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Outlook 2013 About Shelley Fishel

About Shelley Fishel

Shelley Fishel has more than a dozen years’ experience in helping people to get more from their computers.
After working for an IT training organization Shelley decided to ‘do her own thing’ when she realized

the limitations of delivering standard courses.

“Why waste time and money on training people in areas that are not relevant to them? Its common

sense to invest that time and effort on what they really need”

That was the ‘light bulb moment’ and the IT Training Surgery’s unique approach has resulted in a growing

business with a team of highly qualified IT trainers.

“If trainees get bored they forget most of what they learn. We like to offer a range of training approaches

to suit different people and, most of all; we aim to make training fun!”

Shelley and her team have worked hard to achieve accreditation by the Learning and Performance Institute

for the IT Training Surgery, as a recognized high quality provider of IT training,

To find out more about our training give us a call on 020 8203 1774 or visit our website

www.theittrainingsurgery.com
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About Outlook 2013

This user guide will enable you to save time when working in Outlook 2013.
You will learn how to:

« Create folders to keep your email tidy

« Use QuickSteps to do things such as filing or creating standard emails speedily
o Add appoinments - all day events and Scheduled Meetings

o Create Tasks

o Perform an email mail merge

o Shortcuts for working with email and calendar

Download free eBooks at bookboon.com



Outlook 2013 Outlook 2013 Home Screen

1 Outlook 2013 Home Screen

1.1 The Ribbon
The Ribbon is present in Outlook 2010 and Outlook 2013 everywhere. All the tabs have tools arranged

in groups and are organized logical.

1.1.1 The Home Ribbon

(T3 HOME  SEND/RECENE  FOLDER  VIEW  DEVELOPER  ADD-NS  CRM
) el Txlp x > 5 2 Meeting  [E3 Thenkyou O Clients 5 To Manager h% @ [ > ? Conve Search People

o] <L gl [= = i e - = =

GBES X CleanUp~ LIt 5 GEm- EJ Team Email v Done 3 Reply & Delete =1 = -  Add € o [EZ Address Book
New New o Delete  Reply Reply Forward 4 Creste New —| Move Rules OneNote Unread/ Categorize Follow b -
Email ltems~ & Junk~ Al E More - L - - Read et Up~ Fvie Y Filter Email -

Hew Delete Respond Quick Steps Wove Tags cam Find
< PR W L MR P -~ - S

Figure 1 - The Home Ribbon
Here you will find all the tools you need to create and respond to email.

1.1.2 The Send Receive Ribbon

@ & CEEICR=R
FILE HOME SEMD / RECEIVE FOLDER VIEW DEVELOPER ADD-INS CREM

=2 i Update Folder r = (4 Mark to Download ~+ AT,
- e Ly A &

El Unmark to Download -

A= Send All
Send/Receive Show Cancel Download Download  Work
All Folders 'E95end/Receive Groups ™ progress Al Headers - Process Marked Headers = preferences+ Offline
Send & Receive Download Server Preferences

Figure 2 — The send receive Ribbon

The Send Receive Ribbon provides all the tools you need to send and receive emails.

1.1.3 The Folder Ribbon

> @ &8 om@-
FILE HOME SEND / RECEIVE FOLDER VIEW DEVELOPER ADD-INS CRM

Copy Folder (/_‘ |—|j:|:. ,‘%l 7% Clean Up Folder ~ @ a‘

(3 Delete All

Mew MNew Search Mark All Run Rules  Show All = Show in AutoArchive  Folder Folder
Folder  Folder asRead Now Folders AtgZz & RecoverDeletedltems  Foyoites Settings  Permissions Properties
Clean Up Favorites ' Online View Properties

Mew Actions

.

Figure 3 - The Folder Ribbon

Here you can create new folders and set up search folders and decide what to show in favourites.
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1.1.4 The View Ribbon

- R =

CUI  HOME  SEND/RECEVE  FOLDER  VIEW  DEVELOPER  ADDINS  CRM

-4 e B cogores | Nbevnesor B 2 7R =
G & 1 sowascomrsions % pare & from $a1o Cogores | Hhewneson B 9 = =
Change View Reset o ting WMessage | ™ Flag: Start Date I* Flag: Due Date 1H Size B subject = o Folder Reading To-Do  People  Reminders Openin Mew Close
View~ Settings View K Preview *= ExpandfCollapse™  pane+ Pane~ Bar+ Pane-  Window  Window  Allltems

Current View Messages Arrangement Layout People Pane Window

Figure 4 - The View Ribbon

On the View Ribbon you can change how the screen you are looking at is arranged. This ribbon will

have different icons displayed depending on which part of Outlook you are currently using.

1.2 The Quick Access Toolbar

The Quick Access Toolbar is present across all of Microsoft Office and is a handy place to put your most

frequently used icons. It lives at the top left of your screen.

& © € - EF a3
FILE HOME SEMD / RECEIVE FOLDER VIEW DE

41

— - - ,-; o s —

Figure 5 - The Quick access Toolbar
You can customise it with the Icons that you use most frequently

1.2.1 Adding an icon to the Quick Access Toolbar

To add an icon click the drop down arrow and select the icon from the list.

BE S e >aQgcEAE]
FILE HOME SEMD / RECEIVE FOLDER| Customize Quick Access Toolbar |5
s « Print

= .’?’j (% Ignore x t_\é] (& Save As

%= Clean Up~

Mew  New Delete  Reply Reg =
2 4 /Receive S
Email Ttems = W Junk= aY Send/Receive All Folder
New Delete Update Folder
0 AUTOMATIC REPLIES Autornatic Replies are bei Reply
< Reply All
4 Favarites Search C
Forward
Inbo: Al b
nbox i} Ur Delete Conwver
Unread Mail Pl
Today v Undo
Sent lterms
 Hele ., Empty Deleted Itemns
Deleted lterns 10 Blog
Hiva Touch/Mouse Mode
Drafts [3] &
. Find a Contact
Yiro Pharma lan &
T : Free T Mere Commands... g Goal
ransire 4
Caleul es for.

Show Below the Ribbon

I Panbhaon ot Alavandare: Ciaran Vaner | Az

Jonathan Wedding

Figure 6 — add icons to the Quick Access Toolbar

If the icon you want is not on the list you can click More Commands (1)
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1.2.2 More Commands

Outlook 2013 Home Screen

Outlook Options

=]

Quick Access Toolbar Manage Rules & Alerts...
Mesting

New Appointment

Add-Ins

Trust Center Mew Contact
New Email

New Task

Options

Print

Reply

Reply Al

Save Al Attachments...
Save As

Send/Receive All Folders

Touch/Mouse Mode
Undo

J 6 IR 650 {0 P 0 [ Bl

S llmdaen Enldae

Setup and configure all account types

General
enee E‘Tg Customize the Quick Access Toolbar.
Mail
Choose commands from: &
Caléndar Popular Commands [~]
People Customize Quick Access Toolbar -
Tasks <Separator> B [Z5 Send/Receive All Folders
1 [Z Address Book.. € Undo
Search | Automatic Replies... € Back
Language 5 Close All tems > Forward
< Delete & Print
Advanced [F Empty Deleted tems [Z Empty Deleted Ttems
Customize Ribban Finda Contact =] £ Mark as Read
Forward [ ChooseForm

MNew Folder...

[ Show Quick Access Toolbar below the Ribbon

‘ [iem= -
[rpovsger =)

Figure 7 - add more commands

Here you can see the Popular Command list on the left and the ones on your Quick Access Toolbar on

the right. Find the one you want on the left and either double click to make it jump across or click on

it and then press the Add button.
Click OK when done

1.2.3

FULUER

O O
Reply Re

¥

eplies are be

Search

Right click to add an icon

VIEW UEVELUFER AUL-INS LKM
e . - ¥
¢y [EL Meeting Angela

Add to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Figure 8 - right click

Right click then click on the icon you wish to add
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1.3 The Alt Key

The Alt Key allows you to access visual keyboard shortcuts for navigating the ribbon or using the Quick

Access Toolbar.

Press ALT on the keyboard.

O = 0O, = o~ _
CRAaanEEREBEQ

HOME SEND / RECEIVE FOLDER VIEW DEVELOPER ADD-INS CRM
7 =" G lgnore 5 [.__ i 2 Meeting Angela ViroPharma
:l aﬂ I_@l Lel Le — = b * - )
T Clean Up~ LM~ Duet Transire =
Mew  MNew Delete  Reply Reply Forward -]
® Y ¥ = W 2 Renly & 4
Ernail rems~ & Junk~ All E Mare - Bome aeiliepby OOl te
Mew Delete Respond CQuick Stej

Figure 9 — The Alt Key

Press the letter or number to use the command.
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14 Drag and drop between email and calendar

In Outlook you can drag and drop between the different parts of the software. It is a great time saver.
For example drag an email on to the Calendar Icon to create an appointment with the detail from

the email in the body. Drag an appointment to the Mail Icon to create an email with the detail of the

appointment in the body.

1.4.1 Drag an email to the calendar

Outlook 2013 Home Screen

Helen Winder 27
Accepted: Excel Learning Needs Analysis for Zoe 02/05/2014
Helen Winder

Testigghnial from Transire 02/05/2014
Heljflisa, | just wanted to let you know that we are really pleased with the recent

len Winder ]

xcel Learning Needs Analysis for Zoe 02/05/2014
Hello there, Please find attached Learning Needs Analysis for Zoe — Excel Thanks

National Army Museum

Impartant Changes at the National Army Museum 01/05/2014
If this email is not displaying properly, you can view it as a web page

SoSensational

Head over to hats, plus anti-ageing skincare and another new competition 29/04/2014
Neb Version <hitp://sosensational.createsend1.com/t/r-e-jliuk-tjkuxuki-r/>
The IT Training Surgery
Timesaving Tips from The T Training Surgery for 28/04/2014 28/04/2014

This week's blog posts delivered direct to your inbox.

4 Thres Weeks Aan

ITEMS: 64

Figure 10 - drag email to calendar to create an appointment

Drag the email and drop it on the Calendar Shortcut

1.4.2 New appointment is created

B H - - Testimonial from Transire - Appointment
APPOINTMENT  INSERT ~ FORMATTEXT  REVIEW

= =D v
Q’_ X Calendar = Efl\ @ 8% Bshowss [Wew - ) IU Pradie
. jrig ! High Importance
Saved Delete O Fopard - APBOINtment Scheduling  Lync Meeting nder: [15 roim ~|Recurrence Time  Categorize
Close Assistant ~ Meeting Notes Attendees Zones - Low Importance
Adtions Show Lyne Mceting Mecting Notes | & . Option: e Tags
Subject | Testimenial from Transirs
Location
Starttime | Sun 1AMSP0S = [ ] 07 4 day event
Fnd time Sun 18/05/2014 E 01:00
From: Helen Winder <helen@transireltd.com>
Sent: 02 May 2014 12:10
To: Usa Jones
Subject: Testimonial from Transire
Hello Lisa,

business. Not only do you provide excellent IT Training but by engaging with you our staff are all working effectively and efficiently.

Thank you

n snarea roiger [E  Calendar

Figure 11 - New appointment is created

A new appointment is created ready for you to add the date and time.

When you have finished click Save and Close.
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1.4.3

Drag a calendar appointment to mail

Outlook 2013 Home Screen

New lyncMeeting  GoTo  f Arrange % Manage Calendars Sha
<
4 May 2014 3
4 » 19-25May 2014
MO TU WE TH FR SA SU
28 29 30 1 2 3 4 MONDAY TUESDAY WEDNESD/
5 6 7 8 9101 19 20 2
[EIREIRVIRTIRTIRYY 1 |
19 20 21 22 23 24 25
26 27 28 29 30 31
08
June 2014
une 09 Met up to discuss training results; You
MO TU WE TH FR SA SU
1
2 3 45 6 7 8 10
9 10 11 12 13 14 15
16 17 18 19 20 21 22 11
23 24 25 26 27 28 29
30 1 2 3 4 5 6 12
13
4[] My Calendars
| Calendar
14

Other Calendars

4[] Shared Calendars

Shelley Fishel - Training

Figure 12 - drag appoinment to email to create an email with the details of the appointment
Drag an appointment from the calendar to the Mail Icon

144 New email created

SNz L- Meet up o discuss training results - Message (Rich Text) 7 @M - A x
MESSAGE  INSERT  OPTIONS  FORMATTEXT  REVIEW  ADOBE POF
B3 88 0 Awschrie 5] ® rolowup-
I Yo =] E
u 2 Attach tem ~ ! High Importance
Paste Address Check Assign Apps for
. Bouk Mames Sgnabees | policyx ¥ Lewimpedancs Office
Clipboary & Basic Texl Hames Indlude Tags 5 oZoem Wk Apps -
From trainingsuroer.com
# To. |
send
ce
Bec
Sublect Meet up to diseuss training resut
subject: Meat up to discuss training results
Location: Your affica
Start: Tue 20/05/2014 09:00
End: Tue 20/03/2014 09:30
Recurrence: (none)
Organizer: Usa Jones
Agenda
e summary of Evaluations
* Overall butcome
* Nextsteps

Figure 13 - new email created

A new email is created ready for you to address — you can add more detail to the body should you need to.

17

Download free eBooks at bookboon.com



Outlook 2013

1.5 Sneak peek

Outlook 2013 Home Screen

Sneak peek is my own terminology. If you hover over the Calendar, People or Task Icons you get to peak

into what is there. Handy for quick access to favourite people or to the day’s agenda.

1.5.1 Hover over calendar

WVED VErsnam < nIrps/

MO

esday

May 2014 4 .
oSensational
TU WE TH FR SA 5SU = —_——
29 30 1 2 3 4 Dock the pesk ttp
6 7 8 9 10 11 een
13 14 15 16 1? e —
20 21 22 23 24 25 : t : ra.mmg“
Timesaving Tips from
27 28 29 30 31 1 This week's blog pos
3 4 5 6 7 8
Last Week
Shelley Fishel
Meet up to discuss training r... Hello from Excecutive
Your office Hithere Allfine and
Excel Tip Session online .
SoSensational
Qutlook Tips session online The winners for Roya
Web Version < http

Figure 14 - Peek into the calendar

Mail Calengar People Tasks -

1. Hover the mouse over the Calendar Icon in the navigation pane

2. A preview of your upcoming appointments pops up with a month to view calendar

3. Click on any day in the calendar to see what is going on that day

Click the Dock the Peek Icon top right to dock the Peek view on the right of the screen in its own task pane.
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1.5.2 Dock the peek

4 May 2014 3
MO TU WE TH FR SA SU
282930 1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 [
19 20 21 22 23 24 25
26 27 28 29 30 31 1
23 4 5 6 7 8

Tuesday

09:00 Meet up to discuss training re...
Your office

10:30 || Excel Tip Session online
12:00 || Outlook Tips session online

Figure 15 - dock the calnedar peek in the task pane.

The calendar in this case docks itself on the right in its own task pane.

bookbooncom

Corporate eLibrary

See our Business Solutions for employee learning

Click here

Management Time Management

Problem solving I Self-Confidence I Effectiveness

Project Management I Goal setting I Coaching
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1.5.3 Hover over people

Search People

FAVORITES

- Bemd 2
&;} Patrick Kelly
rn

slendar People Tasks -

Figure 16 - peek at People

Hover the mouse over the People shortcut and get a list of favourite people. If the person you want is

not in the list, you can search for them from the Search People box at the top.

You can also Dock the Peek on the Task Pane on the right of the screen by clicking on the Dock Peek
Icon top right.

1.54 People docked"

4 May 2014 3
MO TU WE TH FR SA SU
28

5
12 13 14 15 16 1
20 21 22 23 24 25
26 27 28 29 30 31 1

2 3 4 6 7 8

3

=]

) 1 2

-]
=)
=)
w

oo w

Tomorrow

09:00 Meet up to discuss training re...
Your office

10:30 || Excel Tip Session online
12:00 || Outlook Tips session online

x
Search People D
FAVORITES

H Mary Berridge
&;ﬂ Patrick Kelly

Figure 17 - dock the people peek in the task pane

As T had already docked the calendar — people are now directly underneath.
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1.5.5 Hover over tasks

SUSENSdUOngl

Arrange by: Flag: Due Date|Tod

| Type a new task

Dock Fesk icon
4 |" Today o
Write Report IP 4]
Get room ready for webinar >
Prepare Report on webinar ™

People Tasks ---

Figure 18 - have a peek at the tasks

Hover the mouse over the Tasks shortcut to see a list of upcoming tasks.

This too can be docked by clicking the Dock Peek Icon.

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

N Take a short-cut to your next job!

E;ﬁ %] Improve your interview success rate by 70%.

TheCVagency

Visit thecvagency.co.uk for more info.
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1.5.6 Tasks docked

4 May 2014 3 -

MO TU WE TH FR SA 5U
28 29 3 12 3 4

7 8 9 10 11
12 13 14 15 16 17 18
BB 2t 22 23 2¢ 25
26 27 28 29 30 31 1

5 6

2 3 4 5 ] K 2
>
Search People K
FAVORITES
N Mary Berridge
m‘] Patrick Kelly
?

Arrange by: Flag: Due Date | Today

Type a new task

4 |" Today
Write Report >
Get room ready for webinar >
Frepare Report on webinar |l'

Figure 19 - dock tasks as well

Having docked the calendar and people Peeks first, Outlook puts the tasks at the bottom. However, the
Peeks will appear in whichever order you dock them in.
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2 Mail

2.1 Reply to an email

It is normal to reply to email and this should be done as efficiently as possible.

2.1.1 Reply from the Ribbon

A [P—~=] [~ [} Meetin

(2 [ (5 Bt

Reply Reply Forward E-@More'
All

Respond

Figure 20 — mail icons
Use Reply or Reply to All from the Ribbon.
2.1.2 Reply from the top of the email

(52 Reply (2 Reply All (= Forward

Figure 21 - icons in the email header
Click the required option right from the top of the email header.

2.1.2 Reply using a right click

Copy
Cuick Print
Reply
Reply All

Forward

}] ) |
foght gl bt I:’::“. [y

0
©

Mark as Unread

Figure 22 - right click to respond

Right click on the email you want to reply to and select the type of reply.
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Reply or Reply to All

When an email is addressed only to you, it is a simple thing to hit reply and respond to the person sending

the email. However, if you have been copied in to an email, you may have to think a little more carefully.

Do you want to reply to everyone or perhaps just to the person who sent the email.

If you want to reply to everyone, then use Reply to All. Otherwise just reply to the sender.

2.2

Pop out or discard

When you receive an email and wish to reply, the reply sits inside the Reading Pane. This allows you

to type a quick response and send. However if you want to add extras to your email or get access to

formatting options, you will need to Pop Out the email so that you can edit it in its own window.

If you decide that you don't like what you have written when responding in the Reading Pane you can

discard your changes. Otherwise Outlook saves a draft of the message.

