue 10/6/2015 [ 10:00aM - All day event
enatime | Tue 10672015 o [1030am

4 s (o)l 5 o
o213 a s 16 1T
18 19 20 21 22 23 24
25 26 27 2 29 3 3

[Joood [TFar  [llFoor

Choose an available raom:

None

Using the controls in this form, you can then construct the meeting and send a meeting request.
The meeting will automatically be added to your calendar (as the organizer). Recipients will then
respond to the request and let you know if they are available to attend. If a recipient chooses to

accept the invitation, the meeting will appear on their own calendar.

THE MEETING FORM

Upon clicking the New Meeting command on the Home tab or choosing to respond to a message

with a meeting request (Message - Meeting), the Meeting form will be displayed in a separate

window:

Untitled - Meeting

ile
x [ Calendar G G 5 Pag I“ Private "
= ! HighImportance
Delete ) Forward - Appaintment uling  Skype ecurrence Time Room  Categorize Office
stan Meeting Notes Zones |Finder ~ ¥ Lowlmportance  add-ins
Adtions Show Skype Mecting Mesting Notes Attendees Optians Tags Addins | A
@ You haven't sent this meeting invitation yet. Room Finder ¥ %
To..
- ° J 4 Ocober201s b
Subject SUMo Tu we Th Fr Sa
se 1203
Location Room: 4 5 [c sl ¢ 10
112 13 14 15 16 17
Starttime | Tue 10/6/2015 [ [1000AM - All day event 18 19 20 20 22 23 24
Endtime | Tue 10/6/2015 @ [1030am 25 26 27 28 29 30 31

[Joood [TFar  [lroor

Choose an available room:
None

The Meeting form includes a variety of different fields:

» The To field allows you to enter the e-mail addresses of the meeting’s attendees.
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* |n the Subject field, you can enter a quick description of the meeting that will appear on
the calendar.

* Inthe Location field, you can enter where the meeting will take place. (If configured, you
may have the option to choose from a selection of available rooms in your organization.)

=  The “Start time” and “End time” menus allow you to choose when the meeting will start
and end.

= Additionally, the “All day event” checkbox is provided if the event you are adding spans an
entire day.

* |nside the Meeting form body, you can add more details or notes about the meeting.

Meeting Reminders

Just like appointments, you can set reminders for any meetings that you create or agree to attend.
While the organizer of the meeting sets the default reminder time, each attendee can modify this
option to suit their own preference.

To modify the reminder settings, open the meeting and click Meeting > Reminder - [Reminder
Setting]:

& Untitled - Meeting

Meeting Insert Format Text Review Q Tell me what you want to do...
x & Calendar D E‘ G‘\E Eﬁ]‘ S‘.’( :'E‘E é,a@) Q ZZ Show As: M Busy -
oot Qo - | [ | e | Mis | S A ok oo | . s
Actions Show Skype Meeting | Meeting Notes Attendees NC"_E
0 minutes
5 minutes
10 minutes
13 minutes
30 minutes
1 hour
2 hours
3 hours
4 hours
5 hours
6 hours
7 hours
& hours
% hours
10 hours
11 hours
0.5 days
18 hours
1 day
2 days
3 days
4 days

1 week
2 weeks

Sound...

Resource Booking Attendant

The Resource Booking Attendant is used to facilitate any shared resources that your organization
may have, including rooms that are used for meetings. It works by automating responses to
booking or cancellation requests. Using this system, you can set policies that can controls how
resources are shared and prevent double bookings. This feature can be enabled by your Microsoft
Exchange Server administrator.
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THE ROOM FINDER PANE

The Room Finder pane is used to help you find and select an available room for a meeting that you
are organizing:

Room Finder ~*

4 MNovember 2015 #
Su Mo Tu We Th Fr Sa

1[2]3 4 5 6 7

g 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

Good Fair Poor

Choose an available room:

Mone
Boardroom A

Suggested times:

8:00 AM - 10:00 AM ~
1 available room

8:30 AM - 10:30 AM
1 available room

9:00 AM - 11:00 AM
1 available room

9:30 AM - 11:30 AM
1 available room

10000 AM - 12:00 PM
1 available room

10:30 AM - 12:30 PM
1 available room

11:00 AM - 1:00 PM
1 available room

(If this pane is not already displayed, it can be opened by clicking Meeting - Room Finder. As well,
you can add meetings to the Room Finder pane if necessary, by clicking the Rooms button next to
the Location field.)
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The Room Finder pane will show a calendar with the date of the meeting that you are organizing
selected. Below the calendar, you will see any available rooms. The “Suggested times” section
includes a list of times for your meeting where all invitees are available. Additionally, it will show
you any conflicts that exist between attendees and the selected resource for the currently
selected start and end times.

THE SCHEDULING ASSISTANT

To help coordinate the meeting, the Scheduling Assistant has been provided. To use this feature,
first populate the Meeting form with all the attendees and resources that you require and set the
date when you would like the meeting to take place. Next, click Meeting = Scheduling Assistant:

>

Meeting Insert Format Text Review 2 Tell me what you want to do...
= & B OREEBR D
= < s O ) gg\e
x & Calendar E = = 7 b ! Yo &
Delete £, Forward ~ Appointment Scheduling Skype Meeting Cancel Address Check Response
Assistant Meeting Notes Invitation Book Mames Options ~
Actions Show Skype Meeting | Meeting MNotes Attendees

When activated, the Scheduling Assistant will display any conflicts between the availability of your
attendees and any resources that you might require. This provides an easy and simple way to
coordinate a meeting so that everyone can attend:

Untitled - Meeting

ile Insert  FormatTet  Review 0 do.
=0 S 2zl &% O B n Private
- = G | DS & Bonowse [WMomy - 5
X et = & B L ¥ o) @owemnn - O @ha W (00
Delete ) Fopard - Appointment Scheduling  Skype Meeting ~ Cancel Address Check Response  © porvinder 15minutes - Recumence Time Room  Categorize w Lowt Office
Assistant Meeting Notes Invitation Book Names Options * Zones Finder - ow Importance  Add-ins
Adtions Show Skype Meeting | Meeting Notes Attendees Options ) Tags Addins | A
ESend 100% - Tuesday, October 6, 2015 Room Finder =~ %
1100 1200PM 1:00 200 3:00 400 800AM  9:00 1000 1100 1200PM  1:00 200 =00 40
B, |l attendees { Odober20is b
7@ s Su Mo Tu we T Fr s
1203
4 5 [l ¢ 10

112 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

[Joood [Far  [Wlroor

Choose an available room:
None

Suggested times:

sug

bec: o

not available during your
ing hours.

- >
Add ttendees. || OPHON 7| siottime  [Tue 1062015 [ [10:00AM

ada Rooms fnatime  [Tueomn01s [ [1030M

Msusy [Z Tentative [l Out of Office E¥ Working Elsewhere [ No Information [T Outside of working hours

To set a time for the meeting, click and drag an area on the grid:

Tuesday, October 6, 2015
11:00 1200PM 1:00 200 3:00 400 &00AM 900 10:00 11:00 1200PM 1:00 200 300 400

o
|
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You can also click the Requirement column to choose whether this attendee will be required,
optional, or just a resource (such as a room):

-

Format Text

x £, Calendar g E
Delete 3 Forward ~ Appointrment Sche.duling
Azzistant
Actions Show
*El send 100% -
11:00 12:00 1
BA.| | ANl Attendees ]
2 John Smith
71 & e Gibson
& Required Attendee [k here to add a name
£ Optional Attendee I}s
{3 Resource [Room or Equipment]

Toggle Between Meeting Form Views Using the Show Commands
To toggle back to the Meeting form from the Scheduling Assistant, click Meeting - Appointment:

Insert Format Text Review Q Tell me what you want to do...
=0 () ) |.‘.. sl 2%
x E{ Calendar E = ;E @ E‘x = :i’,@ 6
Delete EE,Forward . Appointment Scheduling Skype Meeting Cancel Address Check Response
% Assistant Meeting Notes Invitation Book Mames Options ~
Actions Show Skype Meeting | Meeting Notes Attendees

To return to the Scheduling Assistant, click Meeting = Scheduling.

SHARING MEETING NOTES USING ONENOTE

As people commonly take notes during meetings, Outlook offers an easy way to start taking notes
with Microsoft OneNote and collaborate with other attendees. To do this, click Meeting >
Meeting Notes:

t L =
Insert Format Text Review r:' Tell me what
— __@ o
x £ Calendar o = [‘E ﬁ
Delete 2 Forward ~ Appointrment Sr:he.duling SIQfFe Meeting
Assistant Meeting Motes
Actions Show Skype Meeting  Meeting Nonds

This will display the Meeting Notes pop-up. Click “Share notes with the meeting:”
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Meeting Motes >

Share notes with the meeting

b=

D_'ﬁ Take notes on your own

CLOSE

From there you can choose the OneNote notebook page that you would like to share with the
attendees. Click OK once you have chosen a location:

Choose Motes to Share with Meeting >

Pick a page for notes, or pick a section and a new page will be created:

| P

All Shared Noteboaoks
= Meeting Motes

= Mew Section 1
[ Untitled page

Only people who have access to the notebook will be able to use the notes.
Check who has access to the selected notebook

Hew Motebook... Cancel

(Remember that the notebook with the page must be in a sharable location, such as your
OneDrive account or on SharePoint.)

Now when you send out the meeting invite, the attendees will have a link to your meeting notes.
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MEETING RESPONSE OPTIONS

When a meeting attendee receives a meeting request, they will be given the option to respond via
buttons above the message in the Reading pane, or in the Meeting tab in the Meeting window:

Move~ n P> 3L PFind
7 a% [¢
Rules - — ‘ i [ Related - o
E -

Mark Categorize Follow  Trans
Unread  + o

The options are as follows.

= Accept: Clicking Accept will add the meeting to your calendar and confirm your
attendance. The Accept drop-down button includes options to accept and send a response
to the meeting organizer, accept and not send a response, or accept and edit the response.

= Tentative: The Tentative option is used when you are not sure that you will be able to
attend. Like the other options, you can choose to accept and send a response to the
meeting organizer, accept and not send a response, or accept and edit the response.

*= Decline: If you are unable to attend a meeting, you can choose the Decline option. You
have the option to decline and send a response to the meeting organizer, decline and not
send a response, or decline and edit the response.

= Propose New Time: If you have a scheduling conflict with a meeting request, you can
propose a new time that works better for you (if the meeting organizer has enabled this
option). Outlook will add the meeting to your calendar using your suggested time. The
meeting organizer can then choose to accept or reject your proposal.

Other Response Options

Aside from the basic meeting response options, you also have access to some other options using
the Respond drop-down command:

L\ W s

U Tell me what you want to do...

x \/ ? X (D) C](_ E/!ul E

Delete  Accept Tentative Decline Propose New Respond Meeting Calend

- - - Time = A I} Motes
Delete Respond Eg_ Reply
2 Reply Al

Forward

=1
[L_.J_’| Forward as Attachment
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Choosing one of the options under this command will interact with the message as if it were a
regular e-mail. It will not respond to the meeting on your behalf.

UPDATING A MEETING REQUEST

To update a meeting request, first open the meeting by double-clicking its entry in the calendar.
From there, you can make any changes that you wish. For example, in this case the time was
moved to one hour later than it was when the request was originally sent out:

Staff Mecting - Meeting

ile Q Tell me what you want to do.
z (o] 2z e i) [ | Private
iz} I:l S @ 2zl &% ’j Show As: | Bus, 1 @ Bas ’
x 2 il - € L V@ & r voEla m 0 Eghlnpmie | &
Cancel ¢y . Appointment S king  Skype  Mecting  Contact Address Check Response & Rerminder: |None - |Recurrence Time Room  Categorize Office
Meeting Assistant - Mezting Notes  Attendees~ Book Names Options= Zones Finder - ¥ LowImportance  Add-ins
Adions Show Skype Meeti... Meeting No... Attendees Options Tags Add-ins A
@ No responses have been received for this meeting, Room Finder -x
T 1ane G
= © snesieon 4 Odober2ots b
Subject [ Stoff Meeting Su Mo Tu We Th Fr Sa
Send T
Update | \ocation  [Boardraom 101A <] [ Rooms... 4 5 [oJEmel s 1

11213 14 15 16 17
18 19 20 21 22 23 24
Endtime | Tue 10/8/2015 | [1o00am - 25 26 27 28 29 30 31

Starttime | Tue 10/6/2015 | |200Am - All day event

[Joood [Far  [Wlroor

Choose an available room:

None

Suggested times:

be ndees are
not available during your
ing hours.

Whenever a change in the meeting has been made, the Send Update button will be shown instead
of the Send button. Clicking the Send Update button will send a message to all the meeting
participants to inform them of the change and apply that change to their individual calendars.

CANCELLING A MEETING

To cancel a meeting that you are the organizer of, first open the meeting. Then, click Meeting -
Cancel Meeting:

T L

Insert Format Text

—— LY vy @
= -/ [ =
= ix ~
P-4 &5 = 37 =
Cancel = Appointrnent Scheduling Tracking Skype
Meeting Assistant = Meeting

ions Show Skype Meeti...

This action will allow you to send a cancellation message to the attendees of the meeting and
remove it from your calendar:

194



Microsoft Office Outlook 2016 — Part 1

Format Text Review

Staff Meeting - Mesting

Meeting  [EESS

Q Tell me what you want to do...

=T Ty = i
T Calendar EE = 2k (FEI @ Zshowss [IFree - & I“ Private >
27 “ = 1 High Importance ’
- intment Scheduling Trackin e ectin ) .| Time Room  Categorize ice
3 Forward Appo Scheduling Tracking Skyp Meting Reminder: None T R Categ Off
Assistant  ~ Meeting Notes Zones Finder - ¥ Lowimpartance  add.ins
Actions Show Skype Meeting | Meeting Notes Options Tags Add-ins

€ The canceliation has not been sent for this meeting. Click Send Cancellation to update meeting attendees.

i To.. | [laneGhbson
Staff Meetin
cend Subject g
Canceldtion | o cation  [Boardioom 1014

Start time Tue 10/6/2015

End time Tue 10/6/2015

FE| | 11:00 AM -

All day event

FE |11:30am -

When the attendees receive this message, the “Remove from Calendar” button at the top of the
message will allow them to remove the meeting from their respective calendars:

5{ Remove from Calendar
Jafe Gibson
Canceled: Staff Meeting

John Smith

When Friday, October 9, 2015 10:30 AM-11:30 AM

10/8/2015

Location Boardroom 1014

10%
Canceled: Staff Meeting
Boardroom 1014

11 Jane Gibson

12

Alternatively, you can cancel a meeting by right-clicking on the meeting directly within the

calendar and clicking Cancel Meeting:

| Staff Meeting: Boardroom 1014; John 5||

Quick Print

Mew E-mail to Attendees
Reply

Reply All

D0 0%

Forward

Private
Show As [
i Categorize [

ﬂ}* Meeting Notes

[ Cancel Meeting

[

This action will display the Meeting form for the current meeting and allow you to send a

cancellation notice.
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PROPOSING A NEW TIME FOR A MEETING

If the organizer has enabled this option, you will see the Propose New Time drop-down command
at the top of the meeting request in the Reading pane or on the Meeting tab:

T W s

Q Tell me what you want to do...

XV ?Xlsn e B B

Delete = Accept Tentative Decline Propose New Respond Meeting Calendar

- - -

Time - - Motes
Delete Respe Ienta&fe and Propose New Time lendar

Decline and Propose Mew Time

Clicking this drop-down command will give you the option to tentatively accept the meeting time
and propose a new time or decline the meeting request and provide a new proposed time. Clicking
either option will display the Propose New Time dialog box:

B Propose Mew Time: Staff Meeting *
Zoom | 100% v Friday, October 9, 2015
14:00 B00AM 900 10:00 11:00 1200 PM  1:00
B,| | anattendees | " BN
£ Jane Gibson [ |
€@ John Smith H sttt
£ >
el el i ) i Options W
Meeting start time | Fri 10/9/2015 [E 1z00PM -
<< AutoPick Next = > Meeting end time | Fri 10/9/2015 & 1zzopm -

B Busy |7 Tentative [l Out of Office [ Working Elsewhere [ Current Meeting [». Mo Information

Current Meeting Time ProposeTime Cancel

Here, you will be able to see the
schedules of all the invitees and choose a
new time that you think would work Meeting Response
better. Then, click Propose Time to send

the request. x ‘/ E&% ﬁ_;i@;i ﬁ_:i E_Ell-,1eetil'|g

. . . More -
Once the organizer receives and views Delete  Accept View All Reply Reply Forward
this message, they can then choose to Proposal Proposals Al
accept the proposal or delete the Delete Respond

message to reject it.
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ACTIVITY 5-3
Creating and Managing Meetings

You have been asked to organize a meeting to go over the details of an upcoming project. This

meeting needs to be held sometime next Monday. Students should pair up with another classmate

for this activity and have access to a Microsoft Exchange Server or Office 365 e-mail account.

1. To begin, open Outlook 2016:

ing 500, 5o | thought we could throw a small celebration. Please let me know your availability for next wee!

I
32015

2.  Display the Calendar workspace by clicking the Calendar button in the Navigation pane:

= o= B

ltems: 11 Unread: 4

3.  Apply the Month calendar grid arrangement by clicking Home - Month:

Send [/ Receive Folder View Q Tell me what you want to do...

m B @ EEEEBEE

MNew  MNew New Skype = Today Mext7 Day Work Week Manth Schedule
Appointment Meeting Items ~ Meeting Days Week I} View
Mew Skype Meeting Go To P Arrange Pl

(If this view is already applied, skip to the next step.)
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4. You will now see the calendar for the current month. Click to select the next Monday in
the calendar:

Trurzdsy
«» Boston, Massachusetts ~ ursday . [Searn coengar - 5
SU MO TU WE TH FR Sk October 2015 G/
amsw 123 SuNDay MonDaY WEDNESDAY THURSDAY FRDAY SATURDAY
og J20o0oD Sep27 3 2 30 oct1 2 3
N2 s s 6
W w2 B
5223200
S Mo T we T FR sk . . ; N o
1234567
sswn 2 n
s 1617 18 19 2 2
nnunxn s
5 x
foorEne n 3 1 15 16 7
4My Calendars
Calendar
Other Calendars
18 0 21 2 2 2%
25 2% 27 2% 2 30 31
Eomoa @
= Aitoers sreup to ste, _ Comnecteato Mirosont Eenange [N B

5. Click Home - New Meeting:

Send / Receive Folder View

o s § BE

Mew | MNew Mew Skype | Today Mext7
Appointment Meeting ltems - Meeting Days

New Skype Meeting Go To a

6. The Meeting form will now be displayed:

X Bt CHE S L) Zoows Wam | O . S
] X Yo « e 1 High mportance
ou 2o - | R schesivs | Sope | bsing Crsck Rporse | = reminden 13 mintes - Recomence Time [Raam ofce
Assistant. Meeting Notes. Invitation Book Names Options ~ Zones |Finder - ¥ LowImportance  Agg-ins
it st mesing it . Rem Figlr <

To 11« oaomerams »

Mon 10122015 = [s00am 1819 20 21 22 23 24

Mon 1071222015 ) [s30am - 25 26 27 26 23 30 31

[JGoos [fer [MPoor
Choose an avalabie room:
None

Suggested times

500 AM - 830 AM
No conficts

30 AM -5:00 AM

1000 AM - 10:30 AM
o confics

7. Inside the To field, type the e-mail address of your partner, whom you are inviting to the
meeting:

Unfitied - Meeting

VRSO i FormaiTeri  Review Tellmewhatyouwantto do
) o s
=0 B 3 5 S Pt
£ Calendar C G 0z 22} & ﬁ ShowAs. |l Bus
X= BE G B RERO = - e
Deete € Fonyard ~  APpOINtment Scheduling  Skype Meeting  Cancel Address Check Response | & Reminder: 15 minutes ce
Asstant | Meeting | Notes  Invitation Book Names Options - Zones [Finder| - ¥ Lowlmporance  adding
Actons S Siype Meeting Mieeting Notes Atendees Options 5 o Adeins -

© You havent st this meting nvttionyet. Room Finder %

0. | [2ane Gbsons T 4=
- ! I ¢ odoberzots »
subject SuMo Tu We Th Fr Sa
Sen 123
Location <] [ rooms
1213 1415 16 7
Starttine [ Mon 101272015 | [s00am <] 0 cay event N s e
Enatine | Mon 1071272015 =] [ss0am - 25 26 27 28 29 30 31
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8. Inthe subject field, type “Project ABC Meeting.” In the Location field, type “Room 2110:”

Project ABC Meeting - Mesting

Meeting [

Xaoew B & B 5 H LD e mem - O B m e

! High Importance.