2.2.1 Pop out

W De -

FILE HOME ~ SEND/RECEIVE

FOLDER

VIEW

ADOBE PDF

3l e {U}
] &= b
Yo ([
Address Check  Attach Attach Signature
Book Names %

[7PopOut X Discard

o Y s e
I Cut Calibri (Boe - |11 = A A &
5 ) B Copy
aste B I u . e
- ¥ Format Painter = & E==
Clipboard ] Basic Text
aFavorites Search Current Mailbox (.. O | Cu
Inbox All Unread ByDate -  Newest & |
S e Helen Winder EZ
Drafts [2] Accepted: Excel Learning ... 02/05/2014
Deleted Items 4 S
[Draft] Helen Winder
Testimonial from Transire 02/05/2014
i Hello Lisa, |just wanted to
4 |Inbox TN g
- Excel Learning Needs Anal. 02/05/2014
(b Hello there, n
Clients
Filing National Army Mus...
New Folder \:ﬂb?:ljr\l‘(l“{a:\?‘es atthe.. 01/05/2014
b Newsletters
Shelley SoSensational
Head over to hats, plus a. 29/04/2014
Tips eb Version
Webinar
Drafts [2] The IT Training Surg...
Timesaving Tips from The ..  28/04/2014
Sent ltems This sts

Deleted ltems 4

4 1ast Month

MESSAGE
D» 8] Assign Policy -
— ! High Importance
File Item~ ¥ Low Importance
Tags 5

From ~ lisa.jones@theittrainingsurgery.c
To... Helen Winder <helen @transireltd .com=>
Send
[
Bet.,
Subject RE: Testimonial from Transire
Hello Helen

Thanks for this. Much appreciated.

From: Helen Winder [maifto:helen@transireltd.com]
Sent: 02 May 2014 12:10

To: Lisa Jones

Subject: Testimonial from Transire

Hello Lisa,

COMPOSETOOLS  Inbox - lisajones@theittrainingsurgery.com - Outlook

s se

=
i=e 5
Bec  From

Show Fields

7T E - O

3

Apps for
Office
Apps

| just wanted to let you know that we are really pleased with the recent training you have provided for our new team

Figure 23 - pop out to edit with full capability

When you click on Reply the email opens up inside the Reading Pane. It starts a Draft message which

you can see in the email list.

To get access to more tools click Pop Out.
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2.2.2 Email popped out

e o e i eree L - L e e e e g s B
mail liems~ Meeting  Sslunk~ Al e Report Coeat g Read T e Y Filter Email
New TeamViewer Delete Respond Quick Steps ] Move Tags Find ~
< .
4 Favorites Search Current Mailbox (.. 2| Current Mailbox_~| € Reply @2 Reply All (G} Forward
Ll Al Unread ByDate - Newest 4 = |, Fri 02/05/2014 12:10
el HelenWinder [ B8 H © O 1 4 &~ = RE: Testimonial from Transire - Message (HTML) 2 ® - A %
Drafts [3] Accepted: Excel Leat
MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW  ADOBEPDF
Deetedtems 4 [Drafd Helen | ., — R = Followl) 7
[D - 3 gy e als N = ollow Up -
retmonaiiond || o [Gbiar[n <A A =i e [ S ) = B e Q #4 9
o Hello Lisa, 1 just wd 1 High Importance
4lisajones@theitt.. d Pute o B ru|¥-a- B — Address Check  Attach Attach Signature  Assign Zoom  Start  Appsfer
. - = Book Names File lem- = Palicy~ ¥ LowImportance Inking ~ Office
4lInbox Helen Winder
Furel Laarning Nes. Clipboard & Basic Text & Names Include Tags G Zoom Ink Apps ~
(o Hello there, Please -
Clients From = | iisajones@tneittrainingsurgery.com
Filing National Army| | =1 | - =
|mportant Changes| To... elen Vinder <helen@trensieltd.com>
New Folder It this email s not | | S
D Newsletters =
Shelley SoSensational
Head over to hats. JEBas
1ips Web Vers
Web Version
i Subject RE: Testimonial from Transire
Drafts 3] The IT Training] [ =
Sentitine Hello Helen
Deleted ltems 4 _
4 Last Month Thanks for this. Much appreciated.
Junk Email
Outbox Sosensational ;
e Make a statements] | From: Helen Winder [maifto:helen @transireltd.com]
e Web Version Sent: 02 May 2014 12:10

Figure 24 - full email editing

Here is the email above now open in its own window. Access to all the Ribbon tabs is now available and

tull editing can take place.

Finish off the email and click Send.

.

e-learning
r kids

#The number 1 MOOC for Primary Education
e Free Digital Learning for Children 5-12
®15 Million Children Reached

About e-Learning for Kids Established in 2004, e-Learning for Kids is a global nonprofit foundation dedicated to fun and free learning on the
Internet for children ages 5 - 12 with courses in math, science, language arts, computers, health and environmental skills. Since 2005, more
than 15 million children in over 190 countries have benefitted from eLessons provided by EFK! An all-volunteer staff consists of education and
e-learning experts and business professionals from around the world committed to making difference. eLearning for Kids is actively seeking
funding, volunteers, sponsors and courseware developers; get involved! For more information, please visit www.e-learningforkids.org.
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2.2.3 Discard

Figure 25 - don't like what you did, simply discard

If you start to make changes to the reply in the reading pane, and then decide that you don't want to
keep them, click Discard and the reply is discarded.

2.3 Reply with meeting

Let me set the scene. Joe writes to you with a whole long screed and amongst it all is the need to get
together and discuss the points raised. Normally you would go to your Calendar and start a meeting

request to send to Joe. Now you can simply reply to his email with a meeting request!

231 Reply with meeting

- - L

~—] |/'—'| ~— § 52 Meeting

a2 =

Reply Reply Forward E-@Murev
All

Respond

Figure 26 - reply with meeting icon
In the Respond Group on the ribbon click Meeting

2.3.2 Set up the meeting request

BH®SO L Testimonial from Transire - Meeting T &N 0R
MEETING ~ INSERT ~ FORMATTEXT  REVIEW

x = I:l E Elfl\ a w R Ef Zlesy |3 Recurrence = , q 75 .’

@ Time Zones

Delete ¢y . Appointment Scheduling  Lync  Online  Meeting  Cancel |

B- 15 minutes  ~
Assistant  Meeting Meeting ~ Notes  Invitation €

Categorize ~ Zoom  Start  Appsfor
- i Inking  Office
Actions Show Lync Me... TeamVie... Meetin... Attendees Options IF Tags Zoam Ink Apps ~

2% Room Finder

@ You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

Room Finder ~ %

To.. Helen Winder <helen@transireltd.com:= 4 Maya014 b
= 2 " P Mo Tu We Th Fr Sa Su
o Subject estimonial from Transire -

Location <] [ rooms.. 38 Tl G R Gl AT

12 13 14 15 16 17 18

Starttime | Tue 20/05/2014 | [0 . All day event [z]200 21 22 23 24 25
26 27 28 29 30 31

End time Tue 20/05/2014 E' 11:30 -

- Good Fair Paor

Hello Helen
Choose an available room:

Thank you very much for the testimenial. | would love to sit down with you and discuss the results of the training. None

Can we meet?

Regards

Figure 27 - create the meeting as normal

A meeting request is generated complete with the email address of the person who you are replying to

and ready for you to add date and time to the meeting.

When you have completed it click Send.
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24 Insert a copy of your calendar

Along similar lines as Reply with Meeting. Here is the scenario. In the example here, Shelley needs to
have a meeting with Lisa. In order to make it easy for Lisa to choose a date and time for the meeting,
Shelley sends Lisa an email with a copy of her calendar for the next day. Lisa can see when Shelley is

free or busy and can respond accordingly.

2.4.1 Email with Calendar

8 H9O L Meeting to discuss training - Message (HIML)
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF
\ el = PR = R
== o 48 Il a. © = 73 Date & Time

nline Shapes SmartArt Chort Screcnshot ~ Hyperlink Bookmark  Tet  Quick WordArt
= - - Box~ Parts~

- Bobiea

Iustrations Links Text

Jendar Signature Toble  Picturs

Attach Outlook B
File  Hem

May 2014
Mo JuWe Jh Fr Sa Su

2
I Busy 7 Tentatve L] Free
W OutofOffice [ Working Elsewhere [ Outside of Working Hours
20 May
o Before U8:30  Free
n 08:30-09:30 Free
[ ] 09:30-13:30  Busy

1330 18:00 Free

Figure 28 - add a copy of your calendar

Let’s see how to create this.

2.4.2 Insert calendar

= H L

FILE MESSAGE |NSERT OPTIONS
h &
Attach Outloock Busineg
File ltem  Card

Include Tak

Calendar Sfgnature  Tal

- .

Figure 29 - insert calendar icon

Open the email you want to reply to

Click Reply

Now click into the white space where you write
Click the Insert Ribbon

Click Calendar

M e

27

Download free eBooks at bookboon.com



Outlook 2013

243 Select the date range

Mail

Send a Calendar via E-mail

D Specify the calendar information you want to include,

Calendar: Calendar

W

Date Range: Today

W

e Mext 7 days
Detail: Mext 30 days
Whole calendar
Specify dates...

Todai

tative,”

|:| Show time within my working hours only

Advanced: Hrrr e

Figure 30 - specify the date range

Specify the Date Range.

8) FACT

Are you working in academia, research or
science? And have you ever thought about
working and moving to the Netherlands?

p -
& studying
Living i

50
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244 Add detail

Send a Calendar via E-mail

D Specify the calendar information you want to incdude.

Calendar: Calendar v
Date Range: Today W
Mon 19, 114

EELE Availability only
Time will be shown as “Free,” "Busy,” Tentative,”
“Working Elsewhere,” or "Qut of Office” 4
Availability only
Time will be shown as “Free,” “Busy,” “Tentative,”

Advanced: “Working Elsewhere,” or “Out of Office”
Limited details

Includes the availability and subjects of
calendar items only

Full details

Includes the availability and full details of
calendar items

Figure 31 - specify the detail visible
Set which of the options you wish to show:

Availability only - this shows time as Free, Busy, and Tentative etc. The recipient will not be able to see
what you are doing.
Limited details - Includes the subject of the calendar items

Full details - Shows availability and full details of calendar items

24.5 A copy of your calendar is added to the email

unks e Srmoos

Here (s my auaiaBilty EOmOrrow HAISR, We £AN MABE At Any time marked a¢ fras. SEnd me OUSF A MESHAG FEQUESE S5 W CA BUE It In Both our diaries.

Lisa Jones Calendar
lisa eittrainingsurgery.com

At the top, you see a

1) ubln, Edmburgh, Lsbon, Lond
snapshot of the month with T T

(Adjusted for Daylight Saving Tims

the days included
highlighted.

May 2018
MoTuweIh Fr S3 su

meu re
moutof Office Qusside of werking Hours
20 May
. Before 08:00
Futher doyvn you can see the day listed out = SN NsiE) Eevee
with Free and Busy marked, " 09.00-0930 Bus
] 09:30 - 10:30
™ 1030-11:30
11530 1400
™ 14001430

Figure 32 - copy of your calendar is inserted

Type the message at the top of the email and click Send.
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3 Email options

Options you can set for email:

Change the Theme Colours, Fonts etc. — change how your email will look.

Show Fields — decide if you wish to have the BCC - Blind Carbon Copy Field or the from field showing.
Set Permissions — Use Rights Management Software to control what recipients can do with the email.
Use Voting Buttons - get your respondents to vote on a topic.

Request a Delivery Receipt — get an email telling you that your email was delivered.

Request a Read Receipt — make a window pop up so that the recipient can let you know whether they
received your email.

Save Sent Item to - use this to change where your sent item is saved

Delay Delivery - set the time that the email should be sent

Direct Replies to — arrange for replies to be sent to someone else

3.1 Themes
FILE MESSAGE INSERT OPTIONS FORM:
] B colors~ = a=e
== R Fonts - = = (-]
Themes Bcc From  Permission
S DEf‘Fect:' -
Office on
=
Aa Aa Aa o Ad
" L | EEEEN L L L L L] L]
Office Facet ;g (Integral lon
3 i
Ad Aa Aa Ad
LLL L] LU L] - LL L L]
lon Board...  Organic  Retrospect Slice
Ad
L L]

Wisp

|'|f| Browse for Themes...
b

Save Current Theme...

Figure 33 - themes govern design

1. In a new email, click the drop down under Themes
2. Select a Theme from those on offer
3. The Theme of the email will change, this means that formatting will take on the styles of the

selected theme.
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3.1.1 Formatting takes on the new theme

BH® O & = Untitled - Message (HTML) 2 EN 00X
MESSAGE  INSERT  OPTIONS | FORMATTEXT = REVIEW  ADOBEPDF

- A 5 o

o AL Fepuen -[16 - A" &7 A2~ A

#a Plain Text
s op
¥ AavichTe: B T ek ¥ -4

A i Find ~
€ L pamsced aspocen | AaBbC Acmbce AAB | A ce
- 2Bc Re
Beste, (R R TNormal T NoSpac... | Heading1 | Heading2  Title  [5| Change
- Styles~ [ Select~
Clipboard 1 Format Font 5 Paragraph 5 Styles 5 Editing -~
Tou.

=

J | sena

Ce

Subject

Styles will changfe

Figure 34 - see the format available with the chosen theme

4. Click on the Formatting Ribbon

Note that the styles have changed to reflect the new theme

3.2 Show fields
3.2.1 Show fields

=

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REV

j 5w & a* 0
E iakans - 1= R
[T

= Hd L

Fonts - — a )
Themes : Becc  From  Permission  Use Voting R
= I:‘ Effects - - Buttons - )
Themes Show Fields Permission T
From - lisa jones@theittrainingsurgery.com
To..
Send
L
Bee..,
Subject

Figure 35 - bcc, and from can be displayed

Click BCC to display the option of copying in someone blind. Meaning that the person you are writing
to does not know that a copy was sent to someone else.

Click From to send email from other email accounts rather than your main one. So if you have a personal

account and a work account in Outlook you can decide here which account to send the email from.
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3.3 Permission

Permissions allow you to control what can be done with an email.

3.3.1 Permission

INS FORMAT TEXT REVIEW ADOBE PDF

! : . ]

° Request a Delivery Receipt ;
Permission  Use Voting Request a Read Receipt Save Sen
T Buttons = Itern To

Set permission on this item i
) LConnect to Rights Management Servers and get templates
iin

Figure 36 - connect to Information Rights Management to control permissions

If your organisation is using Information Rights Management you can decide what your recipients can

do with the message. You control whether they can forward, print attachments or even read the email.

To use this feature you will need to connect to an Information Rights Server.

[ ]
B By 2020, wind could provide one-tenth of our planet's

ra I n p O W e r electricity needs. Already today, SKF's innovative know-

how is crucial to running a large proportion of the

world’s wind turbines.

Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tr)_af Power of Knowledge Engineering

-

o

Plug into The Power of Knowle‘ngineering.
Visit us at www.skf.com/knowlet
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34

You can get your recipients to vote. You know, which pub shall we go to for drinks after work, or do

Vote

they accept or reject a topic.

34.1

Standard voting Buttons
VIAT TEXT REVIEW AD
0.0 .
. Request a Deli

Use Voting

Request a Rea
Buttons =

ApproveReject
Yes;Mo
Yes;Mo;Maybe

Custom...

Figure 37 - add voting buttons to an email

Click the drop down under Use Voting Buttons
Select the options to use

You see a message in the header

LIppoara la Farmat Font [ raragrapn

P You added voting buttons to this message.

I BLILL Lt B | I'|sa.Jone5‘!«!“ﬂﬂram|ngsu|‘ga3-‘.c-:um

:j Tow. Shelley Fishel (shelley. fishel @theitirainingsurgery. comj;
Send
Cc..
Bec...
Subject

Thanks

Figure 38 - see the buttons have been added

You see a message telling you that Voting Buttons have been added.
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3.4.2 Click here to vote

Fitdyt vuLe
To  Shelley Fishel

This message includes votina huttons. Click here to vote,
. 1r

Vote: Approve

Wote: Reject

Figure 39 - recipient sees click here to vote

If your recipient does not actually open the email, they can still vote. The will need to click on the Click

here to vote link at the top of the email.
Click the Button to vote.

343 Open the email to see voting buttons

SAGE ADUBE FUF

| (g B (3 B Meeting

Reply F‘.E.plull}f Forward r@MDIE'
Al

|:||:|

M

=
s
Vote

vl

Approve | Respond
Ma Reject
Lisa Jones

Please Vote

Figure 40 - in the email received the buttons are visible

The recipient opens up the email to see the vote options displayed on the ribbon

3.5 Preview attachments

How often do you want to see the content of a document attached to an email without actually opening
the document? Or perhaps you have been sent several documents and you are not sure which one to

open? Now you can preview attachments in Outlook before deciding whether to open them or not.

Preview an attachment

Message L.J ITs-personal.pdf (2 MB)

1 Youshould only preview files from a trustworthy source.

Previewing the file might not show the full content of the file. To see the most complete, up-to-date content, open the file,
Preview file

Always warn before previewing this type of file,

Figure 41 - preview an attachment to see if you want to open it

Click on the attachment in the message.

The first time you preview a document you will see the message above warning you that you may not

see the whole file. If you are happy then click Preview File.
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3.5.1 The file is previewed in the email
Message Excel Training Needs Analysis - Zoe.doc (277 KB)

Using This Form

= Place ticks on the left-hand side to indicate what you have used or feel confident in
= Place ticks on the right-hand side to indicate what you need to know and is essential for your current job

The courses you need to go on are those containing features you haven't used (je: ticks in the Essential
column on the right)

Name: Zoe Date: 01/05/2014
Department Customer Support Extension 302
What are the main things you use Excel for?

Running reports, processing orders, sending suggestions to clients.
What are the other things would you like to use Excel for?

I'd be interested in leaming some more advanced formulas as I'm sure there are easier ways to do some things |
do, but I'm not really sure of the capabilities of Excel

Never Used | Used but = Confident | Subject Don't Would Essential
not Need Like
Confident
Course: Excel Essentials
X Entering/Altering Text & Figures X
X Saving X
N Lt WFi s PAE ~8m mban o £ simes i

Figure 42 - file opens indise the emal in Outlook

A copy of the file opens up inside the email and you can then decide whether to open it in full.

Find out more and apply

redefining / standards Vg @}

35 Click on the ad to read more

Download free eBooks at bookboon.com


http://s.bookboon.com/AXA

Outlook 2013

352 Open the attachment

Last changed

Message E)(rnl Trainina Masds Anaksic - Tas doc (277 KB)

Preview
Open Ising Th
& Quick Print
+  Place ticks ite what you
. Placeticks_l;: Save s zate what yo

L”Ja Save All Attachments...
The courses yc x
column on the

Remove Attachment taining featt

By Copy
Name:

Department fy Select All

Figure 43 - open the attachment as normal

To open the attachment Right Click on the attachment and then select Open.

353 To close the preview

Geanup~

S8 e e Reply Reply Forword B ygre- ELReply& Delete # Create New Felle
eting %o lunk A !
ewer Delete Respond Quick Steps
nasatacmentyes x| curre £2 Keply £ Keply A
Al Unread ByDate ™ Mewest + |- g
4 Today Helen Winder «<helen@transireltd.com>
Shelley Fishel 0 Excel Learning Needs Analysis for Zoe
Canwe - > 2
Hi Lisa e ameeting about all the training taking place G: {Hsailanesi
et s Message 07 Excel Training Needs Analysis - Zoe.doc (277 KB)
Shelley Fishel U
Beling.optx Sun 11/05 Hello there,
4 Three Wesks Ago Please find attached Learning Needs Analysis for Zoe — Excel
Helen Winder U Thanks
PDF attached for you info 02/05/2014.
Hithere, Attached is a FDF foryour information. Helen Helen Winder Managing
n OF for your information n Wi agir o
/052011
s Directa
1}
2052014 X ST
teeu et T SN
T “I %

Figure 44 - click back on the email to close the preview

Click on the Email Header in the email list and the preview will close.

3.6 Insert and format a table

Email options

5 Auies ou

- Y Filter Email

Find

As versions of email have become more and more sophisticated, we are using email for documents

instead of written letters. This means that we want to add elements to our email just like we would to

documents. You can add tables and charts to your emails.

36

Download free eBooks at bookboon.com



Outlook 2013 Email options

3.6.1 Insert a table

—_— L — . e —

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF

| 0B 2 B dLdd Bl a

Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screen:

File ftem  Card - £ & Pictures - b
Include 3x1 Table tions
From - lisa,jones @theittraini DDDDDDDDDD
= T N
Ta... Shelley Fisheljshellex._ DDDDDDDDDD I
send S8
= oY O
Bec.. O
. Y
Subject Coffee Sales IR RNRRR
| ] Insert Table... I
| P Draw Table

Eﬂg Excel Spreadsheet
F Quick Tables 3

Figure 45 - insert a table into your email

Click into the body of the email
Click on the Insert Ribbon
Click on the drop down under Table

Ll

Select the number of squares you want as columns and rows

3.6.2 Format the table

3 B H® & s Coffee Sales - Message (HTML) TABLE TOOLS
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBEPDF DESIGN LAYOUT

| Header Row  [/] First Column A & _
Total Row Last Column - =
= — Shading Bor
/| Banded Rows || Banded Columns T s
E Table Style Options Table Styles
4 Grid Table 4 - Accent 2
From ~ lisa,jones@theittrainingsurgery.com
=1
To.. Shelley Fishel (shelley. fishel @theittrainingsurgery. coml;
Send
Cen
1 Bec...
Subject Coffee Sales
1
Date Coffee Sales
u}

Figure 46 - use familiar formatting tools

Click inside the table
Click into the Table Styles gallery
Select the style to apply

L .

The table is now reformatted
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3.6.3 Add columns and rows

OPTIONMS FORMAT TEXT REV

E % F Insert Below =
x € Insert Left =
Delete  Insert =
[mm]

- Above [ Insert Right

Rows & Columns [

Figure 47 - add columns and rows

1. Click into a column
2. Click the icon that inserts a column Left or Right

3. Click the icon that inserts a row Below or Above

3.6.4 Format the table just like in Word

You can format the table just like you can in Microsoft Word. All of the same formatting options

are available.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fifur
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3.7 Insert a picture

Email is used quite extensively for either sending a picture to someone for them to use or for inserting

a picture directly into the email body.

3.7.1 Insert a picture from your computer

= Hd R
MESSAGE  INSERT  OPTIONS
=2 B 3

Attach Qubinok Rucinece Calendar Signature  Tab)

File tem Card~
Indude Tabl

REVIEW  ADOBE PDF

= 20k EEA4
= 1 I [ B3 =3 Dl
amAn Chart Seresnchot  Hypedink Rockmare  Tet  Quick Wordart

Box- Pats- »  )Object
ustrations nks Tex: symbos

[ Date & Time

T Q &=

Symbal Horizor

Line

From - | lisajones@tnemrain

sena

= Insert Picture EX

T » ThisPC » Windows(C:) » Users » Lisa » Pictures » v G| SearchPictures o

Organise +  Newfolder =5- 0 @
~
) Homegroup
Lisa Jones.
Shelley Fishel

% This PC Camera Roll Cilck hereto vete  Click here to vote Insert Calendar SaveRemore Veting Buttons
& Deskiop
£ Documents
g Downloads
® lisa jones@theitts
® MacAinWin (mac
I Music
£ Pictures
® shelleyfishel@ec
® shelleyfishel@th
® shelleyfishel@th
& Videos v

File name: v| | AlPictures v

Tools ~ Cancel

Figure 48 - add a picture into the email

In the body of the email click on the Insert Ribbon
Click Pictures

Navigate to the folder where the picture is stored
Click Insert

L A

3.7.2 Format picture tools

EEEX i - Unkitied - Message (HIML) HCTURE 10015 X e
MESSAGE  INSERT  OPTIONs  FORMATTEXT  REVIEW  ADOBEPDF | FORMAT
— — e e - Wwlig
B ol el ot net fad |- 4:
n W A~ v
Aaure st ange s -

Please Vote

Figure 49 - use the Picture tools to format the picture

Now that a picture is in the body of the email, whilst it is selected the Picture Tools Format Ribbon

appears. Here you can add a border, compress the image or in fact do any type of picture editing available.
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373 Insert an online picture

- o
SSAGE INSERT OPTIONS FORMAT T V| EW ADOBE PDF

220 E 2P Qb EEA4
J 7 ) = % = 1 I &4+ ooy ! . iz
Business Calendar Signature  Table  PicturesfOnline Shifbes SmartArt Chart Screenshot  Hyperlink Bookmark — Text Quick WordArt =

Card ~ ictures Box~ Parts~
Include Tables Links Text

om «
o e T
: Insert Pictures
a2
Hec.., A
act From SharePoint

content on your SharePoint sites

Browse b

[] Office.com Cl

Royalty-fre= pho

Bing Image Search
Search the web

& LisaJones's OneDrive

i Browse »
lisa jones@theittrainingsurgery.com

Also insert from:

© OO O

Figure 50 - insert a picture from a web location
Pictures can be retrieved from online storage as well as from the Pictures folder on your PC.

1. From SharePoint - if you are using SharePoint to keep organisational images and the
SharePoint site is synchronized with your computer, then you will see this option. Browse
for the image and click Insert.

2. If Clip Art is what you are after, type the search term into the search box and click the
magnifying glass then select the image you want.

3. Search for an image that makes your point using Bing Image Search - remember to take
care with copyright.

4. OneDrive - OneDrive is your personal online storage that comes with either your personal
Oultook.com or Hotmail account or with your Orgnisational account - find images you
have saved here.

5. Flickr and Facebook - connect these online social sites to Outlook and retrieve pictures you

have uploaded to them.
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3.8 Create a signature

Why type your signature each time you send an email? Have Outlook do it for you.

3.8.1 Create a signature

- - Uieu - wissaye u ey

MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOEE PDF

Eﬂ 9‘,@ [”J 1] Q H |® Fallow Up -

1 High Importance
Address Check  Attach Attach Signature Assign

- matitainter Book MNames  File ltem~ = Policy ~ ¥ Low Importance
Clipboard = Basic Text Names Includs Signatures.. | 1208 5 Zoom
From - lisa.jones@theittrainingsurgery.com
To..
send

Figure 51 - insert a signature

Click on Signature in the Message ribbon

Click Signatures - this takes you to the Signatures and Stationery section

3.8.2 Type a name for the signature

Signatures and Stationery ?
E-mail Signature | Personal Stationery
Select signature to edit Choose default signature
E-mail account: | jisa jones@theittrainingsurgery.com Y]
Mew messages: (nonej w
Replies/forwards: [nane) w
; 2
New Signature b
Edit signature
Calibri (Body) 1 Iype a name for this signature: e
Llsa|
A
v
OK Cancel

Figure 52 - name the signature

Click New

Type a name for the signature so that you can identify it later.
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383 Type the signature

Signatures and Stationery ?

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

sa_______________________________] E-mail account: | jisa jones@theittrainingsurgery.com | v

New messages:  [(non) =

Replies/forwards: [(none) =

Delete Hew Save Rename

Edit signature

Calibri Body)  [v|[11[v]/[B] 1 U [EEE—
Lisow Jones

The IT Training Surgery

T: 020 8203 1774

www.theittrainingsurgery.com

= | [E5] Business Card L_‘I;l@m

v

oK Cancel

Figure 53 - type the signature or copy and paste the text from another location

1. In the white space, type the text for the signature.
2. Use the formatting options to format the signature.

You can add a hyperlink or pictures as well.

384 Choose a default signature

Choose default signature
[ ] E-mail account:  |jis3 jones@theittrainingsurgery.com v

Mew messages: (none] "

Rl .

Bename

I | = = = o Dusrimnre Faend &

Figure 54 - set a default signature to be used all the time

If you want to have a signature appear automatically on every new email select the signature from the

New messages option.

To have a signature appear automatically on every reply or forward, select the signature from the Replies/

forward option
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385 Insert a signature from the ribbon

ZPDF

» 0 & B
@ = = I Hi
wck  Attach Attach Signature  Assign

nes  File  ltem~ & Palicy - Vol

Includi Lisa Tag

Signatures...

Figure 55 - insert the signature

Click on the drop down under Signature

Select the signature to add

m,

e
m,

Fal

Clipboard -} Basic Text

From - lisa.jones@theittrainingsurgery.com

Subject

Lis Jones
The IT Training Surgery
T: 0208203 1774

www.theittrainingsurgery.com

Figure 56 - signaure is added

A signature is added!
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4 Conversations

4.1 Conversation view

Conversation View allows you to group incoming and outgoing email. It puts all emails that are part of
a conversation together and collapses them all under the latest one. Expand the top level email to see

all the relevant emails that are part of the conversation.

4.1.1 Display email in Conversations

(=
SEND / RECEIVE FOLDER VIE@

(o] +| Show as CDn‘.‘EI’EEtiDH@ = Date (Conve

fEEt [ Conversation Settings ~ Message |52 To

iew Preview -
Messages

E

Figure 57 — show in conversations

1. Click on the View Ribbon

2. Tick the box Show as Conversations

foA
Microsoft Outlook %
na
! Show messages arranged by conversations in:
al All mailboxes This folder Cancel

mICTdar

Figure 58 - decide if applies to this folder or all folders

Decide if this view should apply to the current folder only or to all mailboxes.

Ml Lidd FlEdye COUIT Fuu OeEsigr e

b Richard Sims =)
Hella L} >

Dear Lisa | have just joined the team at

FRE S

Figure 59 - emails now show in conversations
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This email from Richard has a triangle next to his name - this denotes a conversation. To expand the

conversation and see all the emails click on the triangle.

Hi Lisa Please could you design the

4 Hello

Hi Richard Great to meet you -

Richard Sims Frii 23/05 —
Dear Lisa Iha-.-'ejustj-:ine-:lthetea|]}at

e S

Figure 60 - conversations can be expanded or collapsed

Note that the Subject of the conversation is Hello and underneath are two emails in this case, one from

Richard to Lisa and then the reply from Lisa to Richard - note that it is stored in Sent Items.

Conversation are useful when you need to keep track of a long list of emails going to and fro. Here they

are kept all in one place.

Losmg track of your Ieads‘?

Bookboon leads the way
Get help to increase the lead generatlon on your own WebS|te Ask the experts.

Interested in how we can help you? M
email ban@bookboon.com
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4.2 Conversation cleanup

Conversation Cleanup deletes all the messages that you no longer need - these are the messages whose
text is contained within later messages. Typically when you reply to an email, the original text is kept in

the email underneath your reply. In this case there is no need to keep the original clogging up your inbox.

421 Clean up a conversation

- = W o

FILE HOME SEND / RECEIVE FOLDER VIEW

= "_|'.j ([ Ignore x & H’__l = [E2 Meeting [ Reply & Appoin.. 11

8% Clean up- € € EiM- ED New Message 1901
New New pon Lo R - =
Email lems~ |7 Clean U Gonversation 5 More ~ ient

New
e Clean UB  Clean Up Conversation (Alt+Del)

4 Favorites Clean Up  Remove redundant messages inthe  [I<E) P
selected conversation.
Inbox 1

__ate [Conversations) ~  Mewest ¢
Sent ltems T i
Drafts [2] | «Hello
Deleted tems 1 Richard Sims 15:43

Hi Lisa Thanks for letting me know. Do
4lisa.jones@theittrainingsurgery.c...
A Inbox 1

Admin

Clients

[

Figure 61 - remove redundant messages from a conversation

1. On the Home Ribbon click the drop down arrow under Clean Up
2. Select Clean up Conversation

In this conversation there are three messages:
o The original one from Richard to Lisa
o The response from Lisa to Richard

« A reply from Richard to Lisa’s response

When Lisa cleans up the conversation, the original email from Richard will be removed as the text is
included in the other two.
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422 Cleaned up conversation

Clean Up Conversation “

All redundant messages in this
4. conversation will be moved to the
~ ‘'Deleted ltems” folder.

|:| Don't show this message again

Settings Clean Up Cancel

.
I

Figure 62 — check you are happy to clean up the conversation Click Clean Up if you are
happy to go ahead

Here is that conversation again, now it has been cleaned up - the original message from Richard has gone.

Search Current Mailbox [Ctrl+E) £ | Current Mailbox -
All Unread By Date (Conversations) *  Newest ¢
4 Today
| «Heo
Richard 5ims 15:43

HI Lisa Thanks for letting me know. Do

Lisa Jones Sent (terms

Hi Richard Great to meet you — L\\}‘

Figure 63 - cleaned up conversation

“I studied
English for 16 P
years but...
...I finally .
learned to '
speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download
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423 Messages are cleaned up according to your settings

Clean Up Conversation ar

Mo messages were cleaned up.

Only messages that satisfy your Clean
Up Settings will be moved to the
‘Deleted [tems” folder,

You can choose which type of

messages are cleaned up in "Settings’. Ay

|:| Don't show this message agaili}

Figure 64 - clean up according to your settings

Click Settings to get to the Clean Up settings.

424 Settings

e e g g

S
Conversation Clean Up

x Cleaned-up iterns will go to this folder: Browse...
Messages moved by Clean Up will go to their account's Deleted ltems.
[ When cleaning sub-folders, recreate the folder hierarchy in the destination folder
[] Don't move unread messages
Don't move categorized messages
Don't move flagged messages
Don't move digitally-signed messages
When a reply modifies a message, don't move the original

Iy T, -

Figure 65 - check the boxes to set your options

1. Tick or un-tick the boxes
2. Click Browse to set where cleaned up messages go — usually this is the Delete folder

4.2.5 Clean Up Folder
I HOME SEND / RECEIVE FOLDER VIEW

1 [xlgnore f/;-\ ™y ElMeeting  [E Repl
5 L Q= ol
“'j * Clean Up~ 5 L@ Le Le "_‘-}S M- ET New

Mew Donbe Db Fonyard ¥ A
tems= | 5 Clean Up Conversation E-@ More ~ 1er
W Clean Up Folder Respond
i Clean Up Folder & Subfold C
. SAER RO ANI0Y odan Up Folder
(& All | Remove redundant messages from
tems a7 EYEY conversation in the selected

) T folder.
orm 1

Figure 66 —clean up a folder

This command reviews all messages in the current folder and removes any that are contained within

the body of any other message.
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426 Clean Up Folder & Sub Folders

Iz Ignore x |__e| fl_—(_l |__9= IE‘.MEE’Eing 2 Reply

* Clean Up~ I - E New!
Mialatn Drmle = RN Y FDrWard Y CI i
¥=  Clean Up Conversation E@MU"E' =
Clean Up Folder Respond
Clean Up Folder & Subfclcler% ent Mailbox [Ctri+E) Lo
A
£ Clean Up Folder & Subfolders
4 Tol Remove redundant messages from
I 4 every conversation in the selected
HE folder and all subfolders.
=gt [ S— - —

Figure 67 - clean up subfolders too

This command looks at all the messages in the current folder and any subfolders that it may have. It
will remove any messages that are early parts of conversations and are contained within the body of

other messages.

43 Ignore a conversation

You can choose to ignore a conversation. This will move all email in that conversation to the deleted
items folder and it will automatically move any future emails directly to the deleted items folder so long

as they have the same subject.

Be careful with this one as Outlook identifies the conversation based on the subject line. If you receive

email in the future with the same subject line, that will be ignored too!

43.1 Ignore

I =24 g - INDOX - 1153, ONESWTNE
I HOME FOLDER  VIEW

[l ™ K ™y [ Meeting [ Reply & Appoin.. EJ Nicetom
P o B> eply & Appoin...

& R S

5 1M - I New Message 1 Newslette

New Delete  Reply Reply Forward
All

' 2

ems~ | s Junk- i More - Client EJ Thankyou

Delete Respand Quick 5t
<
ites & Search Current Mailbox (Ctri=E} P | current Mailbox ~+ €
1 All  Unread By Date {Conversations) ~  Mewest +

ems 4 Today

12l | 4 Hello

diteme Richard Sims 15:43

Hl Lisa Thanks for letting me know. Do

nes@theittrainingsurgery.c... Lis
1 Hi Richard Great to mee

Figure 68 - ignore certain conversatins when cleaning up
If Tignore this conversation not only will it move to the deleted items folder but any future emails will too.

In addition if anyone else emails me with the subject line Hello those emails will also be ignored!!
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5 Deleting email

5.1 Delete email

Keep on top of your inbox - delete all unwanted email.

5.1.1 Delete email from the ribbon

HOME SEND / RECEIVE FOLDER VIEW

1 (i Ignore “ . L Meeting |52 Reply & Appoin... EJ
>( (- s & Reply & App
2 . T l‘") e [V R ¥

7 Clean Up~ ef ED Mew Message
w Delete  Reply Reply Forward % .
5T :S.Junk' % " A”J E-@MDFEY Client ]
Delete Respaond
g Delete (Ctri+D) =) ys Current Mailbox -
Delete this item.
te (Conversations) =  MNewest 4

15 4 Today

| 4 Hello
tems 1 Richard Sims 15:43

HI Lisa Thanks for letting me know. Do

Figure 69 — delete email
1. Select the email to delete
2. Click Delete on the ribbon, or

3. Press Control + D to move the message to the Deleted Items folder

5.1.2 Delete an email from the email list

A Unread By Date [Conversations) = Mewest L
4 Today
Richard Sims
Hello 1543 X
HI Lisa Thanks for letting me know. Do
Kapil Kapur =]

Figure 70 - use the red cross
Click on the red cross on the right of the message in the list.

513 Permanently delete

If you are certain that you want to delete an email and you want to bypass the Deleted Items folder, hold

down the Shift key when you press Delete on the keyboard or you click on the cross.

This command tells Outlook to remove the email from Outlook altogether and you will not be able to

retrieve it.
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5.2 Empty deleted items

Whilst training Outlook for many years, one of the things I have frequently seen, is people using the
Deleted Items folder as a kind of “I might need that one day! folder. This means that it can have thousands

of emails and deleted appointments and tasks in it as it is never emptied.

Imagine that you have a waste paper basket in your office. It gets full up eventually, once you empty
it into the main rubbish and it gets taken away, that’s it! You cant get it back. Now imagine that you
NEVER empty the bin in your office — eventually you will be drowning in rubbish. Well your computer
or rather your Exchange is getting fuller and fuller with deleted items. They count towards the quota of

email in your inbox and get backed up the same way as everything else.

Not only is it inefficient — it could also be costing you or your organisation in financial terms as backups

and storage cost money.

The moral? File your email if you think you may need it again and Empty the Deleted Items folder
frequently!

This e-book Y o N
ismadewith SETASIGN

SetaPDF h Y 4

\7\‘ PDF components for PHP developers

www.setasign.com
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521 Empty deleted items

1. Click File

Replies

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

il

]

40 4 (3R free nf 49,5 GB

= Mailbox Cleanup...
=& Manage mailbox size with ts
advanced tools. . . . .
o help organize your incoming e-mail messages, and receive
=7 Empty Deleted Items Folder re added, changed, or removed.
':.,' Permanently delete all items L\\)
in the Deleted Items folder.