Delete ) Foryard ~  APpOIntment Scheduling  Skype Meeting  Cancel Address Check Response & Reminder: |15 minutes  ~ |Recurrence Time |Room  Categorize ice
Assistant  Meeting Notes  Invitation Book Names Options ~ Zones |Finder - ¥ LowImportance  Add-ins
Adions show Skype Meeting Meeting Notes Attendees Options [ Tags Addins ~
Vou haven'tsent this meeting invitation yet A -
hid I v Room Finder 3
o.. | [Jene Gbsony
= T 4 October2015 b
Subject Project ABC Meeting Su Mo Tu We Th Fr Sa
Send 12 3
Location  [Room 2110 bt <] [ rooms
= N 213 14 15 16 17
Starttine [ Mon 101272015 | [so0am <] 0 A cay event e 2 21 25 23 o]
Enatine | Mon 1071272015 ElEXD 25 26 27 28 29 30 31

[Jeood [Fair  [Poor

Choose an available room:

None

9. Ensure that the date is the one that you selected before opening the Meeting form.
Then, set the “Start time” drop-down menu to 10:00 AM and the “End time” drop-down
menu to 11:00 AM:

Project ABC
Meeting Insert Format Text Review Q Tell me what you want to do...
.
'_® ? 4 O & EI ..,u ﬁ
x & Calendar E = { E b x | | Yo &

Delete ©, Forward ~ Appointment Scheduling Skype Meeting Cancel Address Check Response
Assistant Meeting Motes Invitation Book MNames Options =

Actions Show Skype Meeting Meeting Notes Attendees

6Y0u haven't sent this meeting invitation yet.

To.. Jane Gibson
’ Subject Project ABC Meeting
Send
Location Room 2110
Start time Mon 10/12/2015 E| 10:00 AM - All day event

Endtime | Mon 10/12/2015 /| [1e30am =

10:00 AM (0 minutes) »
10:30 AM (30 minutes)
11:00 AM (1 hour)

11:30 AM (‘I.Shourl}
12:00 PM (2 hours)
1230 PM (2.5 hours)
1:00 PM (3 hours) Y]

10. With the meeting now configured, click the Send button:

S Project ABC
Meeting Insert Format Text Review Q Tell me what you want to do...
.
E—.® = ) r\n |.-. YR !ﬁ
x [& Calendar E = Siee| @ Do I Yo &

Delete & poyard - Appaintment Scheduling Skype Meeting Cancel Address Check Response
? Assistant Meeting Motes Invitation Book MNames Options =

Actions Show Skype Meeting ' Meeting Notes Attendees

6Y0u haven't sent this meeting invitation yet.

To.. Jane Gibson
Subject Project ABC Meeting
Send
l} Location Room 2110
Start time Mon 10/12/2015 E| 10:00 AM - All day event
End time Maon 10/12/2015 E| 10:30 AM -
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11. Back at your calendar, you will see the new meeting that you are organizing appears as
an entry on the currently selected date:

Calendar - smith@acmenidgets.onmicrosoft.com - Outlook

Todsy Net7 Dy Work Week Month Schedue
Days Week View

<« » October 2015 Boston, Massachusetts -

Thursday ——
e [semh Golendar (-6 5

SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY.

Sep27 B 29 30 Oct 1 2 3
s 2B
v m s
November 2015
SU MO TU WE TH R A B 5 7 8 9 10
u
s 6 n
25 ounnan
)
! n 12 13 14 15 16 17
1000am Project 5C
My Calendars Heeting Raom 216 o
Galendar
Other Calendars
18 19 0 21 22 23 24
25 26 27 28 29 30 31
‘ o om oa @ e
te P Exchangs o =

12. Return to the Mail workspace by clicking the Mail button in the Navigation pane:

13. The meeting request that your partner sent should now be displayed within your inbox.

Double-click it to open it:

All Unread By Date =  MNewest 4
4 Thursday
Jane Gibson [ x
Project ABC Meeting Thu 10/8/2015 11:04 PM
™
John Smith  ° B
Documents Thu 10/8/2015 2:13 PM
Hey John, Here are the

John Smith (=]
Joe's Retirement Thu 10/8/2015 12:07 PM
Hey all, Joeis going to be
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14. Review this information. You will see that it conflicts with the meeting request that you
already sent out. Click Meeting - Decline - Send the Response Now:

| b s

(' Tell me what you want to do...

x‘/?x*-)@[;]éﬁ

Delete  Accept Tentative Decline Propose New Respond Meetine
= = v Time~ i Motes

Delete Edit the Response before Sending
Send the Response Now l,},
Do Mot Send a Response

15. Your partner will receive a message that you declined the meeting request. Additionally,
you will receive a message that your partner also declined your own meeting request:

Thu 10/8/2015 11:07 PM

Jane Gibson

Declined: Project ABC Meeting

When Monday, October 12, 2015 10:00 AM-10:30 AM [UTC-08:00) Pacific Time (US & Canada).
Location Room 2110

ﬂ]ane Gibson has declined this meeting.

16. Close Microsoft Outlook 2016.
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TOPIC D: Print Your Calendar

As the calendar in Outlook 2016 becomes a more important component in your day-to-day
workflow, you may find the need to print a hard copy of it for reference. Over the course of this
topic, you will learn about the various styles that you can use to print your calendar.

Topic Objectives
In this topic, you will learn:
= About calendar print styles

CALENDAR PRINT STYLES

While the process of printing your calendar is relatively straightforward, you do have several
different print styles to choose from. These print styles control the amount of detail that is
included for each event, as well as how your calendar will appear on the
printed page.

To print your calendar, display the Calendar workspace and then click File -
Print:

Save Calendar

Print

3

Within the Print category of Backstage view, the Settings section will include the various style
options that you can choose from:

Calendar - jsmith@acmevidgets.onmicrosoft.com - Outlook O

=, item to be printed and

\Eﬂ then click Print.

Print

October 2015
Printer
Send To OneNote 201323 _ SUNDAY MONDAY TUEDAY WEDNESDAY

) Ready Sep 27 ] 29 30
[ rint Options
Settings

Weekly Agenda Style

‘Weekly Calendar Style

Monthly Style

Trifold Style:

Calendar Details Style 1 . 20 21 2 2 2

oo T T0/e/201s 1137 A

<1 Jet1 > BE
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Below is a breakdown of what each print style will look like:

Daily Style: Selected by default, the Daily Style will print all the events for the current day.
It divides the day into hourly time slots that are further divided into 30 minute rows. It also
includes both the Daily Task List and an area for notes.

Weekly Agenda Style: This style will display all the events for the current week with each
day of the week having its own area. Any events that are listed include its subject, start and
end times, and location.

Weekly Calendar Style: The Weekly Calendar Style will also display all the events for the
current week, but it will do so using a column for each day with each column divided into
hourly time slots. Events that are listed include the subject, start and end times, and
location.

Monthly Style: The Monthly Style prints the current month out like a regular wall calendar.
The days of the month are divided into a grid. Any events include the subject, start and end
times, and location.

Tri-fold Style: The Tri-fold Style is a three-paneled view that includes an agenda for the
current day, a daily task list, as well as a grid for all the days of the current week.

Calendar Details Style: This style is like the Daily Style but will only print the events and
their details that occur on the selected day. All the information about the event is included.
Memo Style: This style is only available if an event is selected within your calendar before
you perform the Print command. This option will print all the details of the selected event.

ACTIVITY 5-4

Printing Your Calendar

For quick reference, you would like to print your calendar for the current work week and post it in

your office. A printer is required for this activity.

1. To begin, open Outlook 2016:

4jsmith@acmewidgets.onmicr,

Rems9 Unreac: 4

Inbos - jsmith @acmevidgets onmicrosoft com - Outlook.

[P =
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2.  Display the Calendar workspace by clicking the Calendar button in the Navigation pane:

Iltems: 11 %nread: 4

as

3. Click File = Print:

Info

Open & Export

Save Calendar

Print

4.  Click the Printer drop-down menu and choose the printer that you would like to print

your calendar to:

©

Info

Open & Export

Sawve Calendar

Print

Office Account

Options

Feedback

Exit

Print

Specify how you want the
item to be printed and
then click Print.

=

Print

Printer
Send To OneMote 201333

'ﬁ Ready
Brother Laser#:6
Ready

Fax

Ready

Fax#:2
Ready

Microsoft Print to PDF
Ready

% @ @
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5. Next, you need to choose the calendar print style you would like to use. For this example,

click Weekly Agenda Style:

©

Infa

Open & Export

Save Calendar

Print

Office Account

Options

Feedback

Exit

6. Examine the print preview portion of the screen. You will see how your calendar will

appear on the printed page:

Print

Specify how you want the
Eﬂ item to be printed and
then click Print.

Printer
Brother Laser#:6
= -
=L Ready
E.E', Print Options

Settings

Daily Style

Weekly Agenda Style
Weekly Calendar Style
Monthly Style

Tri-fold Style

Calendar Details Style

Printer

Brother Lazerss
=

Ready

[ print Options

Settings

sy S
Weskly Agendasie
ety Cotedar S
Mty e
i

=
H  colendarDetsis stye

Calendar - smith@acmewidgets.onmicrosoft.com - Outlook

September 28, 2015 -
October 4, 2015

Monday, September 28

[Wednesday, September 30 [Thursday, October 1

Friday, October 2 [Saturcay, October 3

[Sunday, October ¢
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7. Click Print:

©
Print

Open & Export

Specify how you want the
- item to be printed and
= K

then click Print.

Save Calendar Printer

Brother Laser®:6
Print s‘_,..
Ready

E.‘E',, Print Options
Office Account

Settings

Options
Daily Style

Feedback

Weekly Agenda Style

Exit

Weekly Calendar Style

8.  Acopy of your calendar in the Weekly Agenda Style will now have been printed to the
printer that you specified. Close Microsoft Outlook 2016.

Summary

During this lesson, you learned about the many ways that you can manage your calendar and add
both appointments and meetings. You should now feel comfortable working with the different
types of calendar grid arrangements that are available, as well as adding and managing both
appointments and meetings. You should also feel comfortable printing your calendar using a
variety of different calendar print styles.
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LESSON 6:
MANAGING YOUR CONTACTS

Lesson Objectives

In this lesson you will learn how to:
= (Create and update contacts

= View and organize contacts
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TOPIC A: Create and Update
Contacts

As the core functionality of Outlook 2016 revolves around communication and interaction with
other people, saving and managing contact information is very important. Over the course of this
topic you will learn all about contacts in Outlook 2016, including how to manage them and how to
import them from other sources.

Topic Objectives
In this topic, you will learn:
= About contacts
= About the People workspace
= About the Contact form
= How to link notes to a contact
» Techniques for tagging contacts
= About secondary address books
* How to import, forward, and delete contacts

CONTACTS

In Outlook 2016, the term “contact” is used to describe any individual whom you need to
communicate, or have communicated, with. Just like a hard copy address book, Outlook contacts
include the contact’s name, address, phone numbers, e-mail address(es), and other details like
their job title and even photos. While Outlook 2016 can automatically create suggested contacts
based on messages you send to recipients who are not already a contact, you also have the option
to create contacts manually.

To view, create, and manage contacts in Outlook 2016, display the People workspace by clicking
the People button in the Navigation pane:

ltems: 11 Unread: 4
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THE PEOPLE WORKSPACE

When the People workspace is displayed, you will see the ribbon, Folders pane, working area, and

Reading pane. Inside the working area, you will see a list of contacts. The details for the selected
contact will be displayed in the Reading pane:

2 e I

B &b X EE
o, Con e [ | o | ey o
e = ;

New Delete | Communicate

| [Search Contadts (Ctri+E »
My Contacts earch Contadts (Ctri=6)
Skype for Business Contacts =

Jane Smith Jane Smith
Contacts .

CONTACT | NOTES

Calendar
Schedule a meeting

Send Email e
§ abewidgets@outlook.com ink Contacts.

ABC Widgets Inc.

Allfolders are up to date. _ Connected to: Microsoft Exchange | [] | B

THE CONTACT FORM

Contacts are created and managed using the Contact form. To create a new contact using the
Contact form, click Home - New Contact (while in the People workspace):

Send / Receive Folder View

] & = X BE

Mew  Group Mew Contact MNew  Delete  Meeting Maore
Contact Group ltems = -

I} Mew Delete Communicate

(If you are not in the People workspace, click Home - New Items - Contact.)

The Contact form will open, and you will see a variety of different fields to add the details about
the new contact.
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Untitled - Contact

Vel Insert  FormatText  Review @ Tell me what you wan

gxeEEEN. =8P

8 Certificates
Save & Delete Save & Forward OneNote  General

Bl P B P

Emall Meeting More Address Check | Business Picture | Categorize Follow Private Zoom
Close Newe o [ Al Fields =" ook Names - i
Actions Show Communica te Names Options Tags Zoom -
Full Name...
company
Job tite
File 25
Intemet
[EEmail..
Display as Hotes

Web page address
1M address

Phone numbers
Business...
Home

Business Fax..

This is the mailing
address

Keep in mind that you do not need to fill out every field. Only the Full Name field is required to
save the contact.

The Details Command on the Contact Form
There are even more fields in the Contact form that are available by clicking Contact - Details:

Contact Insert Format Text Review

@x%@ Eiﬁ [, Details

2 C%ificatﬁ
Save & Delete Save & Forward OneMate General
Close Mew= = (= Al Fields

Actions Show

With this command, the Details section will be displayed with additional fields that you can fill out:

Untitled - Contact

Xk 3 B LN LR L% B

8 Certificates s
Save & Delete Save 8 Fonward OneNote  General Email Meeting More  Address Check | Business Picture  Categorize Fol
Close Newr - Bl anFields Book Names Card  ~

Adions Show Communica ite Names

Options Zoom -~
Department [[ | Managers name

Office Assistant's name

Frofession

Nickname Spouse/Part

Title Birthday N m

Suffix <] Anniversary N =

Internet Free-Busy

Address
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Click the General command on the Contact tab to return to the normal view. If you need to edit
the contact later, just double-click it from the People workspace. A condensed version of the
Contact form will appear:

Name
Darryl Durkin

CONTACT NOTES

®Email Changes Saved To
Email Qutleok (Contacts)
dar.durki@example.org

®Work

Company

(FPhone
Work
{355) 422-3942

Metaldyne Corporation
() Address

®Mm .
(+)Birthday

Simply make your changes and click Save (which will become available once the contact is edited).

LINKING CONTACT NOTES TO A CONTACT

Contact notes can be generated in Microsoft OneNote automatically. They will include basic
information about a contact, such as their name, contact information, and details.

If you would like to create and link a page of notes to a specific contact in the People workspace,
select the contact and click Home - OneNote:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View Q Tell me what you want to do...

[ X} o0 bl x fmh, - Fee ¥ - @ . Fy s[a!

s, i = = == BEH
o] & &% & jaz] QY ... =) 'S % =5 = < ‘S i
Mew Group New Contact New  Delete Meeting More People  BusinessC..  Card Phone it |- Move Mail OneNote Forward Share Open Shared

Contact Group  ltems * Merge Contact ~ Contacts  Contacts
New Delete  Communicate Current View Adions Share

-

Contact Insert Format Text Review

['I_i)j x Fﬁl_l_l |§_|_) @ E%Detans

2 Certificates
Save & Delete Save & Forward OneMote General
= Al Fields

Close New = - I,\@
Actions Show
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In either case, the Select Location dialog box will be displayed. Here, you can choose the notebook
and section in which you want the contact notes to be placed:

Select Location in OneMote >

Pick a section in which to put the contact notes:

Recent picks
Quick Motes (Quick Motes)

All Notebooks
My Notebook

B Meeting Notes

MNew Section 1

HD Quick Motes

|:| Ablways send contacts notes tothe selected location [customizable later

in OneMote Options).

Once you click OK, the contact notes will be created and displayed in Microsoft OneNote:

@ 1> s Smith, Jane - OneNote

File Home Insert Draw History John Smith

g_;,: Meeting Notes v | MewSection 1 ¥ Searcn (Ctrl+E) P~

2 (%) Add Page
Smith, Jane

Friday, October 8, 2015 6:34 AM Smith, Jane

Contact Smith, Jane
Business Phone | ABC Widgets Inc.

E-mail abeowidgets@outlook.com
Link to Qutlook item

Notes

These notes will now be linked to the contact, so they will be updated if the details of the contact
change. Additionally, they can be accessed directly by clicking the OneNote command in either the
People workspace or with the Contacts window open.
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TAGGING CONTACTS

Like other Outlook objects, you can tag contacts to help group them together and keep yourself
organized. You can find all the tagging options within the Tags group of the Home tab while the
People workspace is displayed:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

LS Send/Receive  Folder  View  Q Tell me what you want to do.

@ o8 X =

& & = B

New Group New Coract New. | Dot | Mecting Nire | [N s -
e Ct : =

Let’s break down each option:

= Categorize: This drop-down command will allow you to categorize a selected or open
contact. These categories can then be customized.

* Follow Up: In the same way as when used for messages, the follow-up flag reminds you to
follow up with a contact by a specified deadline (today, tomorrow, this week, next week,
etc.).

* Private: By tagging a contact as private, you can hide the details of this contact from
anyone who is able to view your contacts list.

SECONDARY ADDRESS BOOKS

Any contacts that you add to Outlook 2016 will automatically be added to the default address
book. However, you do have the option to create multiple address books. For example, you could
use your default address book for internal contacts and a secondary address book for external
ones.

IMPORTING CONTACTS

If you are switching to Outlook 2016 from another mail client or have contacts stored in another
application, you can import them. However, they must be in a compatible file format, such as the
Microsoft Excel Worksheet (.xls) or Comma Separated Value (.csv) file types.

To begin this process, open the People
workspace. Then, click File - Open &
Export = Import/Export:

Open

Open Calendar
D Open a calendar file in Cutlook (.ics, ws).

Open Qutlook Data File
D Open an Outlook data file {pst).

Impoert/Export
Impaort or export files and settings.

Office Account 2

Options [k
Other User's Folder

Feedback o Open a folder shared by another user,

Exit
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You will then be prompted to choose the type of file you are importing and Outlook will walk you
through the process:

Impoert and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Impaort a VCARD file )

Impart an iCalendar (.ics) or vCalendar file [ves

Import from another program or file
Import R55 Feeds from an OFML file
Impart RSS Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files (.P5T) and text files.

< Back Cancel

Note that you can also import contact information that is stored in vCard (.vcf) format by simply
double-clicking on the vCard file while Outlook 2016 is open and clicking Home - Save & Close.

FORWARDING CONTACTS

If you would like to send one of your contacts to another person so that they can add it to their
own list of contacts, you can forward it. To do this, click to select the contact in question and then
click Home - Forward Contact:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View @ Tell me what you want to do...

@ oot B X fm, _ -
% & & B DEY 5 @3 <
Mew Group NewContact New Delete Mesting More

Contact Group Items ~ -

¥ oY - . zal
e &ﬂ BB
\30 =1 L S .

_  Move Mail OneNote Forward Share Open Shared

T Merge Contact~ Contacts Contacts
New Delete | Communicate Current View Actions =

People Business C... Card Phane Lie

As a Business Card

2 Asan Outlook Contact

This drop-down command will give you two different forwarding options to choose from:

» As Business Card: Clicking this option will open a new message form with the selected
contact attached as a business card. The business card will also be displayed directly in the
body of the message.

*= As an Outlook Contact: Clicking this option will open a new message form with the
selected contact attached as an Outlook contact.
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DELETING CONTACTS

To delete a contact from the People workspace, select the contact in question and then click
Home - Delete:

Send / Receive Folder View '-;-' Tell me what you want to do...
s 2 2XBEolE 5 =
» ® i - @ = =
EE - 2 WY 5 Y E
MNew Group MNew Contact Mew  Delete Meeting More People Business C... Carc
Contact Group  ltems~ =
Mew Delete Communicate Curren
4My Contacts Search Contacts [Ctrl=E) 2
Skype for Business Contacts 123 .
Jane Smith
Contacts a
4]

Alternatively, you can right-click the listing for a contact in the working area and then click the
Delete option:

123

_ Jane Smith

b E® Copy

. 2 Quick Print

d Edit Contact

e 3 Forward Contact »
f Create b
g lis Categorize r
n ™ Follow Up r
f ‘1" Move k
-L Iﬂ‘g_} OneMote

| }( Delete

) >

The selected contact will then be moved to the Deleted Items folder.
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ACTIVITY 6-1
Creating and Updating Contacts

Now that you are using Outlook 2016 more and more in your workflow, you would like to take

advantage of its powerful contact management features. To start, you need to add and update a
few contacts.