1] Archive... :
\E—I Maove old items to Archive bled Add-ins

Folders in the folder list. are affecting your Outlook experience.

| ‘Manage Add- |

Figure 71 - empty deleted items

2. Click the drop down under Cleanup Tools
3. Click Empty Deleted Items Folder

522 Confirm

4. Click Yes

[

i Microsoft Outlook
o Everything in the "Deleted [tems” folder will be permanently deleted,
o

=+ Continue?

Yes Mo l“\’

Figure 72 - confirm that you want to empty the deleted items folder
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523 Add empty deleted items to the Quick Access Toolbar

@ < <)

HOME SEX Customize Quick Access Toolbar

= &

Print

nl Save Az (o
MNew  MNew

Email Items - ~.'\ Junk= | + Send/Receive All Folders E
Mew De Update Folder
3 Reply E
4 Favorites Py 5]
e Reply All
nbox
Sent It Forward
ent [tems
Drafts [2] Eislete
1
Deleted ltems

Empty Deleted Itenl:\%

! 4 lisa,jones@theittrainin

Find a Contact

4 [nbox
Admin More Commands... ?1
Clients Show Below the Ribbon
Filing Iraining Room

Figure 73 - add to the Quick Access toolbar for ease of use

Add the Empty Deleted Items Icon to the Quick Access Toolbar.
Click on the icon to Empty the Deleted Items Folder.

524 Set Outlook to empty deleted items when exiting Outlook

Outlook Options @

General

e EZI Options for working with Outlook.
Mail
Calendar OQutlook panes
People ‘ E‘ Customize Outlock panes, Navigation...
Tesks Reading Pane.
Search

—_— Outlook start and exit

e ] Start Outlook in this folder: |~ ' Inbox Browse.

—— Empty Deleted ltems folders when exiting Outlook
Quick Access Toolbar
Add-Ins ]

= Reduce mailbox size by deleting or moving old items to 2n archive data file. AutoArchive Settings...
Trust Center
Reminders

Show reminders
Play reminder sound: | reminderway Browse...
Export

—3  Export Outlook information te a file for use in other programs, T

RSS Feeds

D [] Any RSS Feed item that is updated appears as new
[ Synchronize RSS Feeds to the Commen Feed List (CFL) in Windows

Send and receive o

Figure 74 - set Outlook to empty deleted items on exit

Click File
Click Options
Click Advanced

Ll

Deleting email

Tick the box - Empty Deleted Items when exiting Outlook — with this option ticked,

Outlook will take care of emptying the Deleted Items folder each time you exit the program.
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6 Filing
6.1 Create a folder

Create folders to file your email
Right Click

4 shelley fishel@theittrainingsur... |

c:; 1 Mark All as Read

b Dav T Clean Up Folder

b Dug (3 Delete Al

Remove from Eavorites

& 4] Sort Subfolders AtoZ

Figure 75 - create a new folder

Left click on New Folder

EXPERIENCE THE POW

FULL ENGAGEMENT...

RUN FASTER.
RUN LONGER..
RUN EASIER...
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6.1.1 The Folder Ribbon

FILE HOME SEMD / RECEIVE FOL@ VIEW DEV

C.op}f Folder FB F\:

Mew MNew Search E! ) Mark All Run Rules
r  Folder ld BRI bRk asRead MNow  Fol
Mew Actions

Figure 76 - the Folder Ribbon

Click on the Folder Ribbon (1)
Click New Folder (2)

6.2 Drag and drop to file email

Filing

A simple way to move one or more email from your inbox to a folder, is to drag the email(s) and drop

them on the folder you want to put them in.

6.2.1 Drag one email

BE oL@ &- Inbox - lisa jones@theittrainingsurgery.com - Outlaok
EMll ovE | SEND/RECENE  FOLDER  VIEW  ADDANS  ADOBEPDF
&1 lgnore x ™y > EJ New Message 2l Newsletter ¥
‘o — — —2 [ Meetin, 9 z
=7 & = (L(-‘ 3= 2 y . =Y 3

7% Clean Up ~ =1 Report Client
New  New Delete | Reply Reply Forward [ pore «

y
[ = oy < s
Email hems= & Junk~ Al {Thaneyons CrEnts - -
New Delete Respond Quick Steps ) Move
< Fsites Search Current Mailbox (Ctrl=E) O | Current Mailbox -
Inbox Al Unread EyDate = Newest & =
Sent Items 4 Monday
Drafts [2] TheMT Training Surgery
Deleted ltems 1 esaving Tips from The IT Training Surgery for 12/05/2014 Mon 12/05
his week's blog posts delivered direct to your inbox,

4 lisajones@theittrainingsurger... 4 Last Week
4 Inbox Shelley Fishel
Clients Hello from Excecutive Offices Sun 11/05
: Hithere Allfine and dandy here... This e-mail and any files transmitted with it are
Filing
New Folder Shelley Fishel
Newsletteld Eh,E,H )135 shared "China Trip Sun 11/05
Shellc
Tips, SoSensational
\"‘eh%ﬁr The winners for Royal clutch your bag, and a new competition 06/05/2014
’ Veb Version < http: tional.cmail1.com/t/r-e-xjttjhy-tjkuxukf-r/= Update
Nedie 1

Figure 77 - drag to file

1. Click on the email you wish to move
2. Drag keeping the left mouse button down
3. Drop it onto the folder you wish to place it in.
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6.2.2 Drag and drop several emails

nuux Al unreaa
Sent ltems 4 Monday
Drafts [2 -
rafts (2] The IT Training Surgery
Deleted ltems 1 Timesaving Tips from The IT Training Surgery for 12/05/2014
This week's blog posts delivered direct to your inbox,
-
4 |isa.jones@theittrainingsurger... 4 Last Week
—
Inbox Shelley Fishel
Chients Hlelo from Ex.cecut e Offices ; ;
Hithere All fine afgd dandy here... This e-mail and any files
Filing !
New Folder Shelley Fishel
Newslett Shelley Fishel has §hared "China Trip
Shelley
[ al £
TP m L TroeatrerT
i The winners for Royal Ascot, clutch your bag, and a new con
Webinar i . : 3 z TR

Figure 78 - drag multiple to file
Select the emails to move:

To select emails that are next to each other in the inbox click on the first one then hold the shift key

and click on the last one.
If the emails are not next to each other - hold down the Control Key whilst clicking on each one.
Once you have them all selected, drag them to the folder where you want them to be filed.

6.3 The move button

When filing email dragging and dropping is fairly quick and easy except in the following scenario. You
need to move a whole lot of email and you select them all. Then you drag them over to the folder list to
drop them into your chosen folder. So far so good. Well now, if you are anything like me you probably
have loads of folders and when dragging a bunch of email it is so easy to drop them in the wrong place!

So the Move button comes to the rescue!

6.3.1 The move button

ADOEE PDF

ET New Message U Newsletter @

EJ Report ¥ Client 3

EJ Thankyou Wl Clients s OneMNote
Quick Steps

Figure 79 - the Move button
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6.3.2 Move email

e s E O |

Move Rules OneMote Assign Unread/ Categorize Fol

& h Policy ~  Read - u
Clients
Tips I}) Fo
5 " el
. Shelley 14
Inbox W

Calendar
¥ Other Folder...

M Copy to Folder...

¥ Always Move Messages in This Conversation...

Figure 80 - click to move
. Select the email(s) you want to move
. Click the Move Button

1
2
3. The Move button will remember the last 10 folders you moved email to
4

. Click on the folder to use

DO YOU WANT TO KNOW:

What your staff really want?

The top issues troubling them?

How to make staff assessments
work for you & them, painlessly?

How to retain your
top staff

FIND OUT NOW FOR FREE

Get your free trial

Because happy staff get more done
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6.3.3 Other folder

Move ltems

Maove the selected items to:
| 4 Eg lisa jones@theittrainingsurgery.com A oK
4 Inbox
& Clients Cancel
& Filing
-, Mew Folder New...
& Shelley %
& Tips
& Webinar
17} Drafts [1]
7 Sent ltems
» |2 Deleted Items (1)
[, Calendar o

Figure 81 - move to a folder not on the list

If the folder you want to move email to is not in the list click the Other Folder shortcut on the list

Select the folder you want to move to
Click OK

6.3.4 Create a new folder to move to

Create New Folder
Name:
Helen
!
1| Folder contains:
Mail and Post Items % ¥}
Select where to place the folder:
4 Inbox ~
&3 Clients
& Filing

& Mew Folder
&3 Mewsletters
& Shelley
& Tips
& Webinar
I# Drafts [1]
— Sent lteme

Figure 82 - create a new folder on the fly

If this is the first time you are filing email for a particular client or category, you need to create the

folder on the fly.

Click on Other Folder
In the box click New
Name the new folder
Click OK

Click OK again

The email will be filed

A A o o
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6.3.5 Always move messages in this conversation

When messages are arranged as a conversation, meaning that the replies are grouped with the original,
you can decide to have all messages in the conversation moved automatically. This will move all the

current messages in the conversation and all future ones too.

EMO) INSPIRED CONFERENCE

ALMOMNT

Click on the ad to read more
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7 Quicksteps

7.1 QuickStepsin Outlook

QuickStepsallow you to make repetitive tasks really simple and easy, tasks like filing email or sending an

email to a group. Most things that you find yourself doing on a regular basis can become a QuickStep.

7.1.1 QuickStepslive on the Ribbon

P My Olli P Duet P Transire
& To Manager EJ Team Email v Done
=) Reply & Delete F Create New N

Quick Steps P

Figure 83 - Quickstep Galeery

The QuickStepsGallery — my pictures are from Outlook 2013, however the same rules apply in Outlook
2010

7.1.2 To create a new QuickStep for filing
i Wy Ol i Duet i Transire
= Tears Froa v Done

¥ Create New

Figure 84 — Create new quickstep

£ To Manager
=] Reply & Delete

1. Click Create New
2. Name the new QuickStep

Edit Quick Step 7 |[=
Name:
Chocoloates ui
on.
Chaose an Adion x
Add Adtion
S e
Ay
£
di
Shorteut key: |Choose a shorteut[ |
Tooltiptext:  (This text will show up when the mouse hovers over the quick step.
=14
Finish Cancel

Figure 85 - type a name
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3. Select the action to perform

Edit Quick Step

Name:
Chocoloates
Add actions below that will be performed when this quick step is clicked on.
Act

Choose an Action [-] >
C|

ose an Action

Filing

A ¥ Move to folder @

3. Copytofolder
X Delete message

I

< Permanently delete message
Change Status

& Markas read

3 Mark 25 unread

! Setimportance

Categories, Tasks and Flags

Set retention policy

Categorize message

Clear Categories

[* Flag Message

[> Clearflags on message

Figure 86 - tell it what to do

4. Choose one of the actions

5. Select action to perform

Edit Quick Step
Name:
Chocolaates
Add actions below that will be performed when this quick step is dicked on.
f——
¥ Move to folder EI x
Chocolate EI
Ac
_
¥ Other Folder...
Always ask for felder
Optional
Shortcut key:  Choosea snortcutE
Tooltip text:  |This text will show up when the mouse hovers over the quick step.

Figure 87 - move
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6. I chose Move to Folder and selected the folder called Chocolate from the list.
7. Add any other actions

Edit Quick Step

[==]
¥ Hame:
Chocaloates
Add actions below that will be performed when this quick step is dlicked on
¥ Move to folder El x
Chocalate E|
Choose an Adtion @ El x
Add Adion
Optiona 2
Shorteut key: |Choase a shorteut [+ | ./
Tooltiptext: | pove email to Chocolate Folder @

Figure 88 - choose the folder to move to

8. You can add further actions to the QuickStep (1), select a Keyboard Shortcut (2) and add some

text to display when your mouse hovers over the QuickStep (3) - to remind you what it does.

Free eBook on

Learning & Development
By the Chief Learning Officer of McKinsey

Prof. Dr. Nick H.M. van Dam

21st Century Corporate
Learning & Development
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9. Click Finish

Finish Jl Cancel

Figure 89 - finish

10. Your new QuickStep is ready to use

ane & 1o Manager =1 Team Email

v Done 2.5 Reply & Delete ¥ Create New =
Ouick Steps Ix

Figure 90 - Quickstep in the gallery

7.1.3 To use the QuickStep

1. Simply select the emails you wish to file
2. Click on the QuickStep in the Gallery

Hey Presto! They moved!!

7.2 Categorise and move

In this QuickStep we see how to categorise an email and move it to a folder in one go.

7.2.1 Create the QuickStep

 New Message ¥
E Thankyou
V' Dune

12/0572044

Figure 91 - create new as before

In the QuickStepsgallery click Create New

Type a name for the QuickStep - I have called this Admin
Select the action - in this case Categorise Message
Choose the Category - I chose Admin

Click Add Action

A
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Edit Quick Step ?

o | Neme:
[ ]
N0 | [aamin
Add actions below that will be performed when this quick step is dlicked on.
Adtions
tegorize message v | X
I Admin v
¥ Move ta folder v | X

Optional
Shortcut key: |Choose a sharteut| v

Tooltip text:  |This text will show up when the mouse hovers over the quick step.

I

Add Action

Finish Cancel

Figure 92 - add actions

Y ® N

Click Finish

Select the action - in this case Move to Folder
Select the Folder - in this case Admin

Choose a Shortcut key if required

Quicksteps

Now when I use this QuickStep the message will be categorised as Admin (colour green) and moved

to the Admin folder.

7.3 Flag and move

This QuickStep will flag an email for follow up and move it to a specified folder.

7.3.1 Flag and move to folder

EJ NewMessage  *" Newsletter EJ Report ¥
E Thankyou Y Clients 4 To Manager
v Done €L Reply & Delete ¥ Create New =

Edit Quick Step ?

Move Rules O

. T Admin
Client
EJ Team E-mail
#for 19/05/2014
wrinbox.

15 for you to enter...
om/t/r-e-xiljhid-tikux

new competition
om/t/r-etiikk-tjkux

7Tor 12/05/2014
wrinbox,

ail and any files tran:

1. and a new campet]
om/A/r-e-xttihy-tjkud

|> Name:

Flag and move

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

Actions

|> Flag Message v | X

> Tomorrow v

¥ Move to folder v| X
Admin v
Add Action
Optional

Shortcut key: |Choose a shorteut |
Tooltip text: | This text will show up when the mouse hovers over the quick step.

Finish Cancel

Figure 93 -

add the flag action to the Quickstep
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Click Create New in the QuickStepsGallery

Type a name for the QuickStep

Choose the first action - in this case Flag Message
Select the flag to use — I chose tomorrow

Add an action

Choose the action - I chose move to folder

Select the folder - I chose Admin

Click Finish

® N U W

Now when you use the QuickStep — the message will be flagged for follow up and moved to the

specified folder.
360°
thinking.
u
Deloitte.
Discover thC truth at WWW.dClOitte,CalcareerS © Deloitte & Touche LLP and affiliated entities.
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7.4 New email to

Is there someone you find yourself addressing an email to all too often? It can become tedious to start a
new email and add the address each time. This QuickStep allows you to set up a new email to a particular

addressee at the click of a button.

7.4.1 New email to
Edit Quick Step ? ﬂ
Mame:
Helen
Add actions below that will be performed when this guick step is clicked on.
=] Mew Message v | X
To... admin 5@
Admin 4
admin@theittrainingsurgery.com
Add Action
1 result.
Shortcut key:  Choose a shortout| s
Tooltip text: | This text will show up when the mouse hovers over the quick step.
Figure 94 - type the email address to use
1. Click Create New in the QuickStepsgallery
2. Type a name for the QuickStep
3. Select an action - in this case New Message
4. Type the email address of the person to message (or select from the list offered)
5. Add any further actions you may want
6. Click Finish.

When you click the new QuickStep a new email will be started ready to send to the person you

selected here.
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7.5 Forward to

Do you find yourself forwarding lots of email to someone else? Create a QuickStep that will set up the

forwarding of the email you have selected to the person you specify.

7.5.1 Create new QuickStep

= MNew Message ¥ Newsletter = Report m Q
E1 Thankyou ¥ Clients 8 To Manager (=1 P
5 - M Rules Oneh
nail v Done = Reply & Delete ¥ Create New g Iv ove fules Hne
= L 2
Edit Quick Step b
— Mame:
— Shelle @
| [Shelley
i i - - VI
Add actions below that will be performed when this quick step is clicked on.
Actions nLp
£} Forward @ vl X |
- is dit
—
To... shelley. fishel @theittrainingsurgery., com; | ( 4 ) 5,3@
Show Options %
uxU
Add Action
e =
—]
I
[TYLE
o
\nsr Shortcut key: |Choose a shortcut| w
Tooltip text: | This text will show up when the mouse hovers over the quick step,
etiti
uxu Ee‘ Cancel

Figure 95 - choose who to forward to or type the email address

Click Create New in the QuickStep gallery

Type a name for the QuickStep

Select an action - in this case Forward

Type the email address of the person to forward to (or select from the list provided)
Click Finish.

ook »
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7.6 Meeting with

If you find that you are often setting up a meeting with a particular person - a colleague or your line

manager, create a QuickStep to get off to a head start.

7.6.1 New meeting with

Edit Quick Step ?
Name:
F‘ Meet with Helen @
L

Add actions below that will be performed when this quick step is clicked an.

,:' Mew Meeting

Tou admin @theittrainingsurgery. com; |

Add Action

Shortcut key: |Choose a shortcut »

Tooltip tent:  |This text will show up when the mouse hovers over the quick step,

o)) [eme

Figure 96 - choose New Meeting to begin

Click Create new from the QuickSteps gallery

Type a name for the QuickStep

Choose an action - in this case New Meeting

Type the email address of the person to meet with (or select from those suggested)
Click Finish

ook D

There are other Meeting QuickStepsto choose from.

Reply with Meeting - this will set up a reply to an email with a meeting ready for you to populate.
Create an appointment with attachment - this sets up an appointment and puts the email you are sitting
on in the body of the appointment as an attachment - handy if you need to keep all the information
in the email.

Create appointment with text of email - sets up an appointment with the text of the email in the body

of the appointment.
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7.7 Standard response and add to calendar

I was asked recently, can we have a Quickstep that sets up a standard response and creates an appointment
in my calendar? This means two jobs being done at once. So here is how.

7.7.1 Add actions to the QuickStep

Name:
@ |Reply & Appointment @j

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

(=2 Reply

©
o [<]
X

Hide Options

»

Subject: |RE: <subjedt> |
O

Importance: No Change v

Text:

Thanks for your email. | will be waorking on this report next
week. | will be in touch then)|

|:| Automatically send after 1 minute delay,

Add Action

Optional
Shortcut key:  Choose a shortcut :
Tooltip text:

This text will show up when the mouse havers over the quick step. |

Figure 97 - add actions
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7.7.2

Click create new

S A S o o

Click Add Action

Select action

7. Select “Create an appointment with the text of the message” — this will create an

appointment in your calendar with the message text included.

8. Click Finish

Name the QuickStep

Select Reply - to create a reply to an email
Add flag or set importance

Type the body of the message (standard text)

Edit Quick Step * IEl

— Mame:
_é] Reply & Appointment

Add actions below that will be performed when this guick step is clicked on.

@

=

Tam

e

Hide Options %

Subject: RE: <subject>
Flag: Mo Flag v
Importance: Mo Change v

Text: Thanks for your email. | will be working on this report next
week. | will be in touch then.

[[] Automatically send after 1 minute delay.