1. To begin, open Outlook 2016:

X Regs= ) Teom
beete Reply Repy Foad Bfjuiore-
po

 repy &

Scheduledocx
®

o=

Joe s going to be retiring 500, so | thought we could throw a small celebration. Please let me know your avalability for next week.

= om o g e

2. Display the People workspace by clicking the People button in the Navigation pane:

E E_ ; E -ne

ltems: 11 Unread: 4

3. The People workspace will now be displayed. If you have any existing contacts, they will
be listed here:

Contacts - smith@acmewidgets.onmicrosoft.com - Outlook

4My Contacts L
Skype for Business Contacts ) Jane Smith
Jane Smith
Contacts
® et
CONTACT  NOTES
Caler
sehe
Send
Work
ABC Widgets nc
moa @ e 28
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4.  Start creating a new contact by clicking Home - New Contact:

Send / Receive Folder View

. 00 [ =" x F\ %

s=f e S o B2 4

Mew Group Mew Contact Mew  Delete  Meeting Maore
Contact Group  ltemns~ =

Mew Delete Communicate

5.  The Contact form will now be displayed in its own window:

6. For this example, type “Darryl Durkin” into the Full Name field:

x

Untitled - Con

Contact Insert Format Text Review Q Tell me what you want to do...

@x%@@ EEDetails %F‘E?gﬂé‘.@

2 Certificates

Save & Delete Save & Forward OneMote = General ) Email Meeting Mare  Address Check
Close MNew - - = All Fields - Book MNames
Actions Show Communicate Mames
| Full Name... | IDarryI Durkin I
Company | |
Job title | |
File as | - |
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7. Inthe Company field, type “Metaldyne Corporation:”

-

Contact Insert Format Text Review 2 Tell me what you want to doj

@x%@% IEII‘_‘DDetans I—?:.IEE‘?

2 Certificates

Save & Delete Save & Forward OneMote General Email Meeting Maore 4
Clase mmo o = Al Fields -
Actions Show Communicate

Full Mame... |Darr1r| Durkin |

Company IM&taIdyne Corporation| I
Job title

File as |Durkin, Darryl - |

8. Inside the E-mail field of the Internet section, type “dar.durki@example.org:”

=

Contact Insert Format Text Review @ Tell me what you want to de
r = i T
e X B3 g e 3
= 2 Certificates - -
Save & Delete Save & Forward OneMNote General Email Meeting More
Clase [emo o = all Fields -
Adtions Show Communicate
Full Name... |Darry| Durkin |
Company |Meta|dyne Corporation |
Job title | |
File as |Durkir1, Darryl - |
Internet
E E-mail... | - ‘ Idar.durki@example.org I
Display as | |
Web page address | |
IM address | |
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9.

Contact

Insert Format Text Review

Inside the Business field of the “Phone numbers” section, type “(555) 422-3942:”

Darryl Durkin - C4

& Tell me what you want to do...

~ = Tl [
2 Xy k3 B B B CE S
|?—I > = R Certificates 5] El “ v@
Save & Delete Save & Forward OneMote General ) Email Meeting More  Address Check
Close New = = (5 Al Fields = Book Names
Actions Show Communicate Names
Full Name... Darryl Durkin
Company Metaldyne Corporation
Job title
File as Durkin, Darryl -
Internet
EE E-mail... - dar.durki@example. or:
Display as Darryl Durkin [dar.durki@example.org) Motes

Web page address

IM address
Phone numbers
Business. . I[sss] 4223942 I
Home... hd
Business Fax... -
Mobile... -

10. Examine the preview of the contact card that appears near the top right-hand corner of
the Contact form. You will see that it has been populated with the information that you

have entered:

Ful Nam, Daryl Durkin Darryl Durkin
Metaidyne Corporation
Company Metaldyne Corporation
dar.durki@ example.org
Job tt
File a5 Durkin, Damyl
Internet
EZE-mail ~ | | dor.durki@example org
Not
Display as Daryl Durkin (dar. durki@ example. arg)
Web page add
1M address
Phane numi bers
Susiness <] [mazmss
Home.
Business F
Mabile
Addresses
Business
This is the maiing

nnnnnnn

11. Click Contact - Save & Close:

Contact

Format Text

) X ' B3 IR

Review

[, Details

E Certificates

Save & Delete Save & Forward OneMaote General
Close Mew= = = Al Fields
[:} Actions Show
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12.

13.

14.

Returning to the People workspace, you will see a listing for the contact that you just
entered in the working area:

Darryl Durkin

Metaldyne Corporstion
Jane Smith ® Edit e

CONTACT | NOTES

Calendar
Schedule s meetin

Send Email
dsrdurki@enampleorg

Work
(559) 422-300

Al folders are up o date, _Connedteatar iarosoft xchange [N B -

Next, you need to import a contact that was sent to you using the vCard format. Open
your Exercise Files folder and double-click the Activity 6-1.vcf file:

—— Activity 61
3% vCalendar File
2.79KB

Windows may display a pop-up dialog in which you can choose which application you
want to use to open this file. Ensure that Outlook 2016 is selected and then click OK:

How do you want to open this file?

Keep using this app

Qutlook 2016

0]

Other options

E Pecple

MNew
Windows Contacts
Look for an app in the Store

Maore apps -l

Always use this app to open .vcf files

OK b
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15.

The contact will now appear in a separate Contact form. Click Home - Save & Close:

Maryann Salzman - Contact

Contact

1M address

Phane numbers
Business..
Home..,
Business Fax.
Mobile...

Addresses

Business..

adaress

Iz Iy 2 Details a ol s e
GIXE e R @B ES P WP a sy

Save 8 Delete Save & Forward OneNote  General

Close New= - [ AllFields Book Names | Card - - Up~
L Actions show Communicste Names Options Tage Updste | Zoom ~
Full Name... Marysnn saizman Maryann Salzman
X0Z Heavy Industries
Company H0Z Heawy Industries Electronics Engineer
Job title Eleatronics Enginzer (240) 850.8372 Work
mary-salz@ mail.com
File as Satzman, Maryann -
Internet
EE E-mail. marysalz @mail.com
Displayas Marysnn Salzman (mary-siz@ mail.com) Hotes

Web page address

This s the mailing

Email Meeting More Address Check Business Picture Categorize Follow Private Update  Zoom

240] 850-9372

16.
workspace:

Y wop
= 3 B
- 58 IS R — 55 Adhres Book
New Group NewContact New Delte Meeing More | people | gusnessC..  Cod P  Move Mai OneNote Fomward Share OpenShared Categorize Follow Pvate
Contact Geoup  ems- - * Mege Cor tacts Contacts |+ Upr
New Detete | Communicate Curent view Actons snare g fina -
<My Contacts Sesn Contads (-8 5
Skype for Busines Contacts - ) Maryann Salzman
Contacts Darryl Durkin
. lectronicsEngineer, XVZ HeavyIndusties
. Maryann Salzman it
e Jane Smith CONTACT  NOTES
! View Source
0 Outiook Contacts
n
) conc Link Contacts
’ Compan
K Work XVZ Heavy Industries
! (240) 850-9372.
v
a
2] 8
Conneded o Micosot scrange [ B -

17.

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook

You realize that the e-mail address for the contact that you just imported is out of date.

Double-click on the listing for Maryann Salzman:

Send / Receive Folder View ":" Tell me what you want to do...
2% o° 2 X B
Y 5 el ; [ ] = =
EI % (v o “E &= ‘t‘/ b Q‘I ag
New Group Mew Contact MNew  Delete Meeting More People Business C... Cart
Contact Group ltems ~ -
New Delete Communicate Currer
N Search Contacts (Ctrl<E Pel
4 My Contacts earch Contacts [Cirl+E)
Skype for Business Contacts 123
Darryl Durkin
Contacts a Y
b
. Maryann Salzman
d N
e Jane Smith
f

The contact will now appear with the other contact(s) in the working area of the People
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18. A pop-up will display the details of this contact. Replace the content in the Email field
with “m.salzman@example.org:”

Name

Maryann Salzman

CONTACT MOTES

®Emai Changes Saved To
Email Qutlook (Contacts)
m.salzman@example.org I

®Work

_ Title
(#Phone

Work

(240) 850-9372

Electrenics Engineer

Company
XYZ Heavy Industries
@M

(® Address

(® Birthday

19. Click the Save button:

%
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20. The new e-mail address will now have been added to the contact. Click the Close button

in the upper right-hand corner of this pop-up:

Maryann Salzman

Electronics Engineer, X¥Z Heavy Industries

CONTACT MNOTES

Calendar
Schedule a meeting

Send Email
m.salzman@example.org

Work
(240) 850-9372

21. Close Microsoft Outlook 2016.

®

View Source
Cutlook (Contacts)

Link Contacts...

Company
FYZ Heavy Industries

-

Edit

s

e
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TOPIC B: View and Organize
Contacts

As the number of contacts that you store in Outlook 2016 grows, so does the importance of being
able to view and organize them. By knowing how to change the layout of the People workspace,
you will be able to find the contacts that you are looking for in a more efficient manner. Over the
course of this topic, you will learn all about viewing and organizing contacts in the People
workspace.

Topic Objectives
In this topic, you will learn:
»= About electronic business cards
= About contact views
= About the People pane
= How to use the Find tool
= About print styles for contacts

ELECTRONIC BUSINESS CARDS

Electronic business cards can be used with Outlook 2016 to easily share contact information with
others. Much like their physical counterparts, they include all the contact information that has
been added to them. Additionally, the design of an electronic business card is fully customizable so
you can add elements such as logos and backgrounds.

You can create your own electronic business card using Outlook 2016 and share it with anyone
else by attaching it to an e-mail message. You even have the option to include your electronic
business card in the signature line of your e-mail messages so that everyone you communicate
with will instantly have access to it.

CONTACT VIEWS

There are several different views that you can use to change how contacts are displayed in the
People workspace. You can find all these options inside the Current View group of the Home tab:

Contacts - smith@acmewidgets.onmicro:

Send / Receive Folder View Q@ Tell me what you want to do...

e & asXEBeOlS 83 & < H

Mew Group Mew Contact Mew | Delete Meeting Mare Peaple Business... Card Phone List _

Contact Group ltems - <

New Delete Communicate Current Wiew
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By default, the People workspace uses the People view. This will list all your contacts in the
working area, while the details will be displayed in the Reading pane:

New Group New Contact New  Delete | Meetin
Contact Group  ftems - a
New Delete | Communica te Current View Adions Share ags Find S
<
My Contacts Search Cantacts Cti-6) 5
Skype for Business Contacts 123 ) Jane Smith
Jane Smith
Contacts a
b
. ® Edit
a
e CONTACT | NGTES
1
Calendar
9 Schedule a meeting
n ntacts)
i Send Email
| abewidgets@utiook.com
3
Work

! ABC Widgets Inc
[
a
+
u
v
y

= o= o B e =8

tems: 1 All folders are up to date.  Connected to: Microsoft Exchange [ EA

The Business Card view will display each contact as a small business card. Each business card will
display varying degrees of information about the contact, but they will typically include at least the
contact name and some contact information:

Contacts - jsmith@acmewidgets.onmicrosot.

Q Tell me what you want to do.

o0 ® [ L Yo S : : 2z} [ ] >
s &% e X A B o 2| g =) 3 g [E
L & & & @2 g - x &= % - =3 @-4 > e i [E5} Address Book
New Group New Contact New  Delete Email Mecting More | people | Busmessw | Cord phone - Move Mail OneNote Fomward Share OpenShared Categorize Follow Private
Contact Group  Items ~ - - Merge Contact~ Contacts  Cont - e
New Detete Communica te Current View Actons share Tags fFing ~
<
My Contacts Search Contacts (Cti-6 5
Skype for Business Contacts 123 g
Contacts ® Jane Smith
o
sec
< abaw
g
1
l
n
i
J
K
!
°
3
a
+
u
v
= om o @ e =]
tems: 1 Allfolders are up to date. _Connected to: Microsoft Exchange | [[] | B - T + 100%

The Card view is like the Business Card view; however, it displays smaller cards for each contact in
descending alphabetical order by last name. If you select a contact while in this view, you will see
the details of the contact displayed in the Reading pane:
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Contacts - jsmith@acmewidgets.onmicrosof

Folder  View  Q Tellme what you want to do.

(X1 °® [ 0 = ¥ ey s s 2z} >
o F T ° - g » B B3 ] B3
Bl & & o X EET & 5 |81 & Gae BB k5 kg [EE —
New Group New Contact New Delete Email Meeting More | people  Business... | Cord phome |- Move Mail OneNote Fomward Share OpenShared Categorize Follow Private
Contact Group  htems + - ~ Merge Contact~ Contacts Contacts - upr
o betete | conm CunentView acti . T i o
<
My Contacts Seareh Contocts C-B »
Skype for Business Contacts 123
Contacts a
s
P
.
'
s
n
J
«
|
»
a
R
'
w
v
= om s B o @B
Ritaiiesav up o date,_ Connededto Wicosat scpange [ B = + o

The Phone view will list your contacts in ascending order by their last name with their business
phone number as the primary point of contact:

Contacts - jsmith@acmewidgets.onmic

e 2o XEE0 &8 9 &[0 Wl &5 EE

2 Address Book
New Group New Contact New  Delete  Email Meeting More ~ Move Mail OneNote Foward Share OpenShared Categorize Follow Private
People  Business... Phone <

Contact Group  ltems - - -~ Merge Contact~ Contacts ~ Contacts - Up-

New Delete Communics te Curtent View Adtions Share Tags Find ~

«
My Contacts Search Contacts (Clri=6] »
Skype for Business Contacts D0 [FuL NaME ConPANT FiEAs  ~ COUNTRVREGION | BUSINESS PHONE |BUSINESS FAX _|HOME PHONE | MOBILE PHONE _|E-MAIL JouRI
Clck here o add 2 new
Contacts
5 Jane smith Smith, Jane ABC Widgets Inc. (555) 555-1234. (]

= m s B e

tems: 1 Allfolders are up to date. Connected to: Microsoft Exchange  [] | B

Finally, the List view will display your contacts as a list and group common contacts together. For
example, if you have two or more contacts that work for the same company, they will be grouped
together. Like the other views, contacts are sorted by last name in ascending alphabetical order:
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s o0 1 o) o) : AR
> &b o ° =] g E = B EE]
4 & & = & ) B ]y [ = =) = 5 Addres Bk
New Group NewContact New | Delete  Email Ve People  Business..  Card Phone T - Move Mail OneNote | Fomwad Share OpenShared | Categorize Follow Prvate
Contact Group  hems~ - Merge Contact - Contacts  Contacts Up
New Delete | Communica te Curent view Act share Tags Fina ~
<
+My Contacts Search Contacts (Cri-6) 5
Skype for Business Contacts Do [FULLNAVE JOBTILE  |COMPANY & [FIEAS = COUNTRVREGION | DEPARTMENT | BUSINESS PHONE | BUSINESS FAX | HOMEPHONE | MOBILE PHONE | E-MAIL
Cic hre to 3dd a new
Contacts
4 Company: (none}; 1 item(s)
£ ssnesnitn Smith, Jane ABC Widgets nc. (5555551234 abawidget
== & @
1 v
tems: 1 Al folders are up o date, _ Connected to: Microsoft bxchange | [ B

Sort Options

All the contact views sort contacts by last name in ascending alphabetical order. To change this
order in the Phone or List views, you can use the commands in the Arrangement group of the View
tab:

Home Send [ Receive Folder View 0 Tell me what you want to dd
— ]
Q .ﬂ.ﬁ =€ NIl Categories (7 Company T Reverse Sort
: =] Add Columns
Change View FReset = Messagg EE? Location _
View = Settings View | Preview — " *= Expand/Collapse -
Current View Arrangement

Clicking the Reverse Sort command will reverse whichever sort (ascending or descending) is
currently applied to the opposite sorting order. Additionally, if you are using either the Phone or
List views, you can choose to arrange your contacts by categories, company, or location.

If you would like more control over how contacts are sorted, you can use the Sort dialog box. This
dialog box is opened by clicking View = View Settings:

Home Send f Receive Folder i Q Tell me what you want to dd

= [ 1]
Q ,ﬁ.ﬂ =E BN Categories ;7] Company 1 Reverse Sort

=] Add Columns
Change | View Feset = Message @Lacatiun

View - Settings View | Preview- | *= Expand/Collapse

Current \Wew Arrangement
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Once the Advanced View Settings dialog box is displayed, click the Sort button:

Conditional Formatting...

Format Columns...

Reset Current View

Advanced View Settings: Phone

Description
I Columns... | lcon, Attachment, Full Name, Company, File As, Country/...
Group By.. Maone
| Sort.. L\\Q File As [ascending]
Filter... Off
Other Settings... Fonts and other Table View settings

User defined fonts on each message

Specify the display formats for each field

OK Cancel

In the Sort dialog box, you can then choose how you primarily want items sorted, followed by

three subsequent sort options:

Sort

Sort items by

File As

Then by

[none)

Then by

[none)

Then by

[none)

.| (@ Ascending

O Descending

Select available fields from:

Frequently-used fields v

Ascending

Descending

Ascending

Descending

Ascending
Descending

>

Cancel

Clear All
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THE PEOPLE PANE

The People pane is intended to help you keep track of your contacts and your previous
interactions with them. While it is minimized by default, the People pane can be expanded to
dominate the lower half of the Reading pane in Outlook 2016:

(&S ‘5? O Osh E 2 From I
Change View Reset (- o Message | I Fiag: tart Date ™ Flag: Due Date Cloze
= cow  Allltems

View~ Settings View
Current View

“Favorites h Current Mailbox (Crl.._ | Carrent Mailbox_+
L3 All Unread ByDate Newest + igets@outlook com> John Smith b1 muzisem
Clutter

4 Yesterday Documents v
Sent ltems ]
John Smith
Drafts Do Thu 2:13 PM m:E Documents.d
He n | 105

4 jsmith@acmewidgets.onmic... e
Ibo 4 Thu 1207 Ph Hey Joh
Drafts
. Here are the documents that you requested for review.

ent ltems
John Smith [
e Requested Documents Wed 12:39 PM Thanks,
Clutter
4 Last Week Joe
Microsoft Online Servic
Your Velsoft password has bee..  Tue 9729
Password reset notifiation
4 otder

>
7312015

OneNote Team
Welcom:

2

€2 Joe's Retement
pm senecuie. oo 11 k51

ATTACHMENTS
MEETINGS

Items: 11 Unread: 4 Allfolders are up to date. _Connected to: Microsoft Exchange | [] B8 - 1 + 100%

The People pane will include a picture of the contact (if one is available), as well as any recent e-
mail conversations, upcoming calendar items, and more. You can change it to its minimized state
by the clicking the Minimized option or expand it by clicking the Normal option. To disable it
entirely, click View - People Pane - Off:

Inbox - jsmith@acmewidgets.anmicrosaft.com - Outlook

=) Add Columns

(.) .ﬁ? "2} Show as Conversations E2 pate L from Sito B Categories Yz E
Conve ttin

Change View Reset Message | I Fiag: start Date 1 Flag: Due Date 1 size B subject | b _ Folder Reading To-Do  Peaple  Reminder
View - Settings View Preview~ pand/Collapse~  pane~ Pane~ Bar~ PKev Window
Current View Arrangement Layout P Normal

Minimized
v of

THE SEARCH PEOPLE TOOL

If you have a lot of contacts in Outlook 2016, the Search People tool will become invaluable. It
allows you to search through all your contacts to find the exact contact that you need. To use this
tool, click inside the “Search People” field on the Home tab and then type your search terms:

Contacts - jsmith@acmewidgets.onmicrosof

B % B XD e - R R T —
o lor v [ ] = = =g S, & 2180
T e & | o 5 B & E Ga B 15 &5 | m
New Group New Contact New  Delete Mecting More | people | Business..  Card Phone st - Move Mal OneNote Fomward Share OpenShared  Categoriz Jane Gibson
e T e ° = s T g
o~ T — o T \RR Jane Smith
ults.

The results from your search will immediately be listed in a drop-down menu just below the text
box. Click on the result that you would like to open and work with.
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Search Terms
Note that when you are using the Find tool, Outlook will only search through contact names (first,
last, and partial); Display As names; e-mail addresses; and company names.

CONTACTS PRINT STYLES

Occasionally you may find the need to print your contacts so that you have a physical reference.
There are several different styles that you can choose from that each have a varying degree of
information. You can find all these styles by clicking File = Print while in the People workspace:

©

Info

Open & Export

Save As

The print styles can be found inside the Settings section:

Contacts - jsmith@acmewidgets.onmicrosoft.com - Outlook.

print

Printer
Send To OneNote 2013%:3

B ey

B rint Options

Card Style

Small Booklet Style

Medium Booklet Style

Memo Style

B (I

Phone Directory Style

[ Jorz» BEE
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Below is a breakdown of what you can expect from each print style:

Card Style: Choosing this option will print each contact as a business card with contact
information. Like the Card view, contacts are listed in alphabetical order (ascending or
descending).

Small Booklet Style: This style will print out each contact on the page in such a way that it
can be folded into a small booklet. Each contact includes their name and basic contact
information. Like the other styles, contacts are sorted in alphabetical order (ascending or
descending).

Medium Booklet Style: Like the previous style, the Medium Booklet Style will print out
contacts on a page so that they can be folded into a medium-sized booklet. Contacts are
sorted in alphabetical order (ascending or descending).

Memo Style: Choosing this style will only print out the information for one contact. It
includes all the contact information in a memo-like fashion. To choose which contact you
would like to print using this style, you must first select the contact in question before
clicking File = Print.

Phone Directory Style: Printing your contacts using this style will have them appear as if
they were listings in a phone book. Only the names of your contacts and their phone
numbers will be printed. Contacts that are printed in this style are sorted in alphabetical
order.

Table Style: This style is the only available contact print style that you can select when you
are using the Phone or List contact views. It will print all your contacts in a tabular fashion,
much the same way as they are displayed when using either of those views.

ACTIVITY 6-2

View and Organize Contacts

Now that you have added some contacts to Outlook 2016, you would like to see what different
kinds of views are available in the People workspace. Additionally, you would like to print one of
your contacts for reference. Students should complete Activity 6-1 before beginning this activity. A
printer is also required for this activity.

1.

To begin, open Outlook 2016:

Inbos - jsmith @acmevidgets onmicrosoft com - Outlook.

.....

Joe s going to be retiring soon, so | thought we could throw a small celebration. Please let me know your availability for next week.

Rems:3 Unread: 4 Updating this folder._Connedted to: Microsoft Exchange LI B8 = 0 + o
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2. Display the People workspace by clicking the People button in the Navigation pane:

o % ﬂ E e

Items: 11 Unrea%ﬂf

3. By default the People contact view will be applied, so you will see each contact listed in

the working area with the details shown in the Reading pane:

New Group New Contact
tact Group

AAAAAA

4My Contacts
Skype for Business Contacts

2 John Doe
@ N John Doe

Sales Associate, ABC Widgets Inc
Jane Smith

CONTACT  NOTES

Send Email
Sbevidgetz@outiook com
Work
ABC Widgets Inc. Company
ABC Widgets Inc
Mobile
(59 555-1234
3
a
‘n = o @ o B
ttems: 2 ot o o] ®

4.  Apply the Business Card contact view by clicking Home - Business Card:

Contacts - jsmith@acmewidgets.onmid

Send / Receive Folder View Q Tell me what you want to do...

(X °® =1 x ; s, ® = =

& & o B @ Pry =) &= %
New Group Mew Contact Mew | Delete Meeting Mare
Contact Group Items - <

People Busineﬁ... Card Phone List -

New Delete Communicate Current View

5.  You will now see your contacts displayed as a collection of business cards:

o= & B o 23
e

Allfolders are up to date. _Connected to: Miaosoft Exchange | [ | B - 1 + 100
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6.  Apply the Card contact view by clicking Home - Card:

Contacts - jsmith@acmewidgets.onmicrosoft.d

Send / Receive Falder View Q Tell me what you want to do...

[ X o® [=1 x = fmh P
o I i = =
& & = @B & [ ] &
Mew Group Mew Contact Mew | Delete = Email Meeting More People Business... Card Phone -
Contact Group  lems~ -
New Delete Communicate Current View

7. You will see that this view displays small cards for each contact. The details of the
selected contact will be displayed in the Reading pane at the bottom of the workspace:

(If the Reading pane is not displayed, click View = Reading Pane - Bottom.)
8. Click Home = Phone to apply the Phone contact view:

Contacts - jsmith@acmewidgets.onmicrosoft.g

Send / Receive Folder View Q Tell me what you want to do...

o0 o® [=1 x 0 r| Fmly, =
o . T it [ ] a- =
=] & & & [ g i - J 8= . :
Mew Group Mew Contact Mew  Delete = Email Meeting More People  Business. Card Phone Lt =
Contact Group  ltems~ =
MNew Delete Communicate Current View

(If you do not see this view, click the down arrow in the Current View gallery to access it.)

9.  With the Phone contact view applied, you will see that each contact is displayed in a list
form with the telephone information displayed prominently:

=)
CoMPANY FlEAS & COUNTRVREGION [ BUSINESS PHONE | BUSINESS FAX | HOME PHONE | MOBILE PHONE | E-MAIL JOURN... CATE

4My Contacts
Skype for Business Contacts
Contacts

¢, Jonn ane
smitn, Jane ABC Widgets Inc. 9 s a

o om oas g
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10. Click Home - List:

Contacts - jsmith@acmewidgets.onmicrosoft.d

Send / Receive Folder View Q Tell me what you want to do...
(X 0 =1 ol
) o § [ ] = =
[I = & O gl ab Q_I 3; %
New Group New Contact New | Delete = Email Meeting More People Business... Card Phone List -
Contact Group  ltems~ < I/\\?

Mew Delete Communicate Current View

(If you do not see this view, click the down arrow in the Current View gallery to access it.)

11. You will see that each contact will be listed and grouped according to company
information:

New Group New Contact New | Delete  Emai
Contact Group  ems~

New Detee Gurent view
ofe | < Jress -
Widget (559 5551234
B ABC Widgts nc: 1 temt)
& Jomooe Saes Assod... ABCWidgetsinc.  Doe,John abcvidoet
‘E m o8 @ e
e o o=

12. Return to the People contact view by clicking Home = People:

Contacts - jsmith@acmewidgets.onmicrosoft.d

Send / Receive Folder View ‘:‘ Tell me what you want to do...
(X 0® =1 ol
r i § [ ] = =
lzl < e O v ab Q_I 32 %
New Group New Contact New  Delete = Email Meeting More Peopl Business... Card Phone List -
Contact Group  ltems~ < E
MNew Delete Communicate Current View

(If you do not see this view, click the up arrow in the Current View gallery to access it.)

13. Click to select any one contact that you would like to print:
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14. Click File > Print:

©

Infa

Open & Export

Save As

15. With the Print category selected, you will see a preview of how the currently selected
contact view will appear on the printed page. Within the Settings section, click the Memo
Style:

of2 ¥ HEE

16. With the Memo Style applied, you will see the contents of the selected contact in the
preview:

Print

Spec

=
=

Printer
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17. Ensure that the appropriate printer has been selected from the Printer drop-down
command and then click the Print button:

©

Infa

Open & Export

Save Az

Office Account

Options

Feedback

Exit

Print

Specify how you want the
éﬁ item to be printed and

then click Print.

Printer

- Brother Laser®:6
Ready

E.hgg Print Options
Settings

2=

=[=]l|=1 Card Style

o
g||Eg| Small Booklet Style

18. The selected contact will now have been printed. Close Microsoft Outlook 2016.

Summary

During this lesson you learned how to create and update contacts in Outlook 2016, as well as how
to view and organize them. You should now feel comfortable creating new contacts from scratch,
as well as using the various contact views that are available in the People workspace.
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LESSON 7:
WORKING WITH TASKS AND
NOTES

Lesson Objectives

In this lesson you will learn how to:
= Create and manage tasks

= Manage notes
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TOPIC A: Create Tasks

Outlook 2016 not only provides a central place to keep your messages, calendar, and contacts
organized; it also gives you the ability to schedule and manage tasks. For example, if you need to
review a presentation by a specific date, you can create a task that will remind you to do just that.
Over the course of this topic, you will learn all about tasks and how to create them.

Topic Objectives
In this topic, you will learn:
= About tasks
= About the Task form
= How to create recurring tasks
= About task views
= About server tasks
= How to set task options
* How to print tasks

TASKS

Tasks are a type of Outlook item that are used to define and track an activity that you need to
complete by a specific date and/or time. You can assign tasks to yourself or other contacts, while
contacts are able to assign tasks to you. All tasks are managed using the Tasks workspace:

To-Do st - jsmith@acmewidgets.onmicrosoft,com - Outiook

DB X | QG '

== =| L
Detailed  SimpleList | ToDolist | Priortized |5 Move

START DATE REMINDER TIME DUEDATE & INFO...[ CATEGORIES o[e

moa @ e

wwwwwwwwwwwww

aaaaaaaaaaaaa Conne Microsoft Exchange  [1 | B

This workspace will list any tasks that have been assigned to you by yourself or others.
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TASK FORM

To create a task, you first need to open the Task form. This is done by clicking Home - New Task
while in the Tasks workspace:

5Send f Receive Folder View

wifia, O o -
Bews Mew Mew | Delete | Reply Reply Forward
T Email ltems~ All

(B More

MNew Delete Respond

(If you are not in the Tasks workspace, click Home - New ltems = Task.)

When open, the Task form will provide you with several fields to create a new task:

Untitled - Task

Format Text Review 2 Tell me what you want to do.

gxs gl ver O B Pom

! High Impartance
Save & Delete Forward OneNote | Tesk Details ~ Mark Assign Send Status | Recurrence Categorize Follow Zoom
Close Complete Task  Report - Up- ¥ Lowlmportance

Actions Show Manage Task Recurrence Tags Zoom -~
Subject
Start date None [ status  [WotsStarted
Due date Hone [ priority  |Normal ~| % Complete |0%
Reminder  None Hone « [@d owner  Johnsmith
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Here is an overview of these fields:

» |nside the Subject field you can enter a brief description of the task that you are adding.
* |nthe “Start date” and “Due date” fields, you can enter when you would like the task to

begin and when you would like it to end.

*= The Status drop-down menu allows you to specify the current stage the task is in (Not

Started, In Progress, Completed, Waiting on someone else, or Deferred).
* The Priority drop-down menu is used to specify how important this task is (Low, Normal, or

High).

= The % Complete increment box is used to specify the level of progress that has been

achieved for the current task.

= The reminder controls are used to add a reminder to the task that you are creating.
* The body of the Task form can be used to add more specific information about a task.

CREATING RECURRING TASKS

Like calendar appointments, you can make tasks reoccur at a selected interval. To do this, open a

task and click Task > Recurrence:

Untitled - Task

Insert Format Text Review Q Tell me what you want to do...

3] x &ﬂ wi B e -9 N I >
-] v | L V’ Ve e

= = & = Y M5 T m

Save & Delete Forward OneMote = Task Details Mark  Assign Send Status Recurrence Categorize Follow

Close Complete  Task Report I} @ Up~
Actions Show Manage Task Recurrence

!
[

Tags

Private
High Importance
Low Importance

Zoom

This action will display the Task Recurrence dialog box. Here, you can choose how often you want

the task to reoccur, how long the recurrence should last, and when you want that recurrence to

happen. Click OK when your options are set:

Range of recurrence
Stark: | Wed 10/7/2015 «| ® Mo end date

OEnd after: 10 OCCUTTRNCes

(") End by: Wed 12/9/2015

Cancel Remove Recurrence

Task Recurrence >
Recurrence pattern
() Daily (@) Recur every |1 week(s) on
® Weekly []sunday [ monday [JTuesday [«] wednesday
(O Monthly [ ] Thursday [ Friday []saturday
O‘r‘early DRegenerate new task 1 week(s) after each task is completed

(Note the “Regenerate new task” radio button. Selecting this option will make the next task in a

recurrence only happen if the previous task is marked as complete.)

You will then see the recurrence summary just below the ribbon in the Task form:
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(The Skip Occurrence ; Untitled - Tack
command will become

Insert  FormatTet  Review '@ Tell me what you want to do...

'7')_'| - ] = s i f\ f“‘» [ | | 2 Private
. HXIE VE V B E IO 2 B
avallable Once you have Save & Delete Forward Oneﬁ:te Task Details Mark A-s)s\g“n Send Status = Recurrence S;TJ Categorize Follow ! High Importance Zoom
applled recurrence to a Close Complete Task  Report Occurrence - Up~ ¥ LowImportance
Actions Show Manage Task Recurrence Tags Zoom

task. This command T BT e
allows you to skip the et |
current occu rrence of a Start date None E Status Not Started -

. Due date Wed 10/7/2015 E Priority Normal - % Complete | 0% =
recurring task.) (@ ower s
TASK VIEWS

There are many different views that are used to change how tasks are displayed in the Tasks
workspace. You can find all these different views inside the Current View group on the Home tab:

To-Do List - jsmith@acmewidgets.onmicrosoft.com - Outlook

= . =
=1 & EE ! ¥
New New New | Delete Reply Reply Forward [fpiore Simplelist | To-Dolist  Prioriized  Active  Completed

Task  Email ltems ~ All

A g
New Delete Respand ) g
P e
7Days  Overdue  Assigned ServerTa

View to Other Task Folders...

(We have clicked the More arrow to make the entire Current View gallery visible.)

By default the Tasks workspace will use the To-Do List view. This will display your tasks in the
same way that they appear in the To-Do Bar, but it also includes the ability to arrange them by
type, importance, start date, and more:

= om oa @ e

(Note that the Reading pane has been displayed on the right.)

The Detailed view will list all tasks. Each entry will include the subject, status, due date, date
modified, date completed, folder location, category information, and if the task was flagged for
follow-up. You can sort the entries by clicking the column headers:

Search To-Do List (Ctrl~E} »p

D[]0 [TAsK sUssECT sTaTUS oUEDATE & MODIFIED | DATE COMPLETED N FOLDER CATEGORIES v
Click here to add a new Task.

FTS T Compiete Assignment ot Started " FA0/i8/3015 i 08 Hane ik [
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Just as it sounds, the Simple List view will list all the tasks. Unlike the Detailed task view, this task
view will only include the subject, due date, category, location, and follow-up flags for each task:

Search To-Do List (Ctrl+E) v

[ |21 Task sussect DUEDNE 4 CATEGORIES IN FOLDER 4
Click here to add a new Task

% Compiets Asvignment RO e85 Tk I

The Prioritized view will list your tasks based on their priority:

Scarch To-Do List (CtrE1 2
BI&l0 [ask sussecr i CaeGoREs  ~ N FOLDER v
s newTask
i 10/9/2015 9115 AM Tasks 1
Wed 107772015 9:27 AM Tasks |

The Active view will only list tasks that are ongoing. Each task will include subject information,
status, due date, percent complete, location, and category information:

Search To-Do List (Ctri+E Fe)
01| |TASK SUBJECT STATUS DUEDATE & % COMPLETE CATEGORIES IN FOLDER i
v Schedule Meeting Not Started  Wed 10/7/2015 0% Tasks >
B 1 Prepare for Presentation Not Started  Fri 10/16/2015 0% [ Blue category Tasks

The Completed view will display tasks that have been marked as completed. Each task will include
the subject, due date, date completed, color category, and folder information:

Search To-Do List (Ctrl+E} £
Dt [ask sussect DUE DATE DATE COMPLETED CATEGORIES INFOLDER. v
4 Date Completec: October 7, 2015: 1 itemis)
Compistessigament Ervrerery Tetmenr

The Today view is used to display only tasks that are due for the current date. Each task includes
the subject information, due date, category information, folder location, and follow-up flags:

Search To-Do List (Ctr<E) £

[ [ rask sussect DUEDATE 4 CATEGORIES IN FOLDER v
Click here to add a new Task

%/ [ Complete Assignment Wed 10/7/2015 Tasks »

The Next 7 Days view will display any tasks that are due within the next week. This view includes
subject information, status, due date, percent complete, category information, location, and
follow-up flags:

Search To-Do List (Ctr+E] R
D![0 [mask sussect status ouEDATE 5 CoMPLETE CaTeGORIES N FOLDER ©
3T Compiete Asvignmert NotStaned Wed 10772013 = Toss d
ST Scnedule Staf Meeting NokStarted i 10972015 w Tasks

The Overdue view is used to display any tasks that are past their due date. This view includes
subject information, status, due date, percent complete, category information, location, and
follow-up flags:

Search To-Do List (Cti-B »
D! |@ |TASK SUBJECT STATUS DUE DATE - 5 COMPLETE (CATEGORIES IN FOLDER \d
T Seheduls St Hestng ot Siarted  Tue 10272075 w Tasks [

Finally, the Assigned view will display any tasks that have been assigned to you by someone else.
This view includes the subject information, owner (who assigned the task to you), due date, status,
location, and follow-up flags.

242



Microsoft Office Outlook 2016 — Part 1

243



Microsoft Office Outlook 2016 — Part 1

TASK OPTIONS

To configure many of the settings that control how tasks are created and
displayed, you need to open the Outlook Options dialog box. To do this, click

File - Options:

With the Outlook Options dialog box displayed, click the Tasks category. You will see that this

category includes two sections:

©

Info

Open & Export

Save As

Office Account

Options

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

ry
+' Change the settings that track your tasks and to-do tems.

Task options

. ™. [ Set reminders on tasks with due dates

] Default reminder time: | 8:00 AM |~
Keep my task list updated with copies of tasks | assign to other people
Send status report when | complete an assigned task
Overdue task color: ; -

Completed task colon i -

Set Quick Click flag: | Quick Click...
Work hours

ED Task working hours perday: |8

Al ||lalr

Task working hours per week: |40

0K

Cancel

The “Task options” section includes controls to customize how reminders are set, when status

reports are sent, and task coloring options. The “Work hours” section is used to control the total

work hours that you typically have in a day and over the average week.
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PRINT TASKS

To print tasks, open the Tasks workspace and then click File = Print. With the Print category of

Backstage view open, examine the Settings section. You will see that there are two print styles to
choose from: Table Style and Memo Style.

Print
=1 S”m"ylk:y"g:'"
Printer
PN
[ print Options
Settings

To-Do List - jsmith @acmewidgets.onmicrosoft.com - Outiook By - o x

Table Style will print a list of all the tasks that you have assigned to you. It will include information
like the task subject, who it is assigned to, due dates, and other information. The Memo Style will

print the currently selected task in a memo-like fashion. This style is great if you would like to print
the information that you have about one task.

Once you have chosen a print style, ensure that the appropriate printer is selected via the Printer
drop-down command. Next, click the Print command:

©

Infa
Open & Export

Save As

Office Account

Options

Feedback

Exit

The data will then be sent to the

Print

Specify how you want the
Eﬂ itern to be printed and

then click Print.

Print
- Send the itemn directly to the default printer without making changes.
Printer
Brother Laser®:6
= -
Ready

E.Lg, Print Options

Settings

Table Style

Mema Style

printer and you will be returned to the Tasks workspace.
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AcTiviTy 7-1
Creating Tasks

You team has been assigned a new project. You would like to add a task to Outlook 2016 that has
been delegated to you by the project manager. A printer is required to complete this activity.

1. To begin, open Outlook 2016:

7 Team Email

e Reply Reply Forward B vioe- |
el Tm 2 Reply D

= Scheduledocx
&E e

Joe s going to be retiring 500, so | thought we could throw a small celebration. Please let me know your avalability for next week.

2.

ltems: 10 Unread: 4

3.  The Tasks workspace will now be displayed:

o om o2 B e
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4. Create a new task by clicking Home - New Task:

Send / Receive Folder View Tell me what you want to

v = s

4 Ieg Meeting
hews MNew New | Delete | Reply Reply Forward [ pagre Mark  Remove
Task,  Email ltems~ All N Complete from List
Mew Delete Respond Manage Task

5.  The Task form will now be displayed. In the Subject field, type “Prepare for
Presentation:”

Untitled - Task

Insert Format Text Review Q Tell me what you want to do...
¥ & wi B = W Private
HXSBE VY VvV B E O kP
> = =l Sas ! High Impartance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status = Recurrence Categorize Follow Zoom
Close Complete Task Repart © Up~ ¥ Low Importance
Actions Show Manage Task Recurrence Tags Zoom
Subject Prepare for Presentation| e
Start date None FE| status Not Started -
Due date None [E| priority | Normal -| % Complete |08 =
Reminder MNone Mone - afg Owner John Smith

6.  Click the “Start date” drop-down menu and choose next Friday:

Prepare for Presentation - Task

Insert Format Text Review ';' Tell me what you want to do...

o~ " 2 o o o
HEXSEME v B @ O P 6 i
= . -).U . I High Importance
Save 8 Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence = Categorize Follow Zoom
Close Complete Task Report < Up~ ¥ Low Importance
Adtions Show Manage Task Recurrence Tags Zoom
Subject Prepare for Presentation
Start date Mone |E||m Mot Started -
Due date (R October 2015 Y| Priority  [Mormal +| % Complete | 0% =
Reminder  f 0 MO TUWETH FR Sh Hone « |4 Owner John Smith

27 28 29 30 1 2 3

a5 s o
o1z 13 14 15 1817
1819 0 A 2 zj}za
25 26 27 28 29 30 3
120304 5 6 7

Today Maone

7. You will see that the “End date” drop-down menu will automatically update to the same

date as the one that was entered into the “Start date” field:

Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to do...