Choose an Action v | X
v s

Create a tack with attachment

z
7| Create a task with text of message (e

Respond
New Message
Forward

Reply Cancel

I
FADODON

Reply Al

Reply With Meeting
Forward message as an attachment

Appointment

3 New Meeting

5 Create an appointment with attachment

Conversations

H % Always move messages in this conversation

(% Ignore messages in this conversation v

Figure 98 - choose the action
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~ - w
N Delete Respond Quick steps 5 Move Find -
vorf = g %- -
oo RN MESsAGE | INSERT  OPTIONS  FORMATTEA  REVIEW
i PR = B . s i z 2@ oox
o gmrgey gam = ot 1} % = [P Follow Up+ (= &= Testimonial from Transire - Appointment ? 2
£ G n K £E-2- e (BB & ) =[x 8! 2
@ t =1 HighImportance AFPOINIMEN| INSERI FURMAT 1EXI KEVIEW

e Faste o BT U W.A- E= 5= Address Check | Aftach Aftach Signature  Assign

k Book Names —File ltem= - Policy~ ¥ Low Importance Q-): x m Dappontment I W ..r‘: al p» ’

Cipboard & Basic Text 5 Names Include Tags = £C seheduling Assistart o =

ajol Sava &1 Datate oy ync  Masting  Invite  Options Tags Zoom St Appfor
L Hom ~ | lisajones @theittrainingsurgery.com Close Meatitgy| (Motes | Aticndeds " fimg.| Offiec

=9 Actions Show Meeting Notes  Attendees Zoom Ink Apps A
) To.. Helen Winder <helen@transireld,com>
Jied | Send Subject  [Testimonial from Transice
ling ce- Location ||
e Becw Stantme | Wed 21/05/2014 | [1s=0 - Al gay event
dew
o Subject R Testimonal from Transire Endline  |Wed 21/05/2014 & [re0 E
Tips B
\ap| | TNKS fOr your emal. 1 will be working on this report next week. | wil be I touch then.
afts

From: Helen Winder [maltto:helen@transireltd.com] MelEn Wirides SHeler S Tans e ek Eoms @
" Sant: 02 May 2014 12:10 U2 May 2014 12:10
letel | To:Lisalones Lisa lones
KE | Subject: Testimonial from Transire Testimonial from Transire
1tbof "
spd | HelloLisa, Hello Lisa,
am

| | 1just wanted to let you know that we are really pleased with the recent training you have provided for our new team membe .
sele, it Vo e o T e e Y e O b b e g e s e i Y
In’Shared Folger [ Calendar

() Helen Winder POF attached for you info T ‘ s

Hella Lisa, |just wanted to €1 Helen Winder PDF attached for you info I:I s

fail Calendar People Tasks -

Click the new QuickStep

1. Outlook creates a standard reply ready for you to add any further information before
clicking send.

2. Outlook also creates an appointment with the text of the message included.

-
]

The innovation accelerator ———"

One generation’s transformation is the next’s status quo.

In the near future, people may soon think it's strange that
devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift”.

Ceeeeeeeeeeeeeieieeeeeiteteeeae s eeseeeeeaene s Alcatel - Lucent @
www.alcatel-lucent.com/careers
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8 Custom Quicksteps

8.1 Create a standard email response

If you find yourself replying to email with a standard response

8.1.1 Create a new Quickstep
JER ADD-INS CRM
| ¥ Clients LS-‘) To Manager
ET Team Email v Done
2 Reply & Delete ¥ Create New -

Quick Steps

Figure 99 - new custom quickstep

1. In the QuickSteps group click on Create New
2. Name the QuickStep and start to build it

Edit Quick Step

©,

Mame:
Thankyou

then this is for you!

LF)

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

Choose an Action

Categories, Tasks and Flags
N @y

©7 Set retention palicy
I5i Categorize message

Iin  Clear Categories

=

> Flag Message

[>  Clear flags on message

=

' Mark complete

7| Create a task with attachment

¥ Create a task with text of message

IS~

Respond
E1 New Message

=

£ Forward

& a 5

-
T2 Reply Al
[EZ  Reply With Meeting

[ Forward message as an attachment

ot

neel

Figure 100 - name and build
3. Type a name

4. Select Reply
5. Show Options to add the text

72

Download free eBooks at bookboon.com

Custom Quicksteps



Custom Quicksteps

Outlook 2013

Edit Quick Step

— Mame:

_E] Thankyou

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

v | X

(‘- Reply
Showpptions ¥
_C]\‘fj.)f_

Add Action

Figure 101 - show options to add text

6. Add the detail
2

Edit Quick Step

~ HName:
7E’I Thankyou

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

v | X

=2

2 Reply

To..
Hide Options %

AddCc  Add B
Subject: RE: <subject> b

Elag: No Flag v

Importance: Na Change v
Text: Thanks for your email - our proposal will be winging it to
you tomarrow] @

[] Automatically send after 1 minute delay.

Add Adtion

Shorteut key: |Choose a shorteut| »
This text will show up when the mouse hovers over the quick step.

Tooltip text:

Figure 102 - type the text in the box

7. The subject is populated because this is a reply

8. Type the text
9. Click Finish

8.1.2 Your new QuickStep

Clients 5 To Manager

v Done & Reply & Delete

4]

¥ Create Mew

Figure 103 —new quickstep in the gallery

Your new QuickStep is now in the QuickSteps group and is ready to use.
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8.1.3 To launch a new email with the standard text

= E & RE: Office 2013 books - Bookboon - Me
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF

o 5 e e T sS [ W

i - - =iz . A L85 e U |:

D Times New Roman 12 S o ! V@ u =

Paste B I U 3. « = == & 3= |pq q4 Address Check Attach Attach Sign
4 ¥ Format Painter - = Book Mames  File Item~

Clipboard [ Basic Text ] Names Include

From - shelley.fishel@theittrainingsurgery.com

To.. E
Send
Cc.
Bec
Subject RE: Office 2013 books - Bookboon

Thanks for vour email - our proposal will be winging its way to vou tomorrow!

Shelley

shelley Fishel L}
Founder

IT
training @z

W www.theittrainingsurgery.com

Figure 104 - click the quickstep in the gallery to launch

1. Click on the QuickStep in the QuickStep group
2. An email reply is set up

3. Finish off the email with any sign off that you require

Custom Quicksteps

If you have your signature set to be added to all your outgoing email, it will be appended automatically.

8.2 Standard email

In the previous section we saw how to set up a standard email response. In this section we will see how

to set up a standard new email.
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8.2.1 New message

Edit Quick Step ?
MName:
Mice to meet you @

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

=1 Mew Message v @

To... | Ya
Show Options

Add Action

Figure 105 - create a new message to

Click Create New from the QuickSteps gallery

Type a name for the QuickStep

Add an action - New Message

Click Show Options - this is where you will type the message

M

Fill in the message

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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Edit Quick Step ? “

Mame:

ljl Mice to meet you

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

<
X

=7 New Message

T9... B
Hide Options %
Add Cc  Add Bec
Subject: Really enjoyed meetin you at the conference
Flag: Mo Flag ~
Importance: Mo Change v
Text: It was really great to meet you at the conference yesterday, | a
wanted to follow up and touch base with you.
As you knaw we provide IT Training ta organisations large ¥
I:‘ Automatically send after 1 minute delay.
Add Adtion

Shortcut key:  Choose a shorteut| w

Tooltip text: | This text will show up when the mouse hovers over the quick step.

@ Cancel
Figure 106 - fill in the details
6. Type a subject line
7. Choose a flag
8. Choose Importance
9. Type the message in the Text box
10. Click Finish
8.2.2 Launch the new message
Sy o i :N-ww‘@‘\m\ ST New tiege 5 oot WeESs B0 ® PE
e&— LS R Meeting 7 Report Client E1 Thankyou ol Cients B =1 = = m [
W Keply borwatd B More - | ToMannger 1 TeamE-msit ¥/ Done CiReptyainine 7] Move ules Oneote peoan Unest catsome rolow
eHd®O0 &= Keally enjoyed meeting you at the conference - Message (HIML) 2@ - 0%
t MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW 'ADOBE PDF
1 a: px e " | ollow Up =
5 ColbiBo[11 <A A A EE] g’p"@ i & Q = ITF” o Q#Z 8 b
Paste ¢ BT U ¥.A. 5= Address Check  Aftach Aftach Signature  Assign =2 Hich Imeortahee Zoom  Stat  Appstor B
a - - ~  Book Names File Rem- - Policy~ ¥ Low Importance Inking ~ Office
T(mhnam ~ Racic Text " Names. Include Tags & 7oom Ink Apps ~
i 10...
q
it Subject Really enjoyed meeting you at the conference
‘
;
T | Itwas really great to meet you at the conference yesterday. | wanted to follow up and touch base with you.
|| Asyou know we provide IT Training to organisations large and small and we would love to come in and help you get to grips with your IT.
; 1 will give you a call next week - in the meantime, have a great day.
‘
il | Lisa Jones
5| The ITTralning surgery
N 102082031774
F | i A :

Figure 107 - use the new quickstep

1. Click on the QuickStep to launch it
2. A new emalil is set up ready for you to address and add any further personalised information

3. Click Send when you are done!
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8.3 Reply and move

In this QuickStep you set up a reply to an email and move the email you are replying to into a folder.

8.4 Reply and move

ng || Report W Client EJ Thankyou T Clients NIk
Ef)To Manager =1 Team E-mail v Done Ef- Reply & Delete =T
Move Rules
'( _}l Create New v
Edit Quick Step ? “

.| Hame:
:—Eﬁ Reply and file in Admin @

Add actions below that will be performed when this quick step is clicked on.
ry for 12/05/2014
rour inbox, Actions

2 Reply @ v | X

Show Options ¥

¥ Move to folder @ v | X
1g, and a new competiti = w
com/t/r-e-xjttjhy-tikuxu

Add Action

nail and any files transm

st works? = 3 comps
iend1.com/t/r-e-yjikrit-tj

rZoe

Optional
nat we are really please Shortcut key: | Choose a shortcut| o

Tooltip text: | This text will show up when the mouse hovers over the quick step,

Meeds Analysis for Zoe @nsh Cancel

Figure 108 - reply and move to folder to file as you reply

Click Create New

Type a name for the QuickStep

Select an action - in this case Reply

Add another action - in this case Move to Folder
Select the folder

Click Finish

SR A o
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9 Email templates

9.1 Creating a template for email in Outlook 2013

This lesson shows you how to set up a template for email messages in Outlook 2013

9.1.1 Start a new email

Figure 109 - new email template

1. Click on the Home Ribbon
Click on New E-mail
In the message type the standard text

9.1.2 Save the message as a template

& < AppData » Roaming » Microsoft » mplats 3 i || Search Templates e
Organize v MNew folder EESSS 2 @ | <1
i @ Documents a MName @ Date modified Type Size I} foc
J Misic Ji Document Themes 21/11/201210:17  File folder oo
IEJ il | Email Logic 20/12/201215:17 File folder
al Shelley . LiveContent 10/06/2011 07:12 File folder
| s . SmartArt Graphics 16/08/2011 21:21 File folder
. ThelTTrainingSurg 06/12/201215:05 File folder
) Homegroup
= Computer
£, BOOTCAMP (C)
= Macintesh HD (C
be

- | i v

File name:  Thank you

Save as type: ‘Ouﬁlﬂok TemEI.atE
Text Onl

[Outlook Template

Hide Folders Outlook Message Format
Outlook Message Format - Unicode

MHT files

Figure 110 - save as Outlook Template

In the message window click the File tab
Select Save As
Then in the Save As dialogue box change the Save As Type to Outlook Template

Ll

Type a name in the File Name box ( mine is called Thank you)
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92.1.3 Where are templates saved?

Windows 8, Windows 7 and Windows Vista —

c:\users\username\appdata\roaming\microsoft\templates

9.14 Send an email based on a template

Now you have a template you want to send an email with your standard text — here’s how.

1. On the Home Ribbon click the drop down arrow below New Items

= «lgnore x
[

43 Clean Up ~
Mew Delets

Items - %J“”k'
{3d E-mail Message
; Appointment
Meeting
Contact

Task

Text Message [SM35)

eeEEE

i

More tems L
sl o~ g
1 -
1 oarrmrlac L

Figure 111 —semd new templated email

>

298
s

UNLEASHING
CHANGE

MANAGEMENT

UCTOBER 18 & 19, 2018

DE RODE HOED
AMSTERDAM
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2.
3.

e N ¢

Click on More Items

Choose Use Form

Look In:  Liser Templates in File System El

C:\Wsers\MacAirvin\AppData \Roaming Microsoft {Templates\*. oft

Thank you

s

Display name: | Thank you Open

File name: Thank you.oft

v

Figure 112 - choose the template frm the user templates in file system

Change the Look In location to User Templates in File System

(If you saved your template anywhere other than the default location you can browse for it)
Select the template you want to use

Click Open

Make any changes to the email

Complete the To, CC and BCC fields and add any text that you want to add to the Subject
or Body

Click Send!

o Anything you add to the message will not be added to the template.

o The Template remains unchanged so that you can use it again and again.

« Create as many templates as you like for all kinds of regular communications.
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9.2 Add the choose form icon to the Quick Access Toolbar

Email templates

You have just created a shiny new template and you want to be able to get to it quickly. By adding the

Forms Icon to the Quick Access Toolbar you can get to your template quickly and easily.

1. Add the Choose Form Icon
2. Click the drop down list next to the Quick Access Toolbar

BE o e 9 E Ak
FILE HOME SEND / RECEIVE Cust;
El F (T Ignore x “
“’j x Clean Up ~
MNew  Mew - Delete y
Email Items~ & Junk~
MNew Delete
<
4 Favorites
Inbox
Unread Mail
Sent ftems
Deleted ltems 3 v
v

Drafts [2]
Viro Pharma

Transire

omize Quick Access Toolbar
Print

Save As

Send/Receive All Folders
Update Folder

Reply

Reply All

Forward

Delete

Undo

Empty Deleted Items
Touch/Mouse Mode
Find a Contact

Mare Commands...

4 shelley.fishel@theittrainingsur...

Show Below the Ribbon

Figure 113 - add to the Quick Access Toolbar

3. Click the arrow on the right of the Quick Access Toolbar and select More Commands
4. Change the list to show All Commands

Qutlock Options
General =,
HE Customize the Quick Access Toolbar.
Mail
Choose commands from:
Calendar Popular Commands
People Popular Commands
Tasks Commands Mot in the Ribbon
Search
Language | |
File Tab
Advanced || |
Customize Ribbon Home (Mail) Tab

Figure 114 - Find the choose form icon in All Commands
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5. Scroll down the list until you find the Choose Form Icon

E"El Customize the Quick Access Toolbar.

Choose commands from: (-

All Commands [+]
Customize Quick Access Toolbar
Change the layout so that the chart displays cither besie t.. - [ Send/Receive All Folders
Change the layout so that the chart displays ither beside t.. € Undo
Change Time Zone... « Back
G Change View v + Forward
Charts = & Print
Charts -JEl [ Empty Deleted rems
Charts = £ Mark as Read
Charts =
Charts =
Charts e

Checkfor Updates
% Check Mames @
& Chinese Conversion... =
Chinese Conversion -
=] Choose Form
Choose from a list of 2l availzble Retention Pol
0% Choose InfoPath Form
Choose Translation Language...

<

Classic Indented View
Clean Up :

Figure 115 - select and click add

6. (1.) Click on Choose Form and then click (2.) Add to add it to the Quick Access Toolbar
9.2.1 To use your new email template

Jroblerne with R thic meccane 1o o 1 Lok here to wiew 1t 10 3 weh hroweer

Choose Form

LO: User Templates in File System E

=

| ChlUsers\ShelleyP\AppData\Roaming\Microsoft\Templates\TITTS\* oft
Booking Terms

2 Customer Survey

B Welcome to your membersh e

|.

u

1

J

Display name: | Welcome to your membership

File name: ‘Welcome to your membership.oft

J]

Figure 116 - use the new template

Click on the Choose form Icon

Change the Look In box to show User Templates in File System
Select your template

Click Open

L A

Away you go!
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10 Search

10.1 Search for email

I am sure you have been in the position whereby you need to find an email from a particular person or

an email that matches a particular criteria or perhaps you just can’t remember where you filed it.

10.1.1  The Search Ribbon

Eﬂ l_'lj - B = SEARCH TOOLS Inbox - lisa jones@theittrainingsurgery.com - Outlook
HOME SEMD / RECEIVE FOLDER VIEW SEARCH
@ Current Folder : {.’_3 a mJ [ 8] FA This Week ~ [™ Flagged & ) IT a
Subfolders - - L i Sent To - ! Important =
Current o Include From Subject Has Categorized Recent Search  Close
Mailbox &2 All Outlookftems oo gyt Attachments d £ Unread + More - Searches - Toals - Search
Scope Results Refine Options Close
P =
4 Favorites Il I P | Current Mailbox_~ | 2 Reply G2 Reply All £, Forward G5
T A aa . v Tal y . Fri 23M5/2014 1657

Figure 117 —the Search Ribbon

Click into the Search bar at the top of the inbox (or any folder you happen to be in) and the Search
Ribbon appears

bookbooncom

Corporate eLibrary

See our Business Solutions for employee learning

Click here

Management Time Management

Problem solving I Self-Confidence I Effectiveness

Project Management I Goal setting I Coaching
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10.1.2  Find

trong Quaote Intense Q... Subtle Ref... Inter
7T H - O X

[ | B [Search People
i . E= Address Book
ate%orlze FLDJI:.W ¥ Fiter Emaite

=1 Unread '
i Has Attachments
N This Week 3
B Categorized 3
|> Elagged
I |mportant

i Sent To: Me or CC: Me

View Items Expiring Soon
More Filters...

Figure 118 - the Find or Filter icon

Another way to search is to use the Find Icon which is located on the far right of the Home Ribbon.

Here you can select the criteria to match.

10.1.3  Search criteria

When you filter or search, you tell Outlook what to look for.

o Unread - finds all messages that have not yet been read,

« Has Attachments - finds all messages that have attachments.

o This Week - set the date range in which to search.

« Categorised - find messages that have a particular category.

o Flagged - find flagged messages.

o Important - find messages marked important.

+ Sent To: Me or CC: Me - finds messages where my(your) name is in the sent to or cc to box.

o View Items Expiring Soon - this filters out any items that have an expiry date set.
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10.1.3  Find items from

BB 5 - @ = SEARCH TOOLS Inbox - lisajones@theittrainingsur
FILE HOME SEMD / RECEIVE FOLDER VIEW SEARCH
,@ Current Folder O (._ﬂ Ii mJ n P This Week - [* Flagged 3
Subfolders Lp - N L a'g Sent To~ I Important <
Current Include From Subject Has Categorized Rec
Mailbox &3 All Outlook ltems  Ojder Results Attachments - (= Unread FMorer searc
Scope Results I} Refine |
< = - - -
4 Favorites from:(helen) 3 X | Current Mailbox = £ Reply [
Inbox All Unread ByDate ™  Newest +
Sent ltems 4 Three Weeks Ago
a2 Helen Winder U
Deleted ltems 1 PDF attached for you info 02/05/2014 =
Hi there, Attached is a PDF for your g Bt
4 lisa,jones@theittrainingsurgery.c... Helen Winder ] LS
Something to make you giggle 02/05/2014
4 Inbox Here is a picture | think you will like 1)
Admin Hithere,
Clients I_-Iele_n V\{lnder . ] E

Figure 119 - find all email from

Click into the search box
Click on From in the Search Ribbon

Type the name of the person whose email you want to find

Ll

Press Enter

All email that match the criteria are displayed with the criteria highlighted in yellow

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

N Take a short-cut to your next job!