- L] o ol ol
FXSBEIL v 5z O WP
> = =l >ab E ! High Importance
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status  Recurrence  Categorize Follow Zoom
Close Complete Task  Report - up~ ¥ LowImpartance
Adtions Show Manage Task Recurrence Tags Zoom

o Duein 9 days.

Subject Prepare for Presentation

Start date Fri 10/16/2015 [E| status Mot Started -

Due date Fri 10/16/2015 [E]| o= | NOTMal <| o complete |0% B
Reminder Mone Mone - | dfE Owner Jahn Smith

247



Microsoft Office Outlook 2016 — Part 1

8.

9.

10.

11.

Click the Priority drop-down menu and click High:

Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to do...

XS mEBFE Vv R B O B P

! High Importance
Save & Delete Forward OneNote | Task Details ~ Mark  Assign Send Status Recurrence Categorize Follow Zoom

Close Complete Task  Report - Up- ¥ Lowlimportance

Actions Show Manage Task Recurrence Tags Zoom

6 Due in 9 days.

Subject Prepare for Presentation

Start date Fri 10/16/2015 [E| status Hot Started -

Due date Fri 10/16/2015 [E| Priciity  [Mormal |- owsmmplete | 0% -
Reminder MNone None Low fz| Owner John Smith

You need to make this task reoccur on a weekly basis. Click Task - Recurrence:

Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to do...
[ "\ e = o e =
XS B v R 2 O P
2> = =l > ' High Importance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence Categorize Follow Zoom
Close Complete Task Report I,\\, - Up~ ¥ Low Importance
Actions Show Manage Task Recurrence’ Tags Zoom

The Task Recurrence dialog box will now be displayed. Ensure that the Weekly radio

button is selected and the “Recur every” text box is set to 1:

Task Recurrence >

Recurrence pattern

O Daily (®) Recur every |1 week(s) on
I@WEEH!" I [ sunday [ Monday [JTuesday [ ]wednesday
() Monthly [ Thursday Friday [ saturday

O Yearly

O Regenerate new task 1 week(s] after each task is completed

Range of recurrence

Start: | Fri 10/16/2015 «| @ Mo end date

O End after: 10 OCCUTTences

() End by: Fri 12/18/2015 v

Cancel Remove Recurrence

Click the “End after” radio button and enter “5” into the adjacent text box. Click OK:

Task Recurrence ®

Recurrence pattern

(O Daily (® Recur every |1 week(s) on

(®) Weekly [J sunday [ Monday [ Tuesday [Jwednesday
O Monthly [JThursday Friday [ saturday

O Yearly O Regenerate new task 1 week(s] after each task is completed

Range of recurrence

Start: | Fri 10/16/2015 e O Mo end date
ﬁ@ End after: E OCCUrTences
(O End by: Fri 12/18/2015 ~

Cancel Remove Recurrence

248



Microsoft Office Outlook 2016 — Part 1

12. With the Task form now complete, click Task - Save & Close:

Insert Format Text Review W Tell me what you w

|34'| x f‘\}l Eﬂ L ol alla alln
— ~/ ‘! V \/,., r
o = B = 58 5
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status
(:Ia."_li-'.f:l:é Complete Task Report
Actions

Show Manage Task

13. Returning to the Tasks workspace, you will see the new task that you just created:

e [ Address Book

@l

14.

icrosoft.com - Outlaok

Send/Receive  Folder  View Q@ Tell mewhat you want to do...

Y ’_l‘ -« Todas Next Week | | e e
vl [=1 & | X 7 Meeting y = Y 0
&5 > No Date == ° L4
Wt Jieg DR et By B i e s Lo ez | P e [ Detailed  SimpleList | To-Dolist Prioritzed | Actve =
Task  Email ltems - Al Complete from List his Week [ Custom
New Delete Respond Manage Task Follow Up Current view

(You may need to expand the Current View gallery to see this view.)

15. With the Prioritized task view applied, you will see the task that you just created in the

Priority, High group. Click to select this task:
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16.

17.

18.

19.

Click File = Print:

©

Info

Open & Export

Save As

With the Print category of Backstage view now displayed, you will see a preview of how

the selected task will look on the printed page. Ensure that that the Memo Style is
selected and that the printer that you would like to print to is selected from the Printer

drop-down command:

mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm

BE

Click the Print command:

The selected task will now be printed. Close Microsoft Outlook 2016.

©

Infa
Open & Export

Save As

Office Account

Options

Feedback

Exit

Print

Specify how you want the
EE# itermn to be printed and

then click Print.

Printer

- Brother Laser®:6
Ready

E.E, Print Optians
Settings

Table Style

Memao Style
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TOPIC B: Manage Tasks

As the number of tasks that you schedule grows, the ability to manage them becomes more and
more important. Over the course of this topic, you will learn how to find the exact tasks that you
would like to work with, assign tasks, tag tasks, and more.

Topic Objectives

In this topic, you will learn:
= How to search tasks
= How to assign, tag, and move tasks
* How to mark a task as complete

SEARCHING TASKS

With a long task list, it can become difficult to find a specific task that you would like to work with.
To make finding specific tasks easier, a search field has been provided near the top right-hand
corner of the Tasks workspace.

To use this feature, first click inside the field (or press Ctrl + E) and type the keywords that you
would like to search for:

- Outlook

if B8

iearch  Close
Tools~  Search

5 Close s
‘ Meeting] | e x
DUE DATE - INF... | CATEGORIES fadi

A list of results will
immediately be shown that |7 === & &7 o v "
you can then work with:

+ 2 It @

lore  Recent Search  Close
-+ Searches~ Tools~ Search

My Tasks .

Yo Datiat 3 [TasK sUBIECT
Tacke. 2

[T B - B
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Additionally, the Search Tools — Search contextual tab will be displayed on the ribbon. Here, you

can narrow down your search even further by adding more search criteria (like due date or
importance). When you have finished searching, click Search Tools — Search = Close Search:

Search Tools To-Do List - jsmith@acmewidgets.onmicrosoft.com - Qutlook
Home Send / Receive Folder View Search Q Tell me what you want to do...
= n > SO s
Current Folder g | . « 7 + T B
¥ m 5 £ =l L
All Task %AII Outlook ltems Include Categorized Start  Due Modified Completed Status Importance More Recent Search | Close
Items Older Results @ Date - Date - = Tasks ~ = @ = Searches ~ Tools~  Search
Scope Results Refine Options Close%

ASSIGN TASKS

To assign a task to another person, create a new task and then click Task = Assign Task:

+ o

Insert Format Text Review Q Tell me what you want to do...

X 3 W VR A 7 O
- o Y « v'a F

= 5 & = S8 e T

Save & Delete Forward OneMote | Task Details Mark  Assign Send Status Recurrence

Close Complete | Task Report
Actions Show Manage Task Recurrence

The Task form will now include the To field. Here, you can enter the e-mail address of the person
who will be assigned this task. You can also specify if you want to keep a copy of the task in your

list and if you want to receive a status report when the task is complete:

L ¥ Schedule Meeting - Task
Insert Format Text Review Q Tell me what you want to do...
o= o o e s[z1 oS :
o X E VE B % O W P
= - i ' High Importance
Save & Delete OneMote | Task Details Cancel Address Check Recurrence Categorize Follow Zoom
Close Assignment  Book Mames - Up~ ¥ Low Importance
Adtions Show Manage Task MNames Recurrence Tags Zoom
ﬂDuetoday.
To... Jane Gibson; | de—
Subject Schedule Meeting
send
Start date Wed 10/7/2015 E| Status Mot Started -
Due date Wed 10/7/2015 E| Priority MNormal - | % Complete L= :
+| Keep an updated copy of this task on my task list
| Send me a status report when this task is complete

When you are done, click Send to assign the task. Or click Save & Close to save the task and send it

at another time.
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TAGGING TASKS

Categorizing Tasks

To help keep your tasks organized, you can assign color categories to them. To categorize a
current task, click Task - Categorize - [Color Category]:

Schedule Meeting - Task

Insert Format Text Review @' Tell me what you want te do...

— o e o ] .
HXE [ B EH O e P> Q
o =l o 1 High Importance
Save & Delete OneMote = Task Details Cancel Address Check Recurrence (Categorize Follow Zoom
Clase Assignment  Book  Names - Up- ¥ Lowlmportance
Actions Show Manage Task Names Recurrence Zoom

EBlue category
Green category
Red category

QOrange category

Purple category

Yellow category

11 A4l Categories...

(Remember, when choosing a category for the first time, you will be prompted to give it a name.)

Once a category has been applied, you will see it displayed just below the ribbon:

Schedule Meeting - Task

Q u wai o..
7 a - o 21 .8
EXME VR B EH O R P
= 1 High Impertance
Save® Delete OneNote | Task Details  Cancel | Address Check Recumence Categorize Follow Zoom
Close Assignment  EBook Names - Up~ ¥ Lowlmportance
Actions Show Manage Task Names Recurrence Tags Zoom ~
@ Duetodsy.
Tou. Jane Gibson;

=1

Subject Schedule Meeting
Send

Start date | Wed 10/7/2015 [E| status  [Not Started

Duedate | Wed 10/7/2015 FE| Priority  [Normal +| %Complete | 0%

/] Keep an updated copy of this task on my task list

/] Send me a status report when this task is complete

Flagging a Task for Follow Up

If you need to follow up on a task, you can flag it for follow-up. To do this, click Task = Follow Up
- [Flag]:

Schedule Meeting - Task

Insert Format Text Review ‘;' Tell me what you want to do...

gxmEL % Hi O kB

1 High Importance
Save & Delete OneNote | Task Details Cancel Address Check Recurrence Categorize Fallow Zoom

Close Assignment  Book Mames - Up~ ¥ Low Importance

Adions Showr Manage Task Names Recurrence |I' Today Zoom

|* Toemorrow

| This Week

| Mesxt Week L\)
|" Mo Date

|" Custom...

Add Reminder...
v  Mark Complete
Set Quick Click...

Once a follow-up flag has been applied, you will see a follow-up statement appear just below the
ribbon:

i L2 s Schedule Meeting - Task
Insert  FormatText  Review @ Tell mewhatyou wantto do...

—r o .

2 X Eﬂ vl [ v EECNe I o Q
=) =] o @ 1 High Importance
Save & Delete OneNote | Task Details  Cancel | Address Check Recumence Categ ollow Zoom
Close Assignment | Book Names - Up- ¥ Lowlmportance
Actions Show Manage Task MNames Recurrence Tags Zoom ~

(@ Follow up. Start by Friday, Octoberd, 2015, Due by Friday, October 8, 2015, |
TemZ days
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Marking a Task as Private
If you are using Microsoft Exchange Server and you do not want a task’s details to be viewable by
others, you can mark it as private. To do this, click Task = Private:

Schedule Meeting - Task

Insert Format Text Review Q Tell me what you want to do...

T - e e Y . .

HXE AE B BE% O P . KX
= - X I High Whportance

Save & Delete OneMote | Task Details Cancel Address Check Recurrence Categorize Follow com
Close Assignment  Book Mames - Up~ ¥ Low Importance

Actions Show Manage Task MNames Recurrence Tags Zoom

Following this action, the Private button will appear shaded in to indicate that it has been marked
private.

Applying a Priority Level

Priority levels help indicate how important a particular task is so that you can delegate your time
more efficiently. You have the option to mark a task as High Importance or Low Importance. Both
options are in the Tags group of the Task tab:

Schedule Meeting - Task

Insert Format Text Review Q Tell me what you want to do...
r COEey .y AL )
PXEEIR % Bk O W PrE__Q
= I:I o X I High Importance
Save & Delete OneMote = Task Details Cancel Address Check  Recurrence Categorize Follow Zoom
Close Assignment  Book Mames - Up~ ¥ Low Importance

Actions Show Manage Task Mames Recurrence Tags Zoom

MARKING A TASK AS COMPLETE

Once you have finished a task that has been assigned to you, you should mark it as complete. To
do this, click Task > Mark Complete with the task open:

Schedule Meeting - Task

Insert Format Text Review 2 Tell me what you want to do...

,?)J : ’_\ﬁ . = ’ e wi ) [ 1] > Private
E‘ ﬁ_a = 4 ‘I:I -;/:. ‘EI Ll ' High Importance
Save & Delete Forward OneMNote = Task Details Mark  Assign Send Status Recurrence Categorize Follow Zoom

Close Complete Task Report = Up~ ¥ Low Importance

Actions Show Manage Task Recurrence Tags Zoom

Alternatively, you can mark a task as complete from the Tasks workspace by clicking to select that
task and then clicking Home - Mark Complete:

To-Do List - jsmith@acmewidgets.onmid

Send / Receive Folder View Q Tell me what you want to do...
s w N -
v [=1 ’°_|'E| x ﬁ—_; Meeting V P B | Nt Week
N N : Delet Reply Reply Fi d [Ty Mark R " Tomorrow 1> No Date
ew ew ew elete teply Reply Forward [Fg pore~ ar emave _
Task Email Items~ All g Complete from List | This Week [* Custom
MNew Delete Respond M%ge Task Follow Up

The selected task will then be removed from the To-Do List. Its subject line will have a
strikethrough to indicate that it is done.
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MOVING TASKS

To move a task from one folder to another, click and drag the task in question from the workspace
into the destination folder in the Navigation pane:

ile .
V= X [ v P BRe et g vy g WO
New  New xaw Delete  Reply Reply Forward [ ove el == o ; Move Oﬂaﬁa Categorize | Bl
Task  Email ltems - Al Lhzes List | | ThisWeek |* Custom Detlled_ simple ____ [l -

New Delete Respona Follow Up Current View Adions Tags Find pS
My Tasks ¢ Search To-Do List (e~ L
ToDo List D[ sk SUBJECT START DATE REMINDER TIME DUEDATE A INF... |CATEGORIES e

Click here to add a new Task
B 4 | Fiag: Due Date: Today
7| Schedule Meeting Wed 10/7/2015 Mone Wed 10/7/2015 Tasks ™
4 | Fiag: Due Date: Next Week
&\ Prepare for Presentation Fii 10716/2015 Hiane Fii 1071872015 Tasks

Releasing your mouse button will complete the move.

Tasks.

AcTivity 7-2
Managing Tasks

Now that your Tasks workspace has become populated with new tasks, you would like to manage
them. Students will need to have created one task with “presentation” somewhere in its subject
before starting this activity.

1. To begin, open Outlook 2016:

Heyall,

Joe s going to be retiring so0n, so | thought we could throw a small celebration. Please let me know your availability for next week.
!
31015 Thanks,

John

2. Display the Tasks workspace by clicking the Tasks button in the Navigation pane:

ltems: 10 Unread: 4
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3.  The Tasks workspace will now be displayed:

Send/Receive  Folder  View  Q Tellmewha
v, ul S > Toda Next Week
v Ba X SETEIRVAN it Y wmml g
" New N Del iy Tl B - |* Tomorrow [* No Date 1| o o No . B | B3 Adcress Book
ew New New | Delete Reply Reply Forward B pore~ ark  Remove Delled  SimpleList | ToDolist |~ Move OneNote Categorize
Task  Email ltems~ Al d Complete from List | ThisWeek [* Custom - ]
New Delete Respond Manage Taskc Follow Up Current View Adions Tags Fing ~
My Tasks N Search To-Do Lst (Ctr =5 »
Ersen B[ Task suBiECT START DATE REMINDER TIME DUEDATE = N F... | CATEGORIES o
Clck here to add a new Task
Tasks
4 [P Fiag: Due Date: Today
%) Schedule Mecting Wed 10772015 None Wed 10772015 Tasks »
4 | Fiag: Due Date: Next Week
L ) Fri 1071672015 None Fri 1071672015 Tasks I
= EIT
Filter applied All folders are up to date. Connected to: Microsoft Exchange  [] B

4. Press Ctrl + E to focus on the search text box. Type “presentation” and the results will
immediately be displayed:

=] s Search Tools To-Do List - jsmith@acmewidgets.onmicrosoft.com - Outlook
Fie  Home  Send/Recehe Folder PR O i e ot you wont o do.
= ¢
e mPrPD v B b+ 2N B
Y S V4 La" i
Aotk G o Outookhems | 'node | Cotegozed St Due Modfied Completed Sttus Importnce Mare | Recent Semch | Close
erns Odertents o Dater Doter o T oo Seoches+ Toab Search
scope Resuts Refne optons___close .
.
My Tosks |Coesenaton +—— B
E o e B[ TasK suBlECT START DATE REMINDER TIVE DUEDATE  ~ INF.. | CATEGORIES o
ik nere o 03 2 new sk
Tass
41 Flag: Due Date: et Weck
5 pepar or rsentaton Faronsanns Nore Faronsanns Tois I

5. Double-click the top-most result:

Search Tools To-Do List - jsmith@acmevidgets.onmicrosoft.com - Outlook

Send/Receive  Folder  View Search Q Tell me what you want to do.

v B X €3 mmens | f | Mo Db

| Tomorrow [ No Date

¥
B E‘-; MR iy o adaress Book

Onaied  Simpielst | TeDalis || | Move Onelote Coegore. |

New New New Delete  Reply Reply Forward [ hore -
Al

M: ove
T el iz Complae from it | ThisWeek > Custom

New Delete Respond Manage Task Follow Up Current View Adions Tags Fing -
<
My Tasks presentation x
ol B[ Task susECT START DATE REMINDER TIME DUEDATE = N F...|CATEGORIES afe
Clck here to add a new Task
Tasks
4 | Fiag: Due Date: Next Week
. repare for Presentation Fi 071673075 one Fi07iE/3075 ok |
by

6. The task will now be open in the Task window. Categorize this task using the blue
category by clicking Task - Categorize - Blue Category:

L b Prepare for Presentation - Task

Insert Format Text Review

Q Tell mewhat you want to do...

@ x ﬁ*;; Ei_; v ‘?:I J _?‘.. 'DJE' O .{Z;, B Private

! High Importance

Save & Delete Forward OneNote — Task Details Mark  Assign Send Status = Recurrence Skip Categorize Follow Zoom
Close Complete Task  Report Occurrence - Up- ¥ Lowlimportance
Actions Show Manage Task Recurrence Zoom

[ Blue category
[l Green category
I Red category
B Orange category
[l Purple category

Yellow categery

All Categories...

(If you are prompted to rename the category, click Yes to proceed.)
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7. You will see the blue category shown above the To field:

+ v s Prepare for Presentation - Task

Insert Format Text Review Q Tell me what you want to do.

IXGEBER v % 2 Ol WP
2> Yo =l 5& [ ~ m ! High Importance
Save & Delete Forward OneNote | Task |Details | Mark Assign Send Status | Recurrence  Skip | Categorize Follow . o ro"
Close Complete Task  Report umence |~ Up- ¥ LowlImportance
Adtions Show Manage Task Recurrence Tags Zoom

@ Duein9 days.

Starts every Friday effective 10/16/2015 until 11/13/2015

st [Pepwerormesentton
Start date |Fri 1062015 | statws [Nt statea
Due date [Fi 10162015 | erorty  [rign -] s comprete [o% =

Reminder  None None -

8.  Now mark this task complete by clicking Task - Mark Complete:

T ]

Insert Format Text Review '-:-' Tell me what you w

xS @ Pl M

Save & Delete Forward OneMote  Task Details Mark  Assign Send Status
Close Complete Task Report

Actions Show Manage Task

9. Close the Task window and then close Microsoft Outlook 2016 to complete this activity.
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TOPIC C: Manage Notes

Outlook 2016 provides you with a quick way to record, view, and manage short notes. In this topic,
you will learn all about notes in Outlook 2016 and how to manage them.

Topic Objectives
In this topic, you will learn:
» About notes and the Note form
*= About note views
= How to categorize notes
= How to print notes

NOTES

Outlook’s notes are quite like traditional sticky notes in their format and function. They allow you
to record small bits of information that you might need to refer to later. For example, you could
use a note to record a list of items that you need to pick up for an upcoming project or
presentation.

All notes in Outlook are stored and managed in the Notes workspace. This is opened by clicking
the More button at the bottom of the Navigation pane and then clicking the Notes option:

Mayigation Options...

ltems: 10 Unread: 4
Motes

Eolders

[@] Shortcuts

The Notes workspace will list any notes that exist. You will also see tools to create new notes:

Notes - jsmith@acmewidgets.onmicrosoft.com - Outlook

ant to do.
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NOTE FORM

To create a new note, click the New Note command on the Home tab while in the Notes
workspace:

Motes - smith@acmewidgets.onm

Send [ Receive Folder View 'D. Tell me what you want to do...

8| =
hd
-E EE Address Book
MNew  Mew  Delete feeany Motes List  Last7Days |5 |  Fomward Move | Categorize
Maote Items~ :
MNew Delete Current View Actions Tags Find

A new note will appear over the Outlook 2016 interface. At the bottom of the note will be the
current date as well as the current time. Simply click and type to create the note:

N

Send f Receive Folder View '-:-' Tell me what you want to do...

=

v =R

“E E [EE Address Book
New MNew = Delete lcon MotesList  Last7Days = Forward Move | Categorize
Mote ltermns ~

New Delete Current Yiew Actions Tags Find
£
4 My Notes
Motes
=
10§7/2015 10:31 AM é

NOTE VIEWS

There are a few different views that are used to change how notes are displayed in the Notes

workspace. You can find all these different views inside the Current View group on the Home tab.

Clicking on any of these views will apply them:

MNotes - jsmith @acmewidgets.onmig

Send / Receive Folder View '-:-' Tell me what you want to do...
P S ¥ W
s X i =
“E ﬁe i [EE Address Book
Mew  MNew Delete lcon Motes List Last 7 Days = Forward Maove Categorize
Mote |tems ~ - -
Mew Delete Current View Actions Tags Find
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By default the Icon view will display all of your notes as small icons and arrange them in a grid.

Each icon will display the first line from the note that it represents:

0 nt to do..

= X = m o

[EE Address Book

New MNew  Delete \con NotesList Last7Days |- Forward Move Categorize
Note Items - -

New Delete Current View Adtions Tags Find -~

<
My Notes Search Hotes (G- 5
Notes
Bhopping.
List
= oa @E

Items: 1 All folders are up to date. Connected to: Misrosoft Exchange | [[] B

The Notes List view will display all of your notes as a simple list. Each item will include the first line

from the note as a subject line, the date the note was created, and any categories that the note

belongs to:

Notes - jsmith@acmenidgets.anmicr

osoft.com - Outlook

Search Notes (Ctrl-£) P

CREATED ¥ CATEGORIES

Wed 107772015 10:31 AN

My Notes
Notes D susiECT
Thopping It
m e B
rems: 1 Al folders are up to date.

Connected to: Microsoft Bxchange | [ | B

Finally, the Last 7 Days view will list notes that have been created in the past week in list form

(similar to the Notes List view).
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CATEGORIZING NOTES

Like other objects in Outlook 2016, you can categorize notes to help keep them organized. To
begin, first click to select the note from the Notes workspace. Then, click Home - Categorize >
[Category]:

Nates - jsmith@acmewidgets.onmid

Send / Receive Folder View '-:-' Tell me what you want to do...
L] P
o= X =L QW m s
EE! Address Book
New MNew = Delete lesr MotesList  Last7Days = Forward Move (Categorize
Note |tems - = @
MNew Delete Current View Actions
£
4 My Notes | [7] Blue category
Notes B Green category
B Red category
Shoppin
L?sﬁl: J B Orange category
B Purple category
Yellow category
e Al Categories...
Set Quick Click...

(Remember, when choosing a category for the first time, you will be prompted to give it a name.)

Once a note has been categorized, the color category that you selected will be applied to the note
and its associated icon:

=
‘Shopping:

List

PRINTING NOTES

To print one or more notes, first click to select the note(s) that you would like to print from the
Notes workspace. Next, click File = Print:

©

Info

Open & Export

Save As
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With the Print category of Backstage view selected, you will see a preview of how the selected

note(s) will appear on the printed page. Ensure that you have the correct printer selected in the
Printer drop-down menu and then click the Print command:

Notes - jsmith@acmewidgets.onmicrosoft.com - Outlook

John Smith

Madtied 1087201 10:2 AM

y

U

B Print Options

Settings

BE

Note that there is only one print style: Memo Style. This will print the selected note in a memo-

like fashion. This means that the printout will include the name of who created the note, when the
note was last modified, and the contents of the note.

AcTtivity 7-3
Creating and Managing Notes

To prepare for an upcoming presentation, you would like to create a note that includes what items
you need to purchase.

1. To begin, open Microsoft Outlook 2016:

= Scheduleocx
= e

Hey all,

Joe s going to be retiring 500, so | thought we could throw a small celebration. Please let me know your avalability for next week.
Thanks,

John

Rems:3 Unread: &
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2.

3.

4.

5.

Display the Notes workspace by clicking the More button in the Navigation pane and

then clicking the Notes button:

o’ % g E "am

ltems: 10 Unread: 4

[2]

Create a new note by clicking Home - New Note:

Send / Receive Folder View
& X
& EE
New  MNew  Delete lcon Motes List  Last 7Days |+

Nﬁw Items ~
ew Delete

Current View

A new note will appear over the Outlook 2016 interface in a type of dialog box. At the

Mayigation Opticns...
MNotes
Eolders

Shortcuts

MNotes - jsmith@acmewidgets.onmig

' Tell me what you want to do...

™ ¥ [
= ]
Forward Move Categorize

Actions Tags Find

[E=: Address Book

bottom of the note will be the current date as well as the current time:

Send / Receive Folder View
& X
L]
T =
Mew  New  Delete lcon MNotes List  Last 7 Days |5

Mote ltems -

New Delete Current View

My Notes ||
Notes

10§7{2015 10:55 AM 2

If you wish, you can click and drag this note by the title bar to move it to a new location:

MNotes - jsmith@ac

Y Tell me what you want to do...

N
3 ¥ [ ]
= ml
Forward Move Categorize

Actions Tags Find

[E= Address Book

Send / Receive Folder View Q Tell me what you want to do..

lomm X s ¥ n
5 -
<E ﬁ') I e ook
New MNew | Delete \con Noteslist  Last7Days |= Forward Move  Categorize
Note Items - © ©
New Delete Current View Actions Tags Find
<
4 My Notes
Notes
Shoppin
List
C——
1047{2015 10:55 AM
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6. To start adding the content of the note, click inside of it and then start typing. For this
example, type the following:

=

Presentation Supplies:
Easel

Black Sharpie

Blue Sharpie

Flip baard|

1047/2015 10:55 AM

7.  After you have finished recording the new note, click the Close button in its top right-
hand corner:

© L3
Presentation Supplies:

Easel

Black Sharpie

Blue Sharpie

Flip bnard|

104742015 10:55 AM

8. Returning to the Notes workspace, you will see the new note listed:

jsmith@acmewidgets onmictosoft.com - Outlook

tems: 2 Allfolders are up to date. _ Connedted to: Microsoft Exchange | [] B
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9.  With the note that you just created selected in the Notes workspace, click Home -
Categorize = Blue Category:

Notes - jsmith@acmewidgets.ol

Send [ Receive Folder View Q Tell me what you want to do...
|?| x % E) ; ==I Search People
- jﬂ .E 2> [E= Address Bool
New MNew = Delete ez Motes List  Last 7 Days = Forward Move @ (Categorize
Note [tems = = =
MNew Delete Current View Actions Cle g
£
4 My Notes e
Notes B Green category L\\:
B Red category
Shopping  Presentation
List Supplies: [ Orange category
B Purple category
Yellow category
i All Categories...
Set Quick Click...

(If you are prompted to rename the category, click Yes to proceed.)

10. The selected note will now be categorized using the blue category:

11. Double-click on this note. You will see that the applied category color will also be
represented by the note itself:

e

12. Close the open note and then close Microsoft Outlook 2016.

Summary

Over the course of this lesson you learned how to work with and manage tasks and notes. You
should now be comfortable creating simple tasks, as well as managing them using the Tasks

workspace. Additionally, you should be comfortable with the concept of notes in Outlook 2016, as
well as how to create and manage them. You should also be familiar with the different ways that

you can print both objects, as well as view them in their respective workspaces.
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LESSON 8:
CUSTOMIZING THE OUTLOOK
ENVIRONMENT

Lesson Objectives

In this lesson you will learn how to:
= Customize the Outlook interface

= Create and manage Quick Steps
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TOPIC A: Customize the Outlook
Interface

Now that you are comfortable with the features and general interface in Outlook 2016, you can
begin to customize it to suit your individual requirements. Over the course of this topic you will
learn about the various ways that you can customize the Outlook interface.
Topic Objectives
In this topic, you will learn:

= How to set general Outlook options

* How to customize and move the Quick Access toolbar

=  How to minimize and customize the ribbon interface
=  How to reset interface customizations

SETTING GENERAL OUTLOOK OPTIONS

Outlook’s customization options are found in the Outlook Options dialog. To access this dialog,
click File - Options:

©

Infa

Open & Export
Save As

Save Attachments

Print

Office Account

Options

3
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Next, ensure that the General category is displayed:

Qutlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Custemize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E.:" General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection
Enable Live Preview

ScreenTip styler | Show feature descriptions in ScreenTips ~

Personalize your copy of Microsoft Office

User name: John Smith

Initials: s

[J Always use these values regardless of sign in to Office.
Office Background: |Clouds w

Office Theme: Colorful |«
Start up options

Make Qutlook the default program for E-mail, Centacts, and Calendar

OK

Default Programs...

Cancel

Inside the “User Interface options” section, you will see checkboxes to disable the mini toolbar
and Live Preview. In addition, the “ScreenTip style” drop-down menu allows you to control how
ScreenTips are displayed. By default, ScreenTips will display the title of the command, as well as a
brief description about what it does. However, you have the option to hide these descriptions or
even disable ScreenTips entirely:

Outlook Options

General
Mail
Calendar
Groups
People
Tasks
Search

Language

E.'i General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection G
Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips

Show feature descriptions in ScreenTips
Personalize your ¢

Deon't show ScreenTips

Don't show feature descriptions in ScreenTips

Uzer name:

Inside the “Personalize your copy of Microsoft Office” section, you can choose the username and
initials that you would like to be associated with your copy of Microsoft Office. As well, you can
change the Office theme that the Outlook interface uses from colorful (the default) to dark gray or
white, and modify the Office background:
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Personalize your copy of Microsoft Office

User name: John Smith

Initials: 15

[ Always use these values regardless of sign in to Office.
Office Background: |Clouds ~

Office Theme: Colorful |~

Start up options

Make Qutlock theworo gram for E-mail, Contacts, and Calendar Default Programs...

Below this section, there is a checkbox that will make Outlook the default program for handling e-
mail messages, contacts, and calendars.

CusTOMIZING QUICK ACCESS TOOLBAR BUTTONS

The Quick Access toolbar is provided to give you quick access to the commands you use most, so it
makes sense that you can customize it. To add buttons to the Quick Access toolbar, click the drop-
down arrow (-) next to it:

Hor Customize Quick Access Toolbar
Print
Save As

Mew  Mew ) o
v Send/Receive All Folders

Email ltems~
MNew Update Folder
Reply
Reply All
Forward
Delete
v  Undo
Empty Deleted ltems

Touch/Mouse Mode

Find a Contact

More Commands...

Show Below the Ribbaon

In the drop-down menu that appears, click on any commands you want to add to the toolbar. If a
command has a check by it, it means it’s active and on the toolbar. You can click on any of these
commands to remove them from the toolbar.
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If the command that you would like to add to the Quick Access toolbar isn’t listed in the drop-
down arrow menu, you have a few different options available to you. First, you can right right-cli
almost any command on the ribbon and click “Add to Quick Access Toolbar:”

Send / Receive Folder View Q Tell me what you want t
[=7 [ lIgnore x ™ ("_\ ™ _ W Move.
Ijl - —Eﬂ H ﬁ—}' e Meeting ove
N :E E Clean Up* Del fen) , ‘Ie - ed =l Team |
ew =0 elete eply Reply Forward [§ .
Email Items~ & Junk EEMore~ |2 Reply
Mew Delete Add to Quick Access Toolbar

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

The selected command will then be immediately added to the Quick Access toolbar. From there,
you can remove buttons from the Quick Access toolbar in a similar manner: right-click the
command in question and then click “Remove from Quick Access Toolbar.”

Bemove from Cuick Access Toolbar k

Customize Quick Access Toolbar...

T
“E x Show Quick Access Toolbar Below the Ribbon

Mew  MNew
Email ltems~ 391

MNew

Customize the Ribbon...

Collapse the Ribbon

If you still cannot find the command that you would like to add to the Quick Access toolbar, click
the drop-down arrow and click More Commands:

Hor Customize Quick Access Toolbar

= o
Mew  Mew

Email Items~
MNew Update Folder

Print
Save As

v Send/Receive All Folders

Reply
Reply All
Forward
Delete

v Undo
Empty Deleted ltemns
Touch/Mouse Mode
Find a Contact
More Commands...

Show Below the Ribbon %

ck
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This action will display the Outlook Options dialog, open to the Quick Access Toolbar category:

Using the controls here, you are able to add commands to, and remove commands from, the
Quick Access toolbar. By selecting a category from the “Choose commands from” drop-down

Qutlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Custemize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands from: (G

Popular Commands

<Separator=

Account Settings

Address Book...

Autematic Replies...

Close All ltems

Delete

Empty Deleted [tems

Find Contact I-
Forward

@X gt

Manage Rules & Alerts...
Meeting

Mew Appointment

Mew Contact

MNew Email

MNew Task

Options

Print

Reply

Reply All

Save All Attachments...
Save As

Send/Receive All Folders
Touch/Mouse Mode 3

SEIENED D ITo U B EETD

Undo

[ Show Quick Access Toolbar below the
Ribbon

Add »>

Customize Quick Access Toolbar G

% Send/Receive All Folders

€ Unde

Customizations: Reset ~

Import/Export = |G

OK

Cancel

menu (1) you can find exactly the command that you would like to add from the list (2). Once you

have found the command in question, click to select it and then click the Add button (3):

To remove a button, click to select it from the list on the right (1) and then click the Remove

button (2):

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E'E Customize the Quick Access Toolbar.

vo

Choose commands from: (G

Popular Commands

<Separator>
L_'#g; Account Settings

EZ Address Book..
Autornatic Replies...

€
l'% Close All ltems

B Empty Deleted ltems
Find Contact 1=
Forward

Manage Rules & Alerts...

Meeting

MNew Appointment

New Contact

MNew Email

Mew Task

ol B )

Add >>

Custemize Quick Access Toolban(

% Send/Receive All Folders

€ Unde
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Qutlock Options ? X
General T . .
=i Customize the Quick Access Toolbar.
Mail
Choose commands from: (G
Celendar Popular Commands ~
Groups Customize Quick Access Teolbar:(
People <Separator> A % Send/Receive All Folders
[®} Account Settings € Undo
Tasks [EZ Address Book.. < Delete
Search & Automatic Replies...
[_IE'; Close All ltems
Language > Delete
Advanced 5] Empty Deleted ltems

Find Contact I-
Customize Ribbon Forward
Manage Rules & Alerts...
Meeting

New Appointrent Add = -

Quick Access Toolbar

Add-ins

Mew Contact

Trust Center .
MNew Email << Remove

MNew Task

Options e
Print

Reply

Reply All

Save All Attachments...

Save As

Send/Receive All Folders

Touch/Mouse Mode 3

Undo v

J TG 00 e [0 [ ElEE o

Customizations: Reset ~
[ Show Quick Access Toolbar below the =

Ribbon Import/Export ¥ |

0K Cancel

The changes will automatically be applied. Click OK to close the dialog box.

MOVING THE QUICK ACCESS TOOLBAR

If you prefer, you can move the Quick Access toolbar so that it appears below the ribbon rather
than above it. To do this, click the Customize Quick Access Toolbar arrow and click “Show Below
the Ribbon:”

Hor Customize Quick Access Toolbar
Print

E Save As

v Send/Receive All Folders
Update Folder
Reply
Reply All
Forward
Delete

v Undo
Empty Deleted [tems
Touch/Mouse Mode
Find a Contact
More Commands...

Show Below the Ribbon h
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Here’s what the Quick Access toolbar will look like if it is moved below the ribbon:

Send / Receive Folder View Q Tell me what
(=7 [ Ignore x o r"_\ o .
EI o ﬁ—é ﬁ—ﬂ ﬁ—’}l Fe Meeting
B 7 Clean Up- € >
Mew  MNew Delete  Reply Reply Forward E‘El More =
Email ltems~ & Junk~ All
Mew Delete Respond

You can move the Quick Access toolbar back to above the ribbon by clicking the Customize Quick
Access Toolbar arrow and then clicking “Show Above the Ribbon.”

MINIMIZING THE RIBBON INTERFACE

While the ribbon interface can be very useful, it can take up a lot of screen real estate. If you find
yourself wanting more room to work with Outlook 2016, you can minimize the ribbon interface. To
do this, click the Ribbon Display Options button near the upper right-hand corner of the Outlook
window and then click Show Tabs:

[ ------ Auto-hide Ribbon
0 Hide the Ribbon. Click at the top

of the application to show it.

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the co ands.

— | Show Tabs and Commands

= | Show Ribbon tabs and
commands all the time.

Once the ribbon interface has been minimized, you will only see the tab names:

Inbax - jsmith@acmenidgets.onmicrosoft.com - Outlook

ant to do...

<
&1 New Email Search Current Mailbox (.. | Current Matbor =] | € Reply &2 Reply All € Forward

Clicking on any of these tabs will automatically expand the ribbon, while clicking a command or
clicking elsewhere in the Outlook 2016 interface will minimize it again.
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To return the ribbon back to its default expanded state, click the Ribbon Display Options button
near the upper right-hand corner of the Outlook window and then click “Show Tabs and
Commands:”

[ ------ Auto-hide Ribbon
* Hide the Ribbon. Click at the top

of the application to show it.

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

— Show Tabs and Commands

== Show Ribbon tabs and
commands all the time. b

The “Auto-hide Ribbon” option on this menu will display the Outlook 2016 window full screen and
hide the entire ribbon unless you move your cursor over that area:

= oEos @ e
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CUSTOMIZING THE RIBBON

You also have the option to customize the ribbon and what controls appear on it. To get started,

click File = Options, and then click the Customize Ribbon category in the Outlook Options dialog
box. This view should look familiar to you, since customization of the Quick Access toolbar is very

similar:

Qutlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Ribbon.

Choose commands from: (G

Popular Commands

Account Settings
Address Book...
Autornatic Replies...
Close All ltems

Manage Rules & Alerts...
Meeting

New Appointrent

MNew Contact

MNew Email

MNew Task

Options

Print

Save All Attachments...
Save As

Send/Receive All Folders
Undo

Work Offline

&b J I A< [ F e et [

Customize the Ripbon: G

Main Tabs

Main Tabs

=1 v Home (Mail)
Mew
Actions
Delete
Respond
Quick Steps
Maove
RSS
Tags

Chinese Conversion

Find
Add-ins

Send/Receive (IMAP/POP)
Home (Calendar Table View)

[l Home (Calendar)
[l Home (Contacts)
Home (Tasks)
Home (Motes)

[ Home (Journals)
A Home (Group)
Send / Receive
Folder

Mew Tab Mew Group
Customizations: Reset =

Import/Export v |G

w

Rename...

QK

Cancel

Adding or Removing Tabs

The list on the right-hand side of the Customize Ribbon category shows all the main tabs in

Outlook 2016:

Main Tabs

=[] Home (Mail)

Mew

Actions
Delete
Respond
Cuick Steps

Mowe
R55
Tags

Chinese Conversion

Find

Add-ins

Send/Receive (IMAP/POP)

Home (Calendar Table View)
Home (Calendar)

Home (Contacts)

Home (Tasks)

Home (Motes)
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All tabs that include a checkmark are either visible or will be visible under the right conditions. For
example, there is a Home tab for each Outlook workspace. The tab that is visible depends on the

type of workspace that you are in.

To add or remove a tab, check or uncheck the checkbox adjacent to the tab name. If you like, you

can even have no tabs at all.