'l-'u UJ Improve your interview success rate by 70%.

TheCVagency

Visit thecvagency.co.uk for more info.
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10.1.4 Has attachments

B L&- 8 = SEARCH TOOLS Inbax - lisa,jones@theittrair
HOME SEMD / RECEIVE FOLDER VIEW SEARCH
ﬁ Current Folder @ ,.’ﬂ Ii @ [ ] F3 This Week - [™ Flagged
Q Subfolders L’C) - L :E| SentTo~ 1 Important
Current = Include From Subject Has Categorized
Mailbox &3 All Outlook ltems  gjer Results Attachments b £ Unread & More -
Scope Results Refine
<
4 Favorites @ | hasattachments:yes I X | Current Mailbox - E| Om
Inbox All  Unread ByDate = Newest + us
Sent ltems 4 Tuesday Sh'
Diit (2] Shelley Fishel 1] Sharir
Deleted ltems 1 Sharing invitation: Shelley Fishel - Cale.., Tue 20/05 o ML
Shelley Fishel
6Ynu
4 lisa jones@theittrainingsurgery.c... Lisa Jones 1y Shel
Sharing invitation: Lisa Jones - Calendar Tue 20/05
4 Inbox Lisa Jones F‘
Admin @ = 3>
Chents Shelley Fishel 1y
. Sharing invitation: Shelley Fishel - Cale... Tue 20/05
Filing Shelley Fishel
New Folder 0
e Llsa Jones .U
Tl Sharing request: Calendar Tue 20/05
e k B
; <y Lisa Jones ._\}’1
Tips
. 4 Monday
Webinar
Clalla. Fickal i m Shell

Figure 120 - find all email with attachments
1. Click into the search box
2. Click on Has Attachments

3. Press Enter

A list of email with attachments is now displayed
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11 Search folders

11.1 Search folders

Is there a particular search that you perform several times a day? Do you always need to find email from

a particular contact and that email might be saved in any one of several folders?
A Search Folder will help with either of those scenarios.

A Search Folder is a folder that holds all emails that match the criteria no matter which folder they are
stored in. It is kept up to date all the time and if you delete the Search Folder, you keep the email as the
emails are not stored in the folder itself — they are simply referenced or fetched each time you go into
the folder.

11.1.1  Where are search folders?

J 4 lisa,jones@theittrainingsurgery.c...

4 [nbox
Admin
Clients
Filing
New Folder
I Newsletters
Shelley
Tips
Webinar
Drafts [2]
Sent ltems
Deleted ltems 1
Conversation History
Junk Email
Outbox
RSS Feeds

-
4 Search Folders
Missed Calls

Missed Conversations

Figure 121 - search folders
Search folders live in the Navigation Pane and are created in the Inbox and at the same level as the Inbox.

11.1.2  Create a search folder

Spam Mail
4 Search Fold=
Missed C: Mew Search Fc:IcIEr.L.\\

Missed Conversations

Figure 122 - craete your own search folder

1. Right Click on Search Folders and then click on New Search Folder

2. Start to set criteria
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New Search Fofder | x |
15 i
Select a Search Folder:
Reading Mail -
Unread mail

Mail flagged for follow up
Mail either unread or flagged for follow up
Important mail

Mail from People and Lists

Mail from and to specific people O

Mail from specific people
Mail sent directly to me

Mail sent to public groups
Organizing Mail W

‘Customize Search Folder:

Show mail sent to and received from:

[Ghowe2

Search mail in: | lisa jones@theittrainingsurgery.cor »

0K Cancel

Figure 123 - set search foldre criteria

3. Select the type of Search Folder to start from - in my example I have chosen to find all
email that has been sent to or from a particular person.

4. Click Choose

Select the contact from the address book or type it in

.

e-learning
for kids

#The number 1 MOOC for Primary Education
e Free Digital Learning for Children 5-12
®15 Million Children Reached

About e-Learning for Kids Established in 2004, e-Learning for Kids is a global nonprofit foundation dedicated to fun and free learning on the
Internet for children ages 5 - 12 with courses in math, science, language arts, computers, health and environmental skills. Since 2005, more
than 15 million children in over 190 countries have benefitted from eLessons provided by EFK! An all-volunteer staff consists of education and
e-learning experts and business professionals from around the world committed to making difference. eLearning for Kids is actively seeking
funding, volunteers, sponsors and courseware developers; get involved! For more information, please visit www.e-learningforkids.org.
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Search folders

Ncw Scarch Folder Select Names: Offline Global Address List H
Select a Search Folder: Search: (@) Name only () More columns  Address Book
Reading Mail " Go Offline Global Address List - lisajones@th v Advanced Find
s e
Msil either unread or flagged for follow up 55 Accounts
Impartant mail oy
il from people ana uists % Enauires
% R i
Mail sent to public groups. & Shelley Fichel Founder +A820RORTT4
Organizing Mail v Training Room Training Raom
e
Show mail sent to and received from: %
3 Cancel From or Sentto > | |Admin; helen@transireltd.com |
[ oK Cancel

Figure 124 - type the email address of the person to find them in the address book

In this example, I have double clicked on Admin from the list to find all email from Admin and I have

also typed in an email address for Helen as I would like to find all email to and from Helen as well.

6. Click OK twice to get back

new elete

4 Favorites
Inbox
Sent ftems.
Drafts [2]
Deleted ltems 1

4lisajones@theittrainingsurgery.c...
4 lnbox
Admin
Clients
Filing
New Folder
b Newsletters
Shelley
Tips
Webinar
Drafts [2]
Sent tems
Deleted ltems 1
Conversation Histery
Junk Email
Outbox
RSS Feeds
Spam Mail
4 Search Folders

Admin or helen@transireltd.c
Missed Calls @
Missed Conversations

Kespona Quick steps

Search Admin or helen@transireltd.ca.. S | Current Folder ~

I

2 Reply [£2 Reply All £} Forward

Al Unread By Date (Conversations) = Newest & SUNZHOS TS50
4 Today Lisa Jones
Lisa Jones Introduc

i ur r
Intraducing our new tips! 13555 L P
Dear Helen The IT Training Surgery Tips L oo
4 Three Weeks Ago
) Dear Helen
Helen Winder ]
PDF attached for you info 02/05/2014
Hithere, Attached is a Pn@m
Helen Winder b LS
Something to make you giggle 020052014 The IT Training Surge
Here is a picture | think you willlike ;)
I Helen Winder bE We are delighted to announce ou
Excel Leamning Needs Analysis for Zoe  02/05/2014 roundup of the tips that appear o
! Helen Winder; Llsa Jones
EMails 02/05/2014
Just sent you three ) Good luck x Sign up via the website www.thei
Helen Winder
Microsoft Outlaok Training Enquiry 02/05/2014
Hello Lisa, | was wondering if you could L -
Helen Winder e P

Testimanial from Transire
Hello Lisa, 1just wanted to let you

02/05/2014
Lisa Jones

Assistant The IT Training Surgery

4 Older

Helen Winder ALD

Your copy of How To "Keep that mome...  28/11/2013 WHAT'S NEW

Hello Lisa, Thank you very much for
MAIL
ATTACHMENTS
MEETINGS

N

Figure 125 - search folder always up to date

7. The new Search Folder is listed in the Navigation Pane

8. All the emails in the list are either to or from the contacts I specified - i.e. Helen or Admin

9. I can see that the email selected was addressed to Helen at the email address I specified.
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12 Calendar

12.1 The Calendar

When we are at work we will spend a large amount of time in the Calendar part of Outlook. Here are

a number of lessons to get you working with the Calendar in ways you may not have thought possible.

12.2  Calendar views and arrangements

See the calendar in different ways depending on what you need to achieve.

12.2.1 Four views

B & &- -
HOME SEND / RECEIVE FOLDER

S 4 v BEES

Change View Reset Day | Work Week Monthk
View = Settings View Week

B EH B
Calendar Preview List Active
Manage Views...

X | Preview |
Save Current View £ o vveeiew

Apply Current View to Other Calendar Folders...

Figure 126 - calendar views

Calendar - see the standard view where you can see the calendar in the Day, Week, Work Week, Month
or Schedule View.

Preview - in the Day, Week, Work Week arrangements, Preview view shows more information about
appointments including information from the notes part of the appointment - space permitting.

List — This view displays all appointments meetings and events in your calendar as a list

Active — This shows all future active appointments events and meetings.

When you work in List view you can group calendar items by selecting a field.

12.2.2  Arrangements

Calendar arrangements are how you display the calendar when in Calendar View.

Day - show only appointments, events and meetings for one day.

Week - show appointments, events and meetings for a whole week, including the weekend.

Work Week - showappointments, eventsand meetings for theweek - Mondayto Friday (exclude weekends).
Month - show a whole month of your calendar.

Schedule View - This view shows a horizontal arrangement of the timeline and is useful for comparing

time periods for multiple calendars.
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12.2.3  Change the arrangement

E| E E El 3 Time Scale -

Overlay

Day Work Week Month Schedule :
Week View Warking Hours
Arrangement ]

Figure 127 - calendar arrangement

Click the icon to display the calendar arrangement required.

1224 Day view

BB oL Caendar - sjonesneminingaugencom - Oulook @ ook
vour saosmene o vew | anosevor
S o e [F %
k ouy Cotor
v
PR— sl cou B
v 20 May 2014 5
TUESDAY
o1
02
03
o4
»
o5
My Calndar; ®
] Coetar
o7
Other Calendars
08
) Shored Calendars
Shelley Fishel - Triining 00 | Mestup to discuss raning results: Your office
10
et o T e T Sevion o
U lanes
1 ®
12
13
Mail Calendar People Tasks ‘-
Figure 128 - day view
This view shows just what is on the calendar for the specified day.
1225  Work week
BE oI~ Calendar - lisajones@theitrainingsurgeryicom - Outlook 7@ - X
HOML  SIND/RECIVE  [OLDIR | VIOW | ADODCPDF
I
- Gors
Al ltems.
May 2014 L3 - P ch Colendar (Ctri+ ) 2
e r 19-23May 2014 o et B ERTTe: 5
® o1z MONDAY | TutsDA J weonesoay THURSDAY FRIDAY.
e o 19 0 21 2 23
s e s
N LR
wowmoa o owa o
— ] | et up to @scuss vaimng ¢

MO TU WE TH PR S& SU

v s e | Testimontal [ el T S
s 00w 1 e 6
7 e
BRI
A 12
13
alvi My Calendars
 Caendar 14 T

Figure 129 - work week

This arrangement show Monday to Friday only.
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12.2.6  Week

ozl - - Calendar - lisa jones@theittrsiningsurgery.com - Oullook P @ - mx
HOME SEND / RECEIVE FOLDER VIEW ADOBE PDF

(_) {? rn FEESEE R &
Change View Resst  Day  Work Wesk Month
view Week View

Colar

Arrangement 5 Coler

. May 2014 »
MO TU WE TH FR SA SU
2 3 2 3 4 MONDAY E WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

Todsy ot Tomorrow
¢« » 19-25May 2011 MemYork MYy ireere T pgeerser 2

JUES a2 19 21 22 3 24 25
1213 4 15 16 17 18
1 - B
26 27 28 29 30 3 08

June 2014 09 Meet up to discuss
MO TU WE TH FR SA SU

" 5 Send out Booking 1
S0 a5 5 Tt [ st i
- from
910 1121w 1 Usa iy
%17 2
B2 2% 2
i e 12
w123 Reformat Course 01
13
A7 iy Calendars
71 Coleneiae 14 [

Figure 130 - week to view

See appointments for the whole week including Saturday and Sunday.

J FA CT Factcards.nl offers all the

information that you need if
you wish to proceed your

Are you working in academia, research or )
career in the Netherlands.

science? And have you ever thought about

working and moving to the Netherlands? The information is ordered in
the categories arriving, living,
studying, working and research
- in the Netherlands and it is
studying freely and easily accessible

52 from your smartphone or
desktop.
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12.2.7 Month

BS54 -
HOME  SEND/ RECENE

Calenda - lsajones Gtheitsiningsungery.com - Oullook 7 m- »

FOLDER  VIEW  ADOBEPDF

L cmln=Nuc =
G F e ; & E mchl=] i)
Change View Reset  Duy Work Wesk Month Scheduie Color i Folder Resding To-Do | People  Reminders Open inbew Close
T Sutags View Week View T8 Work . e = Pi- | Vindow Window Alems
curmentview amingement o coer ot peapiepane winsow -
C myme « Todsy 5 Tomonow
«» NewYork Y+ & ]
MO TU WE TH PR S SU May 2014 mEeE T Eser £
B E s woroay ECTE veveose oy o sanurnay soav
O 28 Apr 29 30 1May 2 3 4
213 W5 6 7
e w o o
saaswn
June 2014
MO TU WE TH TR SA SU F s 5 3 8 73 e
2 sy oaysank
23456718 Holon; United
910 m oz WS UBnotiey
W wwna oz
Douswuws
0123458
12 13 14 15 16 17 18
4] My Calendars
] Calendar
Other Calendars
19 2 23 2 5
20 Shared Calencars i
Shet
% 30 3 1Jun
] 5oring Bk ot
| Uit Eingaom
Figure 131 - view a month
[oz] ©&- - Calendar - lisa,jones@theittrainingsurgery.com - Outlook. 2@ - A%
HOME  SEND/RECENE  FOLDER  VIEW  ADOBEPDF
r‘n.. E EX\EI E 1_17!_ E E| E 3 Week E F.c’ _‘?E 3 Share Calendar Scorch People
ol E8 Month » £ Publish Orline - 5 Address Book
New Mew  New MNewlyne  New  Today Not7  Day Work Open  Calendar  Email o
Appointment Mesting = Htems = Mesting  Masting Daye Week [EISCheduleVien | Carendar+ Groupe »  Caleondar &% Calendar Permissions
New LyneMect,, TeamVic.  GoTo 1 Anange 5 Manage Calendars Share Find ~
« 5 - -
May 2014 v 21May 2014 New Vark, NV + I:?:YIB” Search Calendar (Ct1=6) D
MO TU WE TH FR SA SU
22030 1 2 3 4 08 09 10 " 12 13
e L 21 May2014
1213 14 15 16 7 18
wEla 2 3 22
2% 27 28 29 30 1 Gy
June 2ma
MO TU WE TH FR SA SU
1
23455678 - i o
s 101 oz 13 e 1 - Shelle; Fishel .
16 17 18 15 20 21 22
23 24 25 26 27 B 2
0123456
47 My Calendars EE ada a catendar
| Calendar
< v
Mail Calendar People Tasks -

Figure 132 - view schedules for more than one person

See two or more calendars arranged in a timeline to see what is happening together.
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12.3  Timescale

Use the Timescale to set how much time to display for each appointment on your calendar.

12.3.1 Timescale

SEND / RECEIVE FOLDER VIEW ADOBE PDF

FlEm e B & mom

60 Minutes - Least Space for Details

Day Work Week Maonth Schedule Ider Reading
Week View V30 Minutes ne~ Pane~
Arrangement 15 Minutes Layout
<
3 S
e « » 3 10Minutes York, NY ~
H FR 5A sU & Minutes
Cale
UL 3 Minutes - Most Space for Details
g8 9 10 1 WEI i
5 16 17 13 Change Time Zone...
21
1223 24 25
M 30 3

Figure 133 - set the timescale for appointments
The bigger the timescale the less space to show details.

124  Open other calendars

When working in an organisation, you may need access to other people’s calendars. Once you have

opened someone’s calendar for the first time, it is very simple to switch it on to display or off to hide.

124.1  Open calendar

jery.com - Outlook

sf] ’_—1 [T [ Share
A= e
Open  Calendar  E-mail _,

' Calendar~ Groups = Calendar &7 Calen

| g From Address Book... hai

tewd " From Room List... S

t% From Internet...
Create Mew Blank Calendar...

@ Open Shared Calendar...

Figure 134 - open someone esles calendar

Click Open Calendar

Select the option you want to use

94

Download free eBooks at bookboon.com



Outlook 2013 Calendar

12.42  Open from Address Book

F ey e g e

o] 8 SE st Sl g !
Select Name: Offline Global Address List “
Search: (® Name only () More columns  Address Book
Go Offline Global Address List - lisajones@th « Advanced Find
Mame Title Business Phone Location
2% Accounts
& Admin
2% Enquiries
& Helen Winder
& LsaJones Assistant
2% Online
Shelley Fishel Founder +442082031774
Training Room Training Room
< >
Calendar -» Shelley Fishel I

Figure 135 - find the calendar in your global address book

1. Click Open Calendar
2. Click on From Address Book

3. Select the person whose calendar you want to open - double click or click Calendar at
the bottom
4. Click OK

[ ]
B By 2020, wind could provide one-tenth of our planet's
ra I n p O W e r electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world’s wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our

stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tr)_af Power of Knowledge Engineering

-

o

Plug into The Power of Knowle‘ngineering.
Visit us at www.skf.com/knowlet
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12.43 Calendars open side by side

E_._] E_ El E ™ Week 'I-lj D [T [ Share Calendar Search People

[ Month =1 [ Publish Online ~ [EE Address Book
MNew Today MNext7 Day  Work Open  Calendar  E-mail
deeting Days Week [=] Schedule View Calendar -~ Groups = Calendar & Calendar Permissions
ramVie... Go To ) Arrange ' Manage Calendars Share Find ~
. Toda
4 b MNew York, NY ~ i y - Search Calendar [Ctrl=E) pel
dy; TT°F/61°F
Calendar 4 Shelley Fishel 3
WEDNESDAY WEDNESDAY
21 21
lcsw_ Shelley
06 :
07
08
09
=
11

Figure 136 - see calendars side by side

The two calendars are displayed side by side.

1244  Open from the Navigation Pane

4[| My Calendars

| Calendar

Cther Calendars

4| | Shared Calendars

Shelley Fishel - Training
Llsa Jones

Admin

Shelley Fishel

Figure 137 - select the calendar from the navigatino pane

Tick the box next to the calendar you want to open.
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12.5

Share calendars

Calendar

Within your organisation you can see everyone’s free or busy time. However you may need to see more

detail and you may also need to create or edit appointments in someone else’s calendar.