Arranging Tabs and Groups

You can rearrange the order of tabs, groups, and individual commands. First, expand a tab or

group by clicking the + sign adjacent to it:

Custornize the Ribbon: G
Main Tabs

Main Tabs

Home (Mail)

%] Home (Calendar Table View)
[«]Home (Calendar)

Home (Contacts)

[«]Home (Tasks)

] Home (Motes)

This will expand the contents of that tab or group. To rearrange items within either object type,

select an item and then click the up or down arrows to the right of the list box. Alternatively, click

and drag to change the order:

Main Tabs
Bl ] Home (Mail)

= [T

Actions
Delete l

Respond

Cuick Steps
Mowve %

RSS

Tags

Chinese Conversion

Find

Add-ins

Send/Receme (IMAP/POR)
Home (Calendar Table View)
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Creating New Tabs and Groups
You can create your own tabs and groups using the commands near the bottom right-hand corner
of the Outlook Options dialog:

Outlook Options ? X
General — . .
HE Customize the Ribbon.
Mail
Choose commands from: @ Customize the Ribbon: &
Calendar ‘Popu\ar Commands |Main Tabs
Groups
People % Account Settings Main Tabs ~
E= Address Book.. Bl [ Home (Mail)
Tasks e Automatic Replies... MNew
TH Close All ltems Actions
Search Eq Manage Rules & Alerts... Delete
Language ﬁ Meeting ) Respond
MNew Appointrent Quick Steps
Advanced [25 New Contact Maowve
E1 Mew Email RSS
Custemize Ribbon ¥l Mew Task Tags
] Options Chinese Conversion
Quick Access Toolbar Print Find
Add-ins @a Save All Attachments... Add-ins Izl
[E"; Save As Send/Receive (IMAP/POP)
Trust Center '=1 Send/Receive All Folders - Home (Calendar Table View) IZI
S
i)

<< Remove

Undo
Work Offline

[l Home (Calendar)

[l Home (Contacts)

[l Home (Tasks)

[ Home (Motes)

[ Home (Journals)

[l Home (Group)

[ 5end / Receive

[ Folder ~

Mew Tab | | Mew Group |” Rename... |

Customizations: Reset * |'i:'
Import/Export = |©

Click New Tab to create a tab and then fill it with as many groups as you would like. You can also

select a new tab or group and use the Rename button to give the new item a meaningful name:

Note that if you select a custom tab and click the Remove button, that tab will be removed

completely.

Add-ins

<< Remove

=N Mew Tab (Custom)

[+]Home (Calendar)
Home (Contacts)
Home (Tasks)
[«]Home (Motes)
Home (Journals)
] Home (Group)

Send/Receive (IMAP/POP)

Mew Group (Custom)
Home (Calendar Table View)

[-]
[-]

W

Mew Tab Mew Group

Rename...

Customnizations: Rezet *

o R

Import/Export = |

A

QK Cancel
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Customizing Group Commands

You can customize any groups that you have added, either to custom tabs or to the default tabs.
To add a command to a custom group, expand the group that you want to fill with commands,

select a command from the list on the left of the dialog box, and then click Add:

Qutlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Ribbon.

Choose commands from: (G

Popular Commands W

L_|«'§ Account Settings

EZ Address Book...
Automatic Replies...

%:'; Close All ltems

= Manage Rules & Alerts...

ﬁ Meeting

r&l New Appointrent

[E3 New Contact

v| Mew Task

] Options
Print
Lli'a Save All Attachments...
b4 Save as
% Send/Receive All Folders
€ Undo

‘i‘:‘_ég Work Offline

<< Remove

Add >
Ly

Customize the Ripbon: G
Main Tabs w

Main Tabs ~
Bl A Home (Mail)
Mew
Actions
Delete
Respend
Quick Steps
Maove
RSS
Tags
Chinese Conversion
Find
Add-ins
Send/Receive (IMAP/POP)
= ] New Tab (Custom) -
Mew Group (Custom)
Home (Czalendar Table View)
[ Home (Calendar)
Home (Contacts)
Home (Tasks)
Home (Motes)
[ Home (Journals)
A Home (Group) v

Mew Tab Mew Group Rename...
Customizations: Reset *

Import/Export * |G

QK Cancel

To remove a command, select it in the list on the right and click the Remove button:

Find
Add-ins
e Send/Receive (IMAP/POP)
<< Remove B | Mew Tab (Custom)

[

& MNew Group (Custom)
E1 Mew Email
Home (Calendar Table View)

Heme (Calendar)
Home (Contacts)
Home (Tasks)
Home (Motes)
Home (Journals)

— . e 5 A
Mew Tab Mew Group Rename...
Customizations: Rezet * i
Import/Export = |4
QK Cancel
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RESETTING CUSTOMIZATIONS

To reset all the interface changes that you have made, open the Outlook Options dialog to the
Customize Ribbon category. Then, click Reset - Reset all customizations:

Home (Journals)

— s =

W

Mew Tab Mew Group Rename...

Customizations: Rezet * i

Reset all cu stumizatiunJ}
[ oK [T ancel

Click Yes when you are prompted to confirm the operation:

Microsoft Office X

| Delete all Ribbon and Quick Access Toolbar customizations for this program?

Yes h Mo

AcTiviTY 8-1
Customizing the Outlook Interface

As you have been incorporating Outlook 2016 more and more into your workflow, you would like
to better customize it suit your needs.

1. To begin, open Outlook 2016 to your Inbox:

X & 2 £ 5 Mesting S} To Manager \a @ e
clete  Reply Reply Forward B tore- | ove. Rules Onelote  Unread! Categorize Follow tore
& Jore: eply & Delete reate New v -
o & Junk~ i Ol 2 Reply & Delete ¥ Create N N Read Up- Y Fiter Email
New Detete Quick teps Tage Fina Addins ~
“Favorites Curentaibor <] | € reply GaRep
Inbox 4 e Newest John Smit m Johm Srith s
Clutter Documer o
Sent tems 2
John Smith 1)
Drafts Document ts Thu 10/8/2015 213 PM ﬂ:E Documents.docx
ey John, Here are the =) toske
4jsmith@acmewidgets.onmic... John Smith
Joes Retrement  Thu 10/372015 1207 P
L Heyall, Joe s going to be Hey John,
Drafts
o 4 Today Here are the documents that you requested for review.
John Smith 1)
Clmmd cuments 12395 Thanks,
Clatter
4 Last Week
Conversation History Joe
] Microsoft Online Servic.
¥ bee. Tuesrzs
Outbox
RSS Feeds
Search Folders
Groups
= om o
Items: 10 Unreac: 4 Allfolders are up to date,  Connected to: Microsoft Exchange 0o ® - + + 100%
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2.  First, you would like to add the Delete command to the Quick Access toolbar so that you
can access it more quickly. Right-click the Delete command on the Home tab and click
“Add to Quick Access Toolbar:”

Send / Receive Folder View '-;-' Tell me what you want {
O = P N P %
EI :‘l_'E < lgnare x % r& &—i 53 Meeting Move
%= Clean Up~ ED Team
MNew  Mew Delete  Reply Reply Forward [ pqgre~ €2 pons,

Email ltems~ 3@“”“"

Mew Delete

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Cuick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

3. Examine the Quick Access toolbar. You will now see the Delete command:

Folder View 2 Tell me what]

(=7 G Ignore x o r”_\ o .

L o Meet
=1 & X - e bd 3 Bveeing
Mew  Mew Delete = Reply Reply Forward E-EMore*
Email ltems~ s Junk~ All

Mew Delete Respond

4. Now you would like to add the Print command to the Quick Access toolbar. Click the
drop-down arrow (-) next to the Quick Access toolbar and click Print:

Print

rIllilgrm
New 7 Clea save s Add to Quick Access”
Email ltems « gg_junk «  Send/Receive A romers
MNew Update Folder
Reply
Reply All
Forward
Delete
Unda
Emnpty Deleted ltems
Touch/Mouse Mode

Find a Contact

More Commands...

Show Below the Ribbon
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5. Examine the Quick Access toolbar. You will now see that the Print command has been
added to it:

Folder View 2 Tell me wha
T =
= :.l_|E| < Ignore x ﬁ(_ @ ﬁ_) = Meeting
% Clean Up~
Mew  Mew Delete = Reply Reply Forward E-EMore*
Email ltems~ 4 Junk~ All
Mew Delete Respond

6. To save space in the Outlook 2016 window, you would like to minimize the ribbon. Click
the Ribbon Display Options button near the upper right-hand corner of the Outlook
window and then click Show Tabs:

[ ------ Auto-hide Ribbon
* Hide the Ribbon. Click at the top

of the application to show it.

E= Address Book
— Show Tabs
Y Filter Email - Show Ribbon tabs only. Click a
Find tab to show the col ands.
— | Show Tabs and Commands
== | Show Ribbon tabs and

commands all the time.

7. The ribbon will now be minimized with only the tab names displayed:

F‘EI: x = & Inbox - jsmith@acmewidgets.onmicrosoft.com - Qutlook

File Home Send / Receive Falder Wiew Q Tell me what you want te do...

<
=1 New Email Search Current Mailbox (Ctrl... O | Current Mailbox = 9(_ Reply (E:;,\_ Reply All Q) Forward

8. Now you need to create a new tab. Right-click any ribbon tab and click “Customize the
Ribbon:”

x = : Inbox - jsmi

Home Send / Receive Fol - )
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon... L\‘?
v Collapse the Ribbon
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9.

10.

11.

The Outlook Options dialog box will now be displayed with the Customize Ribbon

category selected:

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Ribbon.

Choose commands from: G

Popular Commands ~

Account Settings
Address Book...
Automatic Replies...
Close All ltems

Manage Rules & Alerts...
Meeting

New Appointment

New Contact

New Email

New Task

Options

Print

Save All Attachments...
Save As

Send/Receive All Folders
Undo

Work Offline

& JFIE I O ERE e

Customize the Ribbon: &
Main Tabs

Main Tabs

Home (Mail)
Home (Calendar Table View)
Home (Calendar)
Home (Contacts)
Home (Tasks)
Home (Motes)
Home (Journals)
Home (Group)
Send / Receive
Folder

View

[ Developer

B [ Add-ins

Mew Tab

Customizations: Reset *

Import/Export ¥ |

0K

Cancel

Near the lower right-hand corner of the Outlook Options dialog box, click the New Tab

button:

You will now see two new entries [“New Tab (Custom)” and “New Group (Custom)”]

Mew Tab
Customizationz Regset « i

Import/Export ™

0K

Cancel

after the Add-Ins tab in the tabs list:

Main Tabs
] Home (Mail)

Home (Calendar Table View)

[ Heme (Calendar)

] Home (Contacts)

[~ Heme (Tasks)

[ Home (Motes)

[ Heme (Journals)

[ Home (Group)

Send / Receive

] Felder

[+ view

[ Developer

[+] Add-ins

Bl [«] Mew Tab (Custom)
MNew Group (Custom)
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12.

13.

14.

Select “New Tab (Custom)” and then click the Rename button:

<« Remove

[+] Folder

[~ View

[ Developer
[+ Add-ins

SN ™ Mew Tab (Custom)
Mew Group (Custom)

]

Mew Tab | | MNew Group | Rename...

Customizations: '-'i:'

Import/Export ~ |

0K | ‘ Cancel |

In the Rename dialog box, type “My Tab” and then click OK:

Rename

Display name: |M1r Tab|

DK[}J

| Cancel |

Outlook Options

General

Mail

Calendar

Groups

Peaple

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E-E Customize the Ribbon.

Choose commands from: @

|Popu\ar Commands

% Account Settings

=t Address Book...

o Automatic Replies...

{g Close All ltems

Manage Rules & Alerts...
Meeting

New Appointment

Mew Contact

Mew Email

New Task

Options

Print

Save All Attachments...
Save As
Send/Receive All Folders
Undo

Work Offline

&5 I [ [

Add >>

Customize the Rigbon: (&

‘Mam Tabs

Main Tabs

Home (Mail)
Home (Calendar Table View)
Heme (Calendar)
Heme [Contacts)
Home (Tasks)
Hame (Motes)
Home (Joumals)
Home (Group)
Send / Receive
Folder

[ view

[ Developer

[ Add-ins

& [ My Tab (Custorn)

Mew Group (Custom)

Mew Tab ‘ | Mew Group | ‘ Rename... ‘

Import/Export ¥ |

[]]

Click to select the “New Group (Custom)” group within My Tab (which you just created).
Click to select the Meeting command from the “Choose commands from” list. Click Add:
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15.

Repeat Step 14 to add the New Appointment, New Contact, New E-mail, and New Task
commands to the new tab:

B ] My Tab (Custom)

E New Group (Custom)
Gt Meeting

-
-

Mew Appointrent
Mew Contact

Mew Email
Mew Task

< [0 [ ER

16.

Click OK to apply the new changes and close the Outlook Options dialog box
= My Tab (Custom)

E Mew Group (Custom)

Bt Meeting
é Mew Appointrnent
Mew Contact

Mew Email

FE|
E
7 Mew Task

Mew Tab

Mew Group

Rename...
Customizations:

Rezet *

Import/Export *

=
i

oK I}
17.

Cancel

Back at the Outlook 2016 window, you will see your new tab on the ribbon. Click it to
expand it and view the commands that you added to it:

X & =

-

Home Send f Receive Folder View
e
u} u - "

:.,.. |u | W
Meeting Mew Mew  Mew  MNew
Appointment Contact Email Task

Mew Group

18.

To reset the Outlook 2016 interface back to its default state, right-click on any tab and
click “Customize the Ribbon:”

X &

Home

Send / Receive

Inbox - jsmith@acmewidgets.onmicrosoft.com - Ou
Folder View Wy Tab ) Tell me what you want to do...
LCustomize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

v Collapse the Ribbon
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19. Next, near the lower right-hand corner of the Outlook Options dialog box, click Reset -
Reset all customizations:

Mew Tab

Customizations: Reset * i

Reset all customizations
8] 4 | | Cancel

20. A dialog box will be displayed to confirm this operation. Click Yes to continue:

Microsoft Office >

| Delete all Ribbon and Quick Access Toolbar customizations for this program?

es k Mo

21. In the Outlook Options dialog box, click the OK button:

Mew Tab
Customizations: Rezet * i

Import/Export = |4

0K I}s Cancel

22. Close Microsoft Outlook 2016.
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TOPIC B: Create and Manage
Quick Steps

Quick Steps are used to help you complete common actions in a more timely and efficient manner.
While there are several preconfigured Quick Steps to choose from, you also have the option to
create your own. Over the course of this topic, you will learn all about Quick Steps and how to
create them.

Topic Objectives

In this topic, you will learn:
= About Quick Steps
* How to use, create, and reset Quick Steps
= About the Manage Quick Steps dialog box

QUICK STEPS

Quick Steps are used to complete actions that typically require several steps with just one click.
Like a macro, a Quick Step is essentially a shortcut to complete a procedure or action.

By default, Outlook 2016 includes several preconfigured Quick Steps, all of which are found in the
Quick Steps group of the Home tab (while in the Mail workspace):

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Folder ~ View @ Tellmewhatyouwantto do...

by Foee X 2 eye E o7 BTom % ~ 1 > -
= D 2 £ 5 Meeting veto 3 To Manager S & ']

N "::I NClentp- 7 N € (‘— B _)a E7 Team Email v Done =1 5 i [ Address Book .
ew  New elete | Reply Reply Forward [ - e ove Rules OneNote | Unready Categorize Follo tore
fe B s EEMore~ |2 Reply & Delete ¥ Create New S| Move R s & o e Emsil-

New Delete Respond uick Steps I Move Tags Find Add-ins ~

Clicking on any of these quick steps will execute them.

Below is a breakdown of what each Quick Step will do:

= Move To?: This Quick Step will mark the currently selected e-mail message as read and
move it to a designated folder. If you are using this Quick Step for the first time, you will be
prompted to set the designated folder.

* To Manager: Clicking this Quick Step will forward the currently selected e-mail message to
your manager. The first time that you use this Quick Step, you will be prompted to enter
the e-mail address that you would like to use.

= Team E-mail: This Quick Step will forward the currently selected e-mail message to all the
members of your team. If you are using this Quick Step for the first time, you will be
required to add those e-mail addresses.

* Done: Clicking this Quick Step will mark the currently selected e-mail message as read (or
complete) and move it to a specified folder. If you are using this Quick Step for the first
time, you will be prompted to set the designated folder.

= Reply & Delete: This Quick Step is used to reply to a selected e-mail message and delete
the original message.

» Create New: This option will display the Edit Quick Step dialog box. Here, you can create a
new Quick Step from scratch.
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USING QUICK STEPS

To use a Quick Step, first select the item that you would like to work with. Then, click the Quick
Step that you would like to use from the gallery on the Home tab. For example, here the To
Manager Quick Step has been selected:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Qutlook

Send / Receive Folder  View Q Tell me what you want to do...
R N PN 5 )
El ,._|E G Ignore x E_a (ﬁ_(i ﬁ__i E7 Meeting Move to: 7 E}-)ToManagL%r ¥ = @
o : 7= Clean Up - B el Gl B : EJ Team Email v Done - R | D-)N
ew ew elete eply Reply Forward [Eg pjore~ =) _ ove Rules OneNote
Email ltems -~ 4 Junk= Al 0 < Reply 8 Delete ¥ Create New i . N
Mew Delete Respond Quick Steps I Move
3 <
4 Favorites Search Current Mailbox (Ctrl.. & | Current Mailbox - 2 Reply 2 Reply All £ Forward
e All Unread ByDate *  Newest & John Smith <abcwidgets@outlool
Clutter 4 Tomorrow Documents
Sent ltems .
John Smith ]
Drafts [2] Documents Thu 10/8/2015 2:13 PM m—| Documents.docx .
Hey John, Here are the =| 195KB
4 )smith@acmewidgets.onmic... John Smith [N=1
Inbox 4 Joe's Retirement Thu 10/8/2015 12:07 PM Hey lohn,

Hey all, Joeis going to be

If you are using a Quick Step for the first time, you may need to configure it. In such cases, the First
Time Setup dialog box will be displayed. This dialog will appear differently depending on the Quick
Step that you select, and will walk you through the setup process:

First Time Setup ? pd

First Time Setup

This quick step forwards the currently selected mail message to the people specified
below. Click Options to specify extra text in the subject line or body of the message, After
this Quick Step is created, you do not have to enter this information again.

P
—] Mame: To Manager
=

Actions

Forward Ta... e

DOptions Cancel

CREATING QUICK STEPS

To create your own Quick Step, click the Create New command inside the Quick Steps gallery on
the Home tab:

Inbox - jsmith@acmewidgets.onmicrosoft.cor

Send / Receive Folder View @ Tell me what you want to do...
W %| s, N " ¥ =]
gnore x _4 ﬁ_ﬂ ﬁ_a i . Move to: T 3 To Manager
(] ‘ 2 og Meeting

n :E 7 Clean Up~ e - Ie 5 ed ET Team Email v Done

ew ew elete eply Reply Forwan . _
Ermail ltems~ & Junk Al EE More €2 Reply & Delete | # Create New v

Mew Delete Respond Quick Steps [P

288



Microsoft Office Outlook 2016 — Part 1

This action will display the Edit Quick Step dialog box. Here, you can give the new Quick Step a

name and add the actions that you would like it to perform:

To add more than one action, click the Add Action button below the “Choose an Action” drop-

down menu:

Edit Quick Step

Actions

¥
Mame:
[My Quick Step
Add actions below that will be performed when this quick step is clicked on.
v | X

Choose an Action

Filing

3 Move to folder
! Copy to folder

< Delete message

7<  Permanently delete message
Change Status

= Mark as read
%  Mark as unread

I Setimportance

Categories, Tasks and Flags

==| Categorize message

q ==| Clear Categories
L |" Flag Message
|* Clear flags on message

v Mark complete

— - L e e T T o S B

necel

Edit Quick Step ?

Mame:
[My Quick Step

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

Actions

Choose an Action

L

Click here to add another action to this quick step.

Cptional

Shortcut key: | Choose a shorteut| ~ |

Tooltip text: ‘This text will show up when the mouse hovers over the quick step.
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An additional menu will be displayed where you can choose the next action that you want the
Quick Step to perform. You can repeat this procedure to create up to ten actions for the Quick

Step!

When you are done configuring the new Quick Step, click Finish:

Edit Quick Step ? x

- Mame:

@ Mark as read

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

Actions
=1 Mark as read v | X
5et importance ~ x

S

I Importance: High

Add Action

Optional
Shortcut key: |Choose a shortout| -

Tooltip text: | This text will show up when the mouse hovers over the quick step.

Returning to the Outlook 2016 window, you will see the Quick Step that you just created inside the
Quick Steps gallery on the Home tab:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View Q Tell me what you want to do...
Ijl al_‘"j it Ignare x E’_\j (E’ _\1 E’_\a 2 Mesting ¥ Move ta: 7 €3 To Manager
o N = 7 Clean Up~ . i [ Ie 5 -)d - ET Team Email v Done 9(- Reply & Delete
ew ew elete eply Reply Forward [5§ pore - -
Email ltems | & Junk~ Al o # Create New
Mew Delete Respond Quick Steps [Pl
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THE MANAGE QUICK STEPS DIALOG BOX

To manage the available Quick Steps, click the More arrow (") in the lower right-hand corner of
the Quick Steps gallery on the Home tab:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send [ Receive Folder View Q Tell me what you want to do...
El ,._|ynlj G Ignore x Ei\a E:ﬂ ﬁ:ﬁ [E2 Meeting Y Move to: 7 & To Manager b 8 @
- : ¥ Clean Up - - G B Ie . 9‘1 EJ Team Email v Done - Rlljl D-)N N
ew ew elete eply Reply Forward 5 o ove Rules OneMote
Email ltems~ | o Junk - Al B More 2 Reply B Delete ¥ Create New @ - .
Mew Delete Respond Quick Steps Move

Inbox - jsmith@acmewidgets.onmi

Send / Receive Folder View Q Tell me what you want to do...
Ijl a'_,:j %Ignore x ﬁ;\é rﬁ;\é E% [E2 Meeting ¥l Move to: ? Q_, To Manager
em  [¥em 7 Clean Up~ Delete  Reply Reply Forward [ E31 Tearn Email v Done
Email ltems - | o Junk- Al g More - 5 Reply & Delete  “§ Create New
New Delete Respond Mew Quick Step 2
g Manage Quick Steps... |}

The Manage Quick Steps dialog box will open. On the left-hand side, you will see a list of existing
Quick Steps. Clicking on any Quick Step item will display its details in the right-hand side of the
dialog box:

Manage Quick Steps ? >
Quick step: Description:

e Mowve to: T | } Move to: 7

£ To Manager

Actions: ¥ Move to folder

E1 Teamn Email €3 Mark as read

v Done Shartcut key:  Mone

E{"_ Reply & Delete Tooltip: Moves selected e-mail to a folder after

marking the e-mail as read.

Edit Duplicate Delete

Reset to Defaults Cancel

Below the description, you will find commands to edit, duplicate, or delete the Quick Step. You can
also use the commands at the bottom of the Quick Step list to reorder the steps (which affects
what steps you see in the gallery) or to create a new Quick Step. Click OK when you are finished
making your changes.
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RESETTING QUICK STEPS

To reset Quick Steps, open the Manage Quick Steps dialog and click “Reset to Defaults:”

Manage Cuick Steps ot
Quick step: Description:
¥ Mowve to: T | @ Move to: ?
£ To Manager

2 J Actions: ¥ Move to folder
E1 Teamn Email £ Mark as read
v Done Shorteut key:  Mone
] Reply & Delete Tooltip: Moves selected e-mail to a folder after

" . marking the e-mail as read.

Edit Duplicate Delete
Jo | Mew v
This action will cause the following warning to be displayed. Click Yes to continue:

Microsoft Qutlook *

Any customized Quick Steps will be deleted, and any changes to default Quick Steps will be

reversed.

| Do you want to reset Quick Steps to the default settings? Any changes you have made will be lost,

| Yes N | Mo |

292



Microsoft Office Outlook 2016 — Part 1

AcTiviTy 8-2
Creating and Managing Quick Steps

You would like to create a Quick Step that will mark a message as read and give it a lower
importance level.

1. To begin, open Microsoft Outlook 2016:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

1 Gxignore & ("\ & iz ? ~ o
= "_"EI Bl X & (R (3 mameang [Hvoveie €3 To Manager Y = @ & III |> - a
@8 Clean Up - 3 Team Email v/ Done > [ Address Book
New New Delete  Reply Reply Forward [ yiore - _ Move Rules OneNote | Unread/ Categorize Follow Store
Email ftems~ | & lunk~ Al Cl 2 Reply & Delete  # Create New s e A ™ | Y Filter Email ~
New Delete Quick steps 5 Move Tags Find Addt-ins ~
4 Favorites * | [Search Current Mailbox (Ctl.._ | Current Mailbox_~ QReply 2 Reply All € Forward
L5 ByDate~  Newest John Smith <abcwidgets@outiook com> | Johnsmith @1 om0t
Clutter Documents o
Sent tems
John Smith b
Drafts Documen its Thu 10/8/2015 213 PM E ocuments.dook
arethe =
4jsmith@acmewidgets.onmic... [Ug=)
o ent  Thu 10/8/2015 1207 PN Hey John.
H is going to be v
4 Today Here are the documents that you requested for review.
John Smith [
Requested Documents 1238 P Thanks,
4 Last Week Joe
Microsoft Online Servic..
Your password has bee Tuess
Pa st noffcation
Cli here to view more on Microsoft Exchange
1
Allfolders are up o date. Connected to: Microsoft Exchange | [ B - 1 + 100%

2.  Start creating a new Quick Step by clicking the Create New option in the Quick Steps
gallery on the Home tab:

Inbox - jsmith@acmewidgets.onmig

Send / Receive Folder View Q@ Tell me what you want to do...
ljl ’._";j r'llilgm:»re x Ei\a (E:% E;\a F(‘- Meeting % Move to: 7 EE)TD Manager
x : 7 Clean Up~ ot G Ie B ed EJ Team Email v Done
ew ew elete eply Reply Forward [Eg p1qre~ _
Email ltems = & Junk - Al | =] Reply & Delete £ Create New L\\, v
Mew Delete Respond Quick Steps ]
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3.

4.

The Edit Quick Step dialog box will now be displayed. Inside the Name text box, type
“Mark Low Importance:”

Edit Quick Step ?

Mame:
|Mark Low Importance e

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

Actions

|Choose an Action X

Add Action

Optional

Shortcut key: |Choose a shortcut| v |

Tooltip text: ‘This text will show up when the mouse hovers over the quick step.

Next, you need to add an action to this Quick Step. Click the “Choose an Action” drop-
down menu and then click “Mark as read:”

Edit Cuick Step

Mame:
|Mark Low Importance

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

Actions

Choose an Actian

Choose an Action
Filing

Move to folder
M Copy to folder
7<  Delete message

%

#<  Permanently delete message
Change Status

£=3  Mark as unread
I Setimportance

Categories, Tasks and Flags

[ 1] :
g Categorize message

q ==| Clear Categories
L |" Flag Message
|" Clear flags on message

& Mark complete

-

L1 1< L o e B

ncel
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5.

6.

Click the Add Action button:

Edit Quick Step 7 x
MName:
@ |Mark Low Importance
Add actions below that will be performed when this quick step is clicked on,
Actions
& Mark as read x

L5

Click the new “Choose an Action” drop-down menu that appears and choose “Set
importance:”

Edit Cuick Step

MName:
@ |Mark Low Importance

Add actions below that will be performed when this guick step is clicked on,

Actions

|9 Mark as read >~

Choose an Adtion

Choose an Action
Filing

Move to folder
M Copy tofolder
2<  Delete message

¥

2<  Permanently delete message
Change Status

Categories, Tasks and Flags !!

[ L] ;
pn  Categorize message

B8 Clear Categories

Lo

|* Flag Message

(=]

|* Clear flags on message

v Mark complete

Fy

T rnatn o bark vinth o rhen et

ncel
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7. The “Set importance” action requires more specific criteria to be added. Click the drop-

down menu that appears below it and then click “Importance: Low.”

Edit Quick Step 7

- MName:
@ Mark Low Importance

Add actions below that will be performed when this quick step is clicked on,

Actions

21 Mark as read >

I Set importance >

I Importance: High

I Importance: High

Ad !}@ Importance: Mormal

Importance: Low

8.  With the new Quick Step now configured, click the Finish button to create it:

ouse hovers over the guick step.

9. Examine the Quick Steps gallery in the Home tab. You will see the Quick Step that you

just created:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send [ Receive Folder View Q Tellme what you want to do...
ljl a’_‘.j (G Ignore x E’_\j (E -\ﬂ E'-\a F2 Meeting S Mark Low Impo. ¥ Move to: 7 3 To Manager
v n i % Clean Up~ o T ‘e ; -)d = Team Email v Done Q- Reply & Delete
ew ew elete eply Reply Forward [F§ p1ore -
Email ltems - | &5 Junk~ Al e F Create New
New Delete Respand Quick Steps r]

10. Click to select any message from your Inbox. Then, click the Mark Low Importance Quick

Step from the Quick Steps gallery on the Home tab:

Inbox - jsmith@acmewidgets.onmicrosoft.com - Outlook

Send / Receive Folder View ‘:‘ Tell me what you want to do...

El a’_‘.j B Ignore x & rE _\1 E’_\ﬁ 52 Meeting =1 Mark Low Impe... ¥ Move to: ? &3 To Manager
N N” %z Clean Up ~ . R&(ﬁl . (I' . ')d = TeagEmail v Done £ Reply & Delete

ew ew elete eply Reply Forward [F§ pyore -
Email Items - doJunk Al K # Create New -

New Delete Respond Quick Steps [F]
i < - -

4 Favorites Search Current Mailbox (Ctrl... 0 | Current Mailbox ~ €2 Reply &2 Reply All £} Forward

Inbox 4

All  Unread By Date = Newest 4 John Smith <abcwidgets@ou
Clutter 4 Tomorrow Documents
Sent ltems -
John Smith b
Drafts [2] Documents Thu 10/8/2015 2:13 PM Documents.docx .
Hey John, Here are the 195 KB
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11. The selected message will be marked as read (if it wasn’t already) and its importance will
be set to low:

All Unread By Date =  Mewest ¢

4 Tomorrow

John Smith ] A p—
Documents Thu 10/8/2015 2:13 PM
Hey John, Here are the

12. Close Microsoft Outlook 2016.

Summary

During this lesson you learned about the different ways that you can customize the Outlook
environment and use Quick Steps to help save you time. You should now be comfortable
customizing both the Quick Access toolbar and the ribbon. Additionally, you should be
comfortable using the default Quick Steps as well as creating your own.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Go to the Search field F3 or Ctrl + E
<
[S]
& | Use Advanced Find Ctrl + Shift + F
]
Find a contact F11
Go to Mail workspace Ctrl+1
§ Go to Calendar workspace Ctrl +2
©
Qo
a::' Go to People workspace Ctrl + 3
o
% Go to Tasks workspace Ctrl+4
o0
oo
2 | Go to Notes workspace Ctrl+5
Go to Folder List view Ctrl+6
Send an e-mail message Alt+S
Go to next message while in Message Ctrl +.
window
£ | Go to previous message while in Message Ctrl +,
g window
8
g Flag message for follow-up Ctrl + Shift + G
= .
g Delete item Ctrl+D
©
(7]
@ | Printitem Ctrl +P
=
Reply to an e-mail Ctrl +R
Reply to all recipients of an e-mail Ctrl + Shift + R
Open the Address Book Ctrl + Shift + B
a0 Apply bold formatting Ctrl + B
g Apply underlining Ctrl + U
S Apply italic formatting Ctrl + |
()
b0
% Highlight text Ctrl + Alt + H
= .
Align text to left Ctrl+ L
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Align text to right

Ctrl +R

Increase font size

Ctrl + Shift +.

Decrease font size

Ctrl + Shift +,

Item Creation

Create a link Ctrl +K
Check spelling F7

Undo Ctrl+2
Redo Ctrl+Y
Create a new item of the default type for the | Ctrl + N

current workspace

Create a new appointment

Ctrl + Shift + A

Create a new meeting request

Ctrl + Shift + Q

Create a new contact

Ctrl + Shift + C

Create a new e-mail message

Ctrl + Shift + M

Create a new task

Ctrl + Shift + K

Create a new note

Ctrl + Shift + N
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Index

A

Address Book
Addressing e-mail message with 43,46
And Select Names dialog box 43
Configuring secondary 213
Opening 42

Appointments
Categorizing 177
Creating 173, 182
Forwarding 180
Marking as private 176, 184
Modifying Show As setting 176, 184
Printing 179
Searching 178
Setting priority 178
Setting reminder 175

Attachments
Adding to e-mail message 39,73,76,79
Attachment Reminder 78
Opening 81
Previewing 132, 136
Printing 133, 136
Removing 75
Saving 8,9,71
What are? 70

AutoCorrect 49, 50, 52

AutoText 87

B

Background Removal Tool 89, 90

Backstage View 57,89
Info category 152
Open & Export category 213
Overview of 8
Print category 24,179, 202, 205, 230, 235, 245, 250, 261

BCC Field
Toggling 20,21
What is? 19

C

Calendar
Attaching to e-mail message 77
Deleting 168
Printing 202, 204

Calendar Workspace 12,169, 173, 186, 204, 298
Customizing layout 166
Customizing time scale 163
Customizing view 162, 169
Daily Task List 165, 172
Recurring events 162
Schedule View 162, 163, 167,171
Showing and hiding calendars 166
Types of events 162
Viewing 12, 16, 169, 181, 197
Weather Bar 164
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Categories
And conversations 144
Applying to item 143, 148, 177, 253, 256, 261, 265
Assigning keyboard shortcut to 144
Clutter Folder 11, 30, 151
Contacts
Categorizing 213
Creating 209, 217
Deleting 215
Flagging for follow up 213
Forwarding 214
Importing 213,220
Linking notes to 211
Marking as private 213
Printing 235
Updating 221
What are? 208
Conversation History Folder 11, 151
Conversations 24
And categories 144
Cleaning up 147
Customizing options 126
Enabling and disabling 124
Expanding and collapsing 124
Identifying 124
Ignoring 146
Split 125
What are? 123
D
Deleted Items Folder 10, 155
And conversations 146
Emptying 29,151
Viewing items 28
Desktop Alerts
Customizing 126
Types of 121
What are? 120
E
Editing Tools
Paste options 63
Paste Special 64
Electronic Business Cards
Sending as attachment 76, 214
What are? 224
E-Mail Message
Adding reminder to 145
Adding voting options to 137
Attaching file to 39,73,79
Attaching Outlook item to 76
Choosing format 58
Creating 19, 45
Deleting 28
Forwarding 23,32
Icons 12,21, 22,24,70
Inline replies and forwards 20
Inserting screenshot 84
Inserting SmartArt 83
Inserting WordArt 87,98
Message form 20
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Moving

Printing

Read vs. unread
Recalling

Requesting delivery and read receipts

Resending
Saving
Tracking votes

27
24
11
139
139
139
8,9
138

F

File Menu See Backstage View

Folders
Creating 151, 155, 157
Default folder list 5, 150
On server 151
What are? 5

Follow-Up Flags
Adding 145, 149, 253
And reminders 145
Clearing 145
Creating custom 145
Marking complete 145
Quick Click 145
Types of 145

Format Painter 21, 66

Formatting Tools
Alignment commands 99
Applying text effects 62, 69
Bulleted and numbered lists 66
Changing font color 61, 66, 69
Changing font face 60, 66, 68
Changing font size 60, 66, 68
Overview of 59
Setting default font 105
Styles 91, 92, 99
Text effects 61, 66
Text highlighting 66

H

Help Features
Help window 34, 35, 37
Tell Me 6, 34,37,39

HTML 58,59, 71, 105, 126

)

InfoBar 137,138

Insights Task Pane 34

J

Junk E-Mail 11, 151

L

Live Preview 58, 65, 269
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M

Mail Workspace
Arranging items
Marking messages as unread/read
Resetting view
Showing and hiding fields
Viewing
MailTips
Meeting Requests
Cancelling
Creating
Linking meeting notes
Proposing new time
Responding to
Room Finder
Scheduling Assistant
Setting reminder
Setting requirement status
Updating
Message Preview
Microsoft Exchange Server
And folders
Recall feature
Resource management
Microsoft Lync
Microsoft Office 365
Microsoft Office Outlook 2016

5, 15, 200, 287, 298
122,129

142, 148

131

122,128

9

42,126

194

186, 198

191

193, 196
193, 200
186, 189, 190
186, 190, 191
188

191

194

120,123
8,254

151

139

188

11,151

11, 30, 151, 197

Closing 5,8,17
Interface overview 5
Opening 15
Microsoft OneDrive 73,192
Microsoft OneNote 186, 192, 211, 212
Creating contact notes 211
Sharing meeting notes 191
Microsoft SharePoint 192
Microsoft Skype for Business 11,151
Microsoft Word 79, 81, 82,135, 136
Mini Toolbar 60, 61
Overview of 66
N
Navigation Pane 6
Customizing 121, 166
Overview of 10
Notes
Categorizing 261, 265
Creating 259, 263
Moving 263
Printing 261
What are? 258
Notes Workspace 14, 258, 264, 265, 298
Customizing view 259
Viewing 258, 263
(0]
Office Add-ins 21
Outlook Options Dialog 9, 280
Customize Ribbon category 276, 283
General category 268

Mail category

59, 78, 103, 107, 110, 125, 130
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Opening 8
Quick Access Toolbar category 272
Tasks category 244
P
Peeks 4,14
People Pane
Customizing 229
Overview of 229
People Workspace 13, 209, 211, 216, 220, 221, 224, 225, 230, 231, 298
Customizing view 224,232
Sort options 227
Viewing 17, 208, 216, 232
Personal Folders Files 152
Printing
Calendar 202, 204
Choosing style 26
Commands 8,9
Contacts 230, 235
E-mail messages 24
Notes 261
Page Setup 26
Preview 26
Print dialog box 25
Tasks 245, 250
Q
Quick Access Toolbar 5, 270, 276
Adding and removing commands 270, 281
Customizing with Outlook Options dialog 272
Moving 273
Resetting 280
Quick Parts
And AutoText 87
Creating 86
Using 87
What are? 86
Quick Print 133, 134, 136, 180
Quick Steps 6
Changing order in gallery 291
Configuring on first use 288
Creating 288, 291, 293
Deleting 291, 292
Duplicating 291
Editing 291
Managing 291
Resetting 292
Using 287, 288, 296
Viewing details 291
What are? 287
R
Reading Pane 6, 24
Customizing 121, 126, 166
Moving 121,127,131, 233
Recycle Bin 150
Resource Booking Attendant 188
Ribbon Interface
Contextual tabs 88
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Customizing Tabs

Adding and removing commands 279, 284
Creating 278, 283
Customizing groups 279, 284
Expanding 277
Rearranging 277
Renaming 278, 284
Showing and hiding 276
Default tabs 6, 88
Expanding 274,285
Galleries 90
Hiding 275
Minimizing 274, 282
Option buttons 7
Parts of 7
Resetting 280, 286
Rich Text Format 58,59,71,126
RSS 11,151
S
Screenshot Tool 82, 84
ScreenTips 6, 269
Search 6
Calendar 178
Folders 11, 151, 155
Search People field 229
Tasks 251, 256
Signature
Creating 107, 112
Formatting 108, 113
Inserting 109
Options 108
Setting as default 108
Signatures and Stationery dialog 107
What is? 107
Signatures and Stationery Dialog 106, 108, 109
E-mail Signature tab 107, 111
Opening 104, 111
Personal Stationery tab 104, 105
Smart Lookup 34
SmartArt 82,83
Adding text to 84
Contextual tabs 84, 88
Customizing diagram 84
Inserting 83
Spelling and Grammar Checker
Checking as you type 50, 54
Dialog box 51
Running 50, 55
Stationery
Creating message with 101, 115
Setting default 104
What is? 100
Status Bar 6
Styles
Applying 66, 91, 99
Creating 92
Expanding gallery 91
Task pane 92
What are? 91
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T
Tasks
Assigning 252
Categorizing 253, 256
Changing priority 248, 254
Configuring options 244
Creating 239, 247
Creating recurring 240, 248
Daily Task List in Calendar workspace 165,172
Flagging for follow-up 253
Marking as private 254
Marking complete 254, 257
Moving 255
Printing 245, 250
What are? 238
Tasks Workspace 14, 239, 241, 245, 246, 249, 254, 256, 265, 298
Customizing view 241, 249
Viewing 17, 238, 246, 255
Themes
Applying in message 94, 99
Creating custom 94
Legacy 101
Saving custom 95
Setting default 104
To-Do Bar 145, 149, 166, 241
Customizing 121, 166
w
WordArt 82
Contextual tab 87, 88
Inserting 87,98
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