12.5.1

12.5.2

Share your calendar

D/ RECEIVE FOLDER VIEW

) B

QEEREEEERE 2 B

ADOBE PDF

[T [ Share Calendar @ Search People

=1 &5 publish Onfine -

[ Address Book

MNew Lync Mew  Today Net7 = Day Work Week Month Schedule  Open Calendar  E-mail _,
- Meeting  Meeting Days Week View  Calendar~ Groups= Calendar < Calendar Permissions
LyncMeeting TeamViewer Go To el Arrange & Manage Calendars Share Find
& 4 B HS® & = Sharing invitation: Lisa Jones - Calendar - Share 7 @ - O
R SA SU
SHARE  INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW
2 3 4
9 10 1 '“'D .-_E! ??".@ [l Attach File I> Follow Up ~
w7 |, diees Checy | Awtschitem= ! High Importance
aste ress el
23 24 25 - Book Names L Signature~ ¥ Low Importance
30 3 Clipboard Basic Text Names Include Tags = Zoom Ink
To Shelley Fishel (shell com); |

%
R OSA SU Subject
5

Sharing invitation: Lis3 Janes - Calendar

1 Request permission to view recipient's Calendar

Details

/] Allow recipient to view your Calendar

Availability only @

Time will be shown as “Free,” “Busy,” “Tentative,” “Working Elsewhere,” or "Out of Office

o

Lisa Jones - Calendar
Microsoft Exchange Calendar

Figure 138 - share calendars

S A S o o

Click Send

Confirm sharing

only

Click Share Calendar in the Share group on the Home Ribbon
Address the invite to the person with whom you want to share

Set the details level - availability only, limited details or full details

Type a message into the body of the invite (optional)

Timg e

Microsoft Outlook

Calen
«hang

ut of Office
Share this Calendar with Shelley Fishel
(shelley.fishel@theittrainingsurgery.com)
=shelley.fishel@theittraini gery.com=7

Permissions:  Availability only

Figure 139 - confirm you want to share

7. Click yes to confirm that you do want to share this calendar.
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12.5.3  Sharing invitation received

Respond Quick Steps Tags Find ’
Search Current Mailbox (.. 0O Current Mailbox -
All Unread ByDate = Newest b |~ = d
4 Today Shelley Fishel

Shelley Fishel by Sharing invitation: Shelley Fishel - Calendar

Sharing invitation: Shelle... 1233 ! -

Shelley Fishel g

@ shelley Fishel (shelley fishel@theittrainingsurgery.com) has invited you to view his or

Shelley Fishel ] her Calendar. Click the Open button above.

fﬂfﬂ'?“ﬁﬂ:‘fﬁ“”’5'”‘”“"‘ 58 r‘ Shelley Fishel - Calendar

B &3 Microsoft Exchange Calendar

Training Room B2 <

Figure 140 - Open the candar shared with you

An email invitation is received. The shared calendar can be opened directly from the email by clicking

on Open this Calendar.

12.5.4 Calendar is placed in navigation pane

< v 21 May2014
Calendar 3¢

WEDNESDAY

Tl Scnd out Booking Terms for bminina

| Calendar 13
Other Calendars 14
[ul Shared Calendars 15

Shelley Fishel - Training

Admin
] Shelley Fishel 17

Figure 141 - open the calendar any time from the navigation pane

The shared calendar opens up and is displayed next to the default calendar. A tick box appears in the
Navigation Pane which will allow you to show or hide the shared calendar whenever you want to.
12.6  Calendar overlay

Calendar overlay allows you to overlay one calendar on top of another. This makes looking for a time
where all parties are free much easier. This is particularly useful if you want to compare more than three

calendars as it can be difficult to see more than this side by side.

12.6.1  Overlay arrow

Ll | May 2014 New York, NY ~ docay) ci°F Search Calendar (Ctrl+E)
e Fish! )
WEDMESDAY A
21 21

Figure 142 - overlay calendars

Click the Calendar Overlay arrow to overlay the selected calendar on top of the one to its left.
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12.6.2 Calendars sit on top of each other

4 » 21May 2014 New York, NY = ;:D,,d:’}m,,r Search Shelley Fishel - Calendar (Ctrl<E) O

% Calendar x % Shelley Fishel x
'WEDNESDAY

21

. |

09
CBW
Shelley

Figure 143 - see all appointments in one view

The two calendars now appear as if one is sitting on top of the other. The appointments show through

so it is a simple exercise to see where there is a time when both people are free.

12.7  Calendar groups

Occasionally you need to open several calendars at the same time. Perhaps you are all part of a team.

By creating a Calendar Group this can be accomplished with one click.

’ntiia iA)gx Graduate

Find out more and apply

redefining / standards

929 Click on the ad to read more
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12.7.2

Outlook 2013

Create a calendar group

[T [ Share Calendar

D E' [5 Publish Online »

Calendar  E-rmail __ o
~ Groups~ Calendar &% Calendar Permissions

c Create New Calendar Group

Create a new calendar group in the
Folder Pane.

Save as New Calendar Group

Saves the currently displayed calendars as
a new calendar group in the Folder Pane.

21

Figure 144 - create a calenda group

Calendar

Search P
EZ Addn

Fil

rch €

1. Choose to create a brand new Calendar Group or to save the currently displayed calendars

as a new Calendar Group.

Name the calendar group

Create New Calendar Group

|

Type a name for the new calendar group
Workmates

Cancel

Figure 145 - name the group

2. Type a name for the calendar group
3. Click OK

Select group members

£-atand

Select Name: Offline Global Address List

= shan bw I

Search: (8 Name only () More columns  Address Book
Go Offline Global Address List - lisa,jones@th « Advanced Find
| Name Title Business Phone Location
4% Accounts
& Admin
&% Enquiries
& Helen Winder
& LisaJones Assistant
4% Online
Shelley Fishel Founder +442082031774
Training Room Training Room
£ >
Group Members -> | |Admin; Lisa Jones; Shelley Fishel
Cance

Figure 146 - choose group members
4. Double click on each of the names to include - they will

at the bottom.
5. Click OK
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12.7.4 New group displayed

New Lyne Megti...  Ieamvie..

. May 2014 > » 21 May 2014 New York. NY - i Search Calendar..

Calendar 4 fdmin % 4 Usalones x 4 ShalayFiensl %

WEDNESDAY WEDNESDAY WEDNESDAY WEDNESDAY

21 21 21

2 3 456 7 8 it
16 17 18 19 20 21 22
23 24 25 2 2 B 2 "
01 23 45 6
12
i = [
Uther Calendars 14
/| Weorkmates 15
] Admin
7 Lisa Jones 16
| Shelley Fishel
17

Figure 147 - new calendar group can be opened from the navigation pane
The new calendar group appears in the Navigation Pane with a tick box for the whole group and individual
tick boxes for each calendar. This means that you can open all the calendars in the group in one go by

ticking the group calendar name. Or you can open individual calendars by ticking each box individually.

12.7.5 Calendar group displays in schedule view

4« > 21May 2014 New York NY - L Sestch Gaendar.. P
08 09 10 n 12 13
21 May 2014
. .
Calendar Send Reformz
= =
Booking Outlines
Tems
for
training
& Admin
=

& Usa Jones

o W
w Shelley Fishel |Sh!l|!y

Figure 148 - see the calendars in schedule view

A Calendar Group will sometimes open in Schedule View. You can change the view by using the view

icons in the Arrange group on the Home Ribbon.
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12.8  Appointments

We have three types of appointments in Outlook.

Appointment — an appointment is between you and your calendar. It is not shared and is there for

your information.

Meeting - once you invite someone along you have a meeting.

Event - this is an all-day event. Might be a birthday, anniversary or holiday and they appear along the

top of the calendar without a start and end time.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fifur
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12.8.1 Icons
HOME SEND / RECE
]
E B e
Mew Mew Mew My

Appointment Meeting = ltems~ M
MNew Lyr

Figure 149 - create a new appointment

Calendar

Any appointment can become a meeting by inviting people along. However there is no need for the

extra clicks. Simply use a New Meeting request and you are all set.

An all-day event is a tick box on an appointment. Any appointment can be turned into an all-day event

by ticking the box. When the box is ticked the start and end times are greyed out.

12.8.2  Create a new appointment
B e - - Lunch with Helen - Appointment 7 ®m - O %
APPOINTMENT INSERT FORMAT TEXT REVIEW
é’fj x [ Calendar El E Eﬁ mj .‘,\.! 2Z W Busy | € Recurrence = X Q 7_6 a
Save & Delete © pororg « Appointment Scheduling  Lync  Meeting  Invite 15minutes  *| @ TimeZones Caegorize | Zoom  Stat  Appsfor
Close = Assistant  Meeting  Notes  Attendees - - i Inking  Office
@ This appointment is next to another one on your calendar.
Subject Lunch with Helen
Location
Start time ‘Wed 21/05/2014 E 13:00 i All day event
Endtime | Wed 21/05/2014 | |30
Figure 150 - new appointment
1. Click the New Appointment Icon
2. Fill in the subject of the appointment
3. Complete the date and time
4. Type any details in the body of the appointment
5. Click Save and Close when done
12.8.2  All day event
Subject Lunch with Helen
Location
Start time Wed 21/05/2014 El 00:00 | All day event
Endtime | Wed 21/05/2014 FE| | 0000

Figure 151 - tick the box to create an all day event

If this is an all-day event, tick the all-day event box. The timings will now be greyed out so that you can

only select the date of the event.
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12.9  Meetings

Calendar

A meeting occurs when there is more than one person going. To speed things up use the New

Meeting button.

12.9.1  Create a new meeting

1. Click New Meeting and a meeting request opens up ready to address

B H - - Meet up on Thursday - Meeting P E - O X
MEETING  INSERT ~ FORMATTEXT  REVIEW
=) = o
x TR Calendar =] = E;\ F/‘ i =TT < Recurrence n ’
= = o X 5 @ [l 1 o
2 Y @ Time Zones !
Delete (& orward ~ APpointment Scheduling  Lync  Meeting | Cancel T— : Categorize Apps for
* Assistant | Meeting | Notes | Invitation &1 25 Room Finder - Office
Actions Show yncMee..  Meeting..  Attendees Options 5 Tags Zoom | Ik  Apps | A
4 @ vou haven't sent this meeting invitation yet Roomi Finder: = ¥
1{  This appointment conflicts with another one on your calendar. de
~
! To.. | |[Usalones C Maypi b
1= Mo Tu We Th Fr Sa §
Subject | Meetup on Thursday IO WED: RS
L] —— ooms 5.6 78 9101
12 13 14 15 16 17 18
Starttime | Thu 22/05/2014 [E |o=s0 - All day event 19 2122023 24 25
26 27 26 29 30 3
Endtime | Thu 22/05/2014 & [1e00 =
1
Good Fair Poor
1 Choose an available room:
Z None
E

Figure 152 - create a new meeting

2. Type the email address of the invitee
Set the date and time
4. Click Send

12.9.2  Respond to the meeting request

lete Respond Find -~

Search Current Mailbox (.. 0| Current Mailbox_« o/ Accept v 2 Tentative v X Decline v 5 Propose New Time + [T Calendar..
All Unread ByDate > Newest 4
4 Tod: =

i Shelley Fishel

Shelley Fishel B meet up

meetup 15:22

Required  Lisa Jones
i 0

Shelley Fishel u © Plesse respond.

Sharing invitation: Shelley... 12:33

Shelley Fishel

Shelleyishel When 21 May 2014 14:30-15:00

Shelley Fishel o Location

Sharing invitation: Shelley... 11:48

Shelley Fishel A 21May

Training Room G £ e

Accept meeting wi.. 1147 meet up; shelley Fishal

Your r accepted 15

Figure 153 - accept or reect the invite
Click on the option you want to use.

12.10 The scheduling assistant

Use the scheduling assistant to see if the people you invite to your meeting are free — before you send

out all the invites!
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12.10.1 Set up the meeting

| HOME SEMD /|

By =1
L
a% &nl
MNew  MNew
went Meeting Items ~

Figure 154 - scheduling assistatnt helps to book meetings
1. Click New Meeting

12.10.2 Add the invitees

ﬁ You haven't sent this meeting invitation yet.

TOu. LIsa Jones; M shelley Fishel: |

Subject
Send
Location

Figure 155 - add the people to the meeting

2. Type in the names or click the to: button and select from the address list

Losmg track of your leads?

Bookboon leads the way
Get help to increase the lead generatlon on your own WebS|te Ask the experts.

Interested in how we can help you? @
email ban@bookboon.com
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12.10.3 Click Scheduling Assistant

m | B

Appointment |Scheduling
Assistant [

Show Lyn

Figure 156 - click scheduling assistant to see everyone’s diaries

3. Once you click Scheduling Assistant you can see who is free and who is busy

12.10.4 Free busy

x

~

P

B H m Untitled - Meeting 7 @B - O
MEETING ~ INSERT ~ FORMATTEXT  REVIEW
=" E} O R -
Xeown | I B G 5z Ok B
& & @ Time Zones !
Delete () Foryarg - | APPeintment Scheduling | Lync Meeting | Cancel 0 Tsminutes - oy | Cotegorize | Zoom | Start
Assistant | Meeting Motes | Invitation € 32 Room Finder - Inking
Actions Show Lync Meet... Meeting M. Attendees Options & Tags Zoom | Ink
S send 1005 - 04 March 2014 Room Finder ~*
14:00 15:00 16:00 17:00 08:00 09:00 10:00 11:00 E 10 11 12 13 14 15 16
B, |All Attendees ! | ___ﬁ 17 18 19 20 21 22 23
. shelley Fishel 2425 26 27 28 29 30
©  LIsaJones ] 3
Shelley Fishel < T
Good Fair Poor
Choose an available room:
None
Suggested times:
08:30 - 09:00 ol
il LA Mo conflicts
Add Attendees... || Options  ~ | oy vine  [Tue0si032012 [ [12:30 e @ o 56
Add Rooms... Endtime  |Tue04/03/2014 [ [13:00 - No conflicts
09:30 - 10:00
MEusy 7 Tentative M Out of Office ¥ Working Elsewhere [N No Information [~ Outside of working hours No conflicts
~ a4 10:00 - 10:30
(5} Undisclosed Recipients mtm g “ No conflicts =
A

Figure 157 - see free and busy time

See who is invited

See if they are free/busy

Change the time and date of the meeting
When happy click Send

® N e

Actions Show Lync Meet...

=15end 0P -

14:00 15:00 16:00

& 'l shelley Fishel
@ Llsa Jones
o

Shelley Fishel

- RIRIRILA

Figure 158 - send

9. Once you are happy with the details click Send

106

Download free eBooks at bookboon.com

Conflicts will be listed — along with time slots that do not conflict

IMeeting M... Atten
04 Marc
17:00 08:00

All Attendees ___H_

Calendar



Outlook 2013 Calendar

12.11  Tracking meeting responses

You have just invited 10 people to a meeting. They will all respond at different times. Now it gets to a
couple of days before the meeting and you are getting prepared. First thing you want to know is who
said they were coming and who said they were not. Instead of trawling through your inbox to find the

responses you can track the responses in the Calendar.

12.11.1  Track meeting button

5 "w

‘

4 15 Testimonial from Transire IE
2 Lisa Jones

1 22 1 0]

8 29

5 6 12 My meeting with Training Room; Training Room; Lisa Jones @

B d L O My meeting with Trair
MEETING  INSERT ~ FORMATTEXT  REVIEW

=(T) e 1 1_, EEa 55
E meensr | FH] | [ @Eﬁ B w2 ;@2:2ZiNE

Cancel ) Forward - Appointment Scha.duhng Tracking Lync Meeting Contact ’—j
Meeting Assistant - Meeting Motes Attendees - & Response

Actions Show Lync Meeting Meeting Notes Attendees

o Attendee responses: 1 accepted, 0 tentatively accepted, 0 declined.

_El To.. Training Room
Subject My meeting with Training Room

Send

Dot Location Training Room
Starttime | Tue 20/05/2014 [E| [1z00 - All day event
Endtime | Tue 20/05/2014 EE| (1230 -

Figure 159 - track the meeting responses

1. Double click on the meeting in the Calendar
2. Click the Tracking Button

The Tracking button only appears to the meeting organiser.
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12.11.2 See responses

EH L A My meeting with Training Room - Meeting T EH - O X
MEETING | INSERT ~ FORMAT TEXT ~ REVIEW

B|_< i) [EE Appointment 3 @1 3 E:_. o >

© €
= Scheduling Assistant
B r_,‘ ? Lync Meeting Contact *°  Options Tags Zoom = Start
Meeting By UeEdE, © Meeting = Notes  Attendees - E -
; ' R

B~

ing respanses to this meeting have been received:

Attendance Response
i L Meeting Organizer Mane
Iraining Room Resource (Room or Equipment] Accepted I

Figure 160 - see who is coming

Here you can see who said what and you can contact the attendees if you need to send them something

about the meeting.

3. When you are done click the Appointment button and it will close the tracking view.

“I studied
English for 16 -
years but...
...I finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download
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13 Contacts — people

13.1 Introduction

The People module of Outlook 2013 is where information about the contacts we interact with can
be stored. Here you can keep information about individuals or companies such as their name and
address details and communication methods such as telephone numbers, email address and Instant

Messenger aliases.

Contact groups give you the ability to create a group of connected contacts with whom you can

communicate easily all at once.

Those people with whom you communicate on a regular basis can be added to Favourites so that their

details are available from everywhere within Outlook 2013.

Contact records are held in address books. You can create as many address book folders as you need.

One for each type of contact.

13.2 View contacts

Navigate to the People section to view the contacts in your address book.

13.2.1  People

B AT

from Fvranid

Mail Calendar

Figure 161 - the people module

Click the People shortcut to get to the Contacts area
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13.2.2

The Contacts or People module

oz 2-8 = Contacts - lisajones@theittrainingsurgery.com - Outlook 2 @B - 0O %
HOME | SEND/RECEVE  FOLDER  VIEW
El °® el x = r| L, ® = ¥ & &ﬂ [3) Forward Contact ~ [ = Search People
> (7 2= = i N -
[ &E =] Hss ‘¢ ab _.l. & . S8 ¥ | [Fdsnare Contacts L [ Address Book
Mew NewContact New Delete  Email Meeting Mare People  BusinessC..|  Cord  |7| Move Mail OneNote Categorize Follow Private
Contact  Group  Items~ - - Merge % Open Shared Contacts z Up~
New Delete Communicate Current View Adtions Share Tags Find -
<
Search Contacts (Ctrl+E) L
4 My Contacts
123
Contacts Fred Flintstone Jane Jennings
a
Fred Flintstone Jane Jennings
Connedtto asocial network B Bedrock Investments Big Shop
. Head of Sales Head Buyer jim@jones.com A
Sales Buying Ribbon
d
56 High Street
e Bedrock BR3 2EE Aobi
Address books % 5 High Road
k § ondon
will be listed here B
h
Joe Smith Kelly, Patrick Lisa Jones
L
i Joe Smith Patrick Kelly Lisa Jones
. The IT Training Surgery
| 456! B patepatrickkelly.co.uk Assistant
Admin
m 25 High Road
London NWS 3EE
n
op
a
’ =
williams, Mark wilma Flinstone
s
Mark Williams Wilma Flinstone
L Pensar IT Management Bedrock Investments Contact Records
Chief Bottle Washer
w
chiet | appear here
w
m 56 Cave House
* 25 Duke Street Bedrock BR 3EE
B Londen W1U 1LD
: www.pensar,co.uk
28
Mail Calendar People Tasks -+

Figure 162 - see your contacts

Contacts - people

Once in People as it is now called, you will see any address books that you have set up in the navigation

pane on the left. By default there is one folder called Contacts which is the folder that Outlook sets up.

Contact records can be viewed in different ways to facilitate working with them.

13.3
13.3.1

Create a contact

Create new
HOME SEMD / RE
o L N
aa® ST 4
Mew MN@w Contact Mew De
Contact JGroup ltems =
Mew De

Figure 163 - create a new contact

On the Home Ribbon in the New group click on New Contact

Press Control + N to create a new contact with the keyboard when you are in the People module.

When you are anywhere else within Outlook - press Control+Shift+C to create a new contact record.
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13.3.2  Fill in contact details

FH® 1t 43~ Richard Sims - Contact i@ - O°%
CONTACT | INSERT ~ FORMATTEXT  REVIEW
e x B2 Save & New ~ ) Details I E!m vl 2! 8% Il 1 Categorize - q 7
4 s 3 = el 2 ® A,
X g 5 = @ P B % B . o
] Forward = R Certificates |* Follow Up ~
Save & Delete | General Email Meeting More Address Check Business Picture Zoom | Start
Close T, OneNote [E AllFields “ Book Mames Card  ~ Private Inking
Actions Show Communicate Names Options Tags Zoom Ink ~
| Full Name... | ‘R\(hard Sims | Richard Sims
The IT Traininng Surgery
Company [The it Traininng surgery | Assistant Adminstrator
Jb title [ Assistant Adminstrator | 020 8203 1774 Work
ichard @theittrainingsurgery.com
File as sims, Richard -]
temet wunw.theittrainingsurgery.com
[EE E-mail... | - | : i .com ‘
Display as ‘R\(hard sims (richard@theittrainingsurgery.com) ‘ Hites
Web page address i ‘
M adaress I |
Phone numbers
|Busmus | = | 0208203 1774 |
[omer -] | \
|Busmess Fax | - | ‘ ‘
|Muhi|=.” | - | I |
Addresses
Butiness: - | [sonmrentstrest
ondon fiz 1
This is the mailing | NW4 2EA] =)
address
Map It
Richard Sims (fichard @theittrainingsurgery.com) Hello Bl ~

Figure 164 — complete the details

1. Complete the fields in the new contact record.

2. Click Save and Close when done.

This e-book

ismadewith SETASIGN
SetaPDF

\7\‘ PDF components for PHP developers

www.setasign.com
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13.4  Add contact details direct from incoming email

When you receive an email from a contact, you may want to see their contact details. If they are not in

your address book already, you can add them directly from the email header.

13.4.1  Right click to add

Rules OneMote Assign Unread/ Categorize Follow :'I
Filter

Helen Winder <helen@transir... b

©) v

N T R——

B copy

Add to Favpritec

[25] Add to Outlook Contacts

Open Qutlook Properties

Open Contact Card
Figure 165 - add to contacts from email

To add details directly to Outlook Contacts

1. Right click
2. Select Add to Outlook Contacts
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Name

Helen Winder <helen@transireltd.coms

CONTACT NOTES

(HEma @ () Work b

Email Title
helen@transireltd.com Managing Director @
Fph Company
()
3N Transire Ltd|
Work @
020 3693 0311
(+) Address
®IM
() Birthday -

@ Save Cancel

Figure 166 - complete the contact card

3. Email details are already completed
4. Add a telephone number - click the plus to expand and select Work, Home, Mobile
5. Complete the rest of the address details expanding the plus signs to add more information

as needed
6. Click Save when done.

13.5 Communication options in the message header
You can communicate in different ways with your contacts via the message header.

helen@transireltd.com

QOOE
®PO®e -

Figure 167 - communicate direct from an emal header

When you have Microsoft Lync installed and running you can use its features to communicate with your

contacts. Or you can simply send an email.

Start an instant message using Lync
Call the contact via Lync - you will need a provider account for this to work

Start a video meeting with your contact

Ll

Email the contact
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13.6  Favourite people — peek

Add those people who you communicate with all the time to the Favourite People Peek.

13.6.1 Add to favourites

S—— - == Aauarnt
Rules OneMote  Assign Unread/ Categorize Follow .
[ ter

helen@transireltd.com
Presence unknown

leonoe -

| Fir

TE Copy

A

Add to Favorites

& Add to Uutlook Contacts
3
Open Qutlook Properties

Open Contact Card

Figure 168 - add favourite people

Right click on the email address in the message header and select Add to Favourites.

EXPERIENCE THE POW

FULL ENGAGEMENT...

RUN FASTER.
RUN LONGER..
RUN EASIER...
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13.6.2 Search and add to Favourites

shelley kishel

Hello from Excecutive Offi.., Sun 11/05
Hithere All fine and dandy
er . ) i
s . .
Richard Sims
@ Offline
richard Assistant Adminstrator, The IT Traininng...

Richard Sime
Assistant £ E®  Copy

ms Add to Favorites @

an Hist] Edit Contact

Open Qutlook Properties

Open Contact Card
ATEaTo

fers
s Anal...
find

Mus...

atthe..

Figure 169 - find a contact and add to favourites

1. Hover over the People shortcut

2. Type the name of the contact to search for in the Search Box

3. Right click and select Add to Favourites

— ®0®6

02/05/2014

£
02/05/2014
Q
02/05/2014

U

02/05/2014

mms/2n4

Search People

FAVORITES

helen@transireltd.com
Presence unknown

M Patrick Kelly

| Presence unknown
Richard Sims
Offline

je]flx]

Fc

e N L L L L

endar People Tasks

Figure 170 - new favourite added

See your new Favourite person!
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13.7  Create a contact group

If you find yourself writing to a particular group of the same people all the time, you can create a contact
group. Perhaps you are a member of a particular committee at work, or you orgnanise your kids football

team either way you can create a Contact Group for that purpose.

13.7.1  Create contact group

& e

Mew MNew Contact Mew
Contact  Group [terns =

New

Figure 171 - create a contact group
1. In the New Group on the Home Ribbon click on New Contact Group
13.7.2  Name the group

i eI T B ] a7 Trainers - Contact Group
CONTACT GROUP INSERT FORMAT TEXT REVIEW

o ’79_] x . [ ) 25 [ ] [ r‘ [ | | 4
o ey (& B & Sl Has W
w| Save & Delete Forward Members Motes Add Email Meeting Categorize Follow Private
Close Group Group~ Members ~ - Up~
9 Actions Show E_j From Outlook Contacts ommunicate Tags Zoom
td MName Trainers E_} From Address Book
[ Mame :r) New E-mail Contact E-mail

We didn't find anything to show here,

Figure 172 - name the group

2. Type a Name for the contact group

3. Click Add Members and choose where the members are coming from

From Outlook Contacts - select contacts from the default address book
From Address Book - this is your Global Address List — all those who work in your organisation
New Email Contact - if the contact is not in Outlook Contacts or the Global Address List you can type

their address in here.
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13.7.3  Select the contacts to add
Select Members: Contacts “
Search: (8 Mame only () More columns  Address Book
Go Contadts - lisa jones@theittrainingsurgery Advanced Find
| Mame Display Name E-mail Address |
& Helen Winder Helen Winder helen@transireltd.com
Jim Jim jim@jones.com

; Lisa Jones - The IT Training Surg... LIsa Jones (lisa jones@theittraining...
& Mark Williams - Pensar IT Mana... Mark Williams - Pensar IT Managem...
& Patrick Kelly Patrick Kelly [pat@patrickkelly.co.uk)
& Richard Sims Richard 5ims (richard@theittrainin...

<

lisa.jones@theittrainingsurgery.c
mark.williams@pensar.co.uk
pat@patrickkelly.co.uk
richard@theittrainingsurgery.con

Patrick Kelly [pat@patrickkelly.co.ukl: Jim

Members -

Figure 173 - choose group members

4. Double click on each contact to add and make sure they appear in the Members area

5. Click OK when done

DO YOU WANT TO KNOW:

What your staff really want?

The top issues troubling them?

How to retain your
top staff

FIND OUT NOW FOR FREE

How to make staff assessments
work for you & them, painlessly?

Get your free trial

Because happy staff get more done
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13.74

See the group members

Contacts - people

2 J - F
FILE CONTACT GROUP INSERT FORMAT TEXT
o § - o® i [ ]

0 X B & = v

Save & Delete Forward Members Motes Add

REVIEW

e g E

Remove Update

Trainers - Contact Group

[ |
[ 1] o

Email Meeting Categorize Follow Private 7

Close Group Group~ Members -~ Member Now = Up~
Actions Show Members Communicate Tags Zoom
Name Trainers
j Mame E-mail
2] Jim jim@jones.com

Figure 174 - see the

Communicate

Fred Flintstone

Fred Flintstone
Bedrack Investments
Head of Sales

Sales

56 High Street
Bedrack BR3 2EE

Kelly, Patrick

Patrick Kelly

pat@patrickkelly.co.uk

Williams, Mark
Mark Williams

Pensar IT Management

e
lliams@pensar.co.uk
25 Duke Streef
London W1U 1LD

wvnwpensar.co.uk

-] Patrick Kelly (pat@ patrickkelly.co.uk)

list of members

Current View

Jane Jennings

Jane Jennings
Big shop

Head Buyer
Buying

0 666 Mobile
25 High Road
London SE23RR

Lisa Jones

Lisa Jones

The IT Training Surgery
Assistant

Admin

K
ile
eittrainingsu

Wilma Flinstone

Wilma Flinstone
Bedrock Investments
Chief Bottle Washer
Dishes

56 Cave House
Bedrock BR4 3EE

Figure 175 - see the contact group card

Actions

Jim

Sims, Richard

Winder, Helen

The new Contact Group is now in the contact list.
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Share

Search Contacts (Ctrl+E)

Jim

Jjim@jones.com

Richard Sims
The IT Traininng Surgery
Assistant Adminstrator

www.theittrainingsurgery.com

Helen Winder
Transire Ltd
Managing Director
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When you are finished adding members click Save & Close to get back to Contacts.

Find



13.8  Email a contact group

When you want to email the people on your list there are a few ways to do so.

13.8.1  Address and email

Paste Address Check  Attach Attac
- Book Mames File  Item
Clipboard = Basic Text Mames Inch
From = lisa jones@theittrainingsurgery.com
To... train|
Send
o Training Room <training@theittrainingsurgery.com>=
Trainers -~
Bee..,
Subject

Figure 176 - email the contact group

1. In a new email, type the name of your Contact Group - Outlook will pick it up
2. Click on it to add

=gy e Uasie 1TAL
From = lisa jones@theittrainingsurgery.com
Tao.. Trainers; |
Send
Cc...
Bec..,

Figure 177 - group is collapsed

The group is added with a + sign - this allows you to expand the group and see the members email

addresses individually.

If you do expand the group you cannot collapse them again.

Members of the group will be able to see each other’s email addresses. If you don't want them to see

everyone’s email, put the group in the BCC field and address the email to yourself.
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13.8.2  Email from the Contact Folder
'E FULLER VIEW
:‘EI DI:I L (
Email Meeting Maore P
Communicate
Figure 178 - send email from the contact folder

1. Click on the Contact Group to select it
2.

Click on Email in the Communicate group

13.8.3  Email contact group from its record
L S Trainers - Contact Group 73 -
R CONTACT GROUP INSERT FORMAT TEXT REVIEW
o A z @ [ ] l [ |
e X B3 (& = & & EE WP
Sa ve & Delete Forward Members Notes Add Remove Update Email Meeting [ategnnze Fallow Private
Close Group Group~ Members - Member Now Up~
Adtions Show Members Communicate Tags Zoom
tq Mame Trainers Email
Create a new email message
EI JNE’”‘ addressed to this contact.
in
o4 [E2] Patrick Kelly (pat@patrickkelly.co.uk} pat@patrickkelly.co.uk
Figure 179 -send email from the contact group record
1. Open the Contact Group record

Click Email from the Communicate Group on the ribbon

FERENCE
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13.9  Organise contacts in folders

Contact cards are stored in address books which are folders within Outlook. Outlook creates a default

Contacts folder called Contacts. You can create more folders for specific categories or types of contact.

13.9.1 Create a new contact folder

4 My Contacts

Lync Contacts

Contac” ) B
FRm  Openin New Window

Connect 1 Mew Folder...

Copy Folder

Figure 180 - craet a enw contact folder
1. Right Click on the Contacts folder and select New Folder

13.9.2  Name the folder

Create New Folder “n‘
Mame:
Trainers
Folder contains:
Contact ltems W

Select where to place the folder:
P 5’3 lisa,jones@theittrainingsurgery.com ~
Inbox h
1# Drafts [3]
7 Sent [tems
¢ |z Deleted Items
[, Calendar
> |§_|‘_, Contacts
Conversation History
=
&0 Journal
e lunk Fmail

]

=3 PO

_|

Figure 181 - name the folder

2. Type a name for the folder and specify what type of contents the folder will have, in our

case Contact Items
3. Click OK
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13.9.3 New folder created

moww ALLUN snane FlupECiLcs

Search Trainers [Ctrl+E)

« My Contacts
We didn't find anything to show here.

123
Lync Contacts Double-click here to create a new Contact.
k
Contacts @
cd
e
Connect to a social network f
)

Figure 182 - here is the new folder in the navigation pane

We now have a new contact folder in the Navigation Pane although it does not have any contacts in it

to begin with.

13.10 Place contacts in folders

Create new contacts in your new folder, by starting the process with the new folder selected.
Drag contacts from the default contact folder to the new folder to move them.

Hold down Control and drag a contact to copy it.

13.10.1 Create contact in new folder

o] £€- 8 -

UL HOME | SEND/RECEVE g3 g i Untitled - Contact 28 - 8%
B & E:I x CONTACT | INSERT ~ FORMATTEXT  REVEW

New NewContact New Delete | (72| x R Save 8 New e —] T2 Details i N [ o &% Irm I Cateyorics -

o - N | Lg r v | %Yo 3
Contact  Group  hems - el [23 Forward - R Certificates :' B X . “@ 1> Follow Up -

New Delete | Save & Delete General " - Email Meeting More Address Check
[ T, Onetiote T e prvate
2T Contacts Actions. Show ‘Communicate Names Tags Zoom Ink ~
Ful name

Lync Contacts
Contacts

Tralners

Connect to a social network File as

Home

Business Fax.

Mobile

Addresze:

Business.

This is Uhe mailing
ndrace

Figure 183 — create a new contact in the new folder

1. Click on the folder in the Navigation Pane
2. Click New Contact

3. Proceed as before
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13.10.2 Move contact to folder

Figure 184 — move by dragging

Mew Delete Communicate
4
4 My Contacts
123
Lync Contacts
Contacts:
Trainers cd
e
Connect to a social network ;
Dirag hers - === the =mall g
square with the cursor.
Frop when you land an the h
folder to put it in
ij

Contacts - people

]

Fred Flintstone

Fred Flintstone

Bedrock Investments
Head of Sales
Sales

56 High Street
Bedrock BR3 2EE

Drag the contact you wish to move and drop it on the folder in the Navigation Pane.

13.10.3 Copy to contact folder

4 My Contacts

Lync Contacts

Trainers

X

3]
Connect to a satial netwark

Figure 185 - Copy to a folder

Hold the Control Key as you drag - see the plus sign — this copies the contact to the new folder and

leaves a copy behind in the original.
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14 Connect to a social network

14.1 Social connector

If you work in Recruitment, you will most likely spend some of your time on Linked In. This may also

be the case if you are job hunting or if you simply want to keep up with what your contacts are doing.

Outlook 2013 allows you to connect to Linked In which brings details of updates directly into your
inbox in a Social pane at the bottom of your email. It is also possible to connect your Facebook account

and see updates here too.

14.1.1  The social connector

4 My Contacts

Lync Contacts
Contacts

Trainers

[Cnnned to a social network ]

Figure 186 — connect to social networks

1. From the Navigation Pane in Contacts click on Connect to a social network.

Free eBook on

Learning & Development
By the Chief Learning Officer of McKinsey

Prof. Dr. Nick H.M. van Dam

21st Century Corporate
Learning & Development
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14.1.2 Follow the wizard

Connect Office to your social
networks

Contact information is always kept up to date.

As you read your mail, see related information, such as email, L
attachments, and pictures all in one place. |

View social network updates from your friends and colleagues.

Figure 187 - the step by step wizard

2. Read the screens that come up and click Next.

14.1.3  Select the networks to connect

Social Network Accounts
i Connect Office to your online sodal netwarks by selecting the netwarks below and logging in.

+ B>SharePoint [FrE e

g Connected as: Llsa Jones

O EdFacebook

] [ Linkedin

\ User Name: | ishel@theittrainingsurgery.com |

Password: |uuuu |

Remember my password
Forgot your passwerd? l

Click here to create an account

Linkedln contacts are saved in the following default account:
lisa jones@theittrainingsurgery.com
1B dafault_chone nhatar and i inn from thic

Privacy Statement Connect Finish

3

Figure 188 - choose the networks to connect to

3. Fill in the log in details for each network you want to connect to

4. Click Connect

125

Download free eBooks at bookboon.com



Outlook 2013 Connect to a social network

Social Network Accounts
li Connect Office to your online sodial networks by selecting the networks below and logging in.

v B SharePoint DX

Connected as: Llsa Jones

[ EdFacebook

« [Linkedin DX

Connected as: shelley fishel @theittrainingsurgery.com
1 & More

Connect to another secial network

: Privacy Statement Connect

Figure 189 - complete the log in details

The connector will send the log in details and they will be checked. If they match up you will see the

screen above.

5. Click Finish

14.14  Congratulations

Congratulations!

Office is now connected to the following social networks:
LinkedIn

See what's going on
Linkedin updates for your friends and colleagues appear in Office.

Control what you share with others

You control which of your updates other people see. Log on to Linkedin to
change your privacy settings.

Close

Figure 190 - that’s it you are now connected

You are now connected
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14.1.5 See Linked In Contacts

e [ErN TS

4 Ny Contacts

Lync Contacts
Contacts
Trainers
LinkedIn

Connect to a social network

Figure 191 —new contact folder created

A new address book has been created to hold all my Linked In Contacts. It works just like a regular
address book.

14.1.6  Information shows up in the People Pane

L} |
s ¥ searn only what you need
training s .
Shelley Fishe ﬁl IR
Founder i
tm Shelley Fishel - CDOL has an updated profile L} Thursday 08:24

ALL

M Shelley Fishel - CDOL is now connected to Monica Seeley 4 days ago 21:08

ATTACHMENTS
MEETINGS

Figure 192 - see information about a contact’s social activity in the people pane
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14.2  The people pane

The people pane can be displayed so that you can see what is going on with the people you email. It is

handy as you can see the history of email with them and also if you are connected to a social network,

this is where you see the updates.

14.2.1  Show the people pane

m o
= r
People Reminders Open ir
Pane Window  Winc

Pe . Normal it
Minimized

Off

Account Settings...

Figure 193 - turn on the people pane

1. On the View Ribbon

2. Click below People Pane and select how you want to see it.

14.2.2  All interactions
PIGAGE 110 1N e youneed

Shelley Fishe %

Founder

E‘ Canceled: Meet up on Thursday

tm Shelley Fishel - CDOL has an updated profile

[m Shelley Fishel - CDOL is now connected to Monica Seeley
MAIL E‘ meet up

ATTACHMENTS | (21 Timesaving Tips from The IT Training Surgery for 19/05/2014

ALL
WHAT'S NEW

MEETINGS =1 Can we meet up?
[UJSheIIey Fishel Calendar.ics (5 KEB)

3 Timacawina Tine fram Tha IT Trainina Sorman: Frar 17ME N4
Figure 194 - see all interactions in one place

The People Pane has five sections.

 All - this shows a summary of all communication with that contact.

Thursday 0930
Thursday 08:24
4 days ago 21:08
4 days ago 14:30
& days ago 0904
6 days ago 0645

o What’s New - this is where any new updates from social networks such as LinkedIn or

Facebook will show.
o Mail - here you will see a list of previous email.

« Attachments — any email that have attachments will be listed here.

o Meetings — any meeting you have scheduled with this contact will show here.
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14.2.3 What's new

Kaps

LFingertips

”

Kapil Kapur

Excel and Database Specialist

[} Kapil Kapur is now connected to Paul Taylor
[} Kapil Kapur is now connected to Rosie Davies
WHAT'S NEW [T Kapil Kapur is now connected to Mark Lacey
MAIL [} Kapil Kapur is now cannected to Harry Harper
ATTACHMENTS

ALL

MEETINGS

Figure 195 - see only new interactions

Connect to a social network

23 hours ago
Friday 17:56
[N Friday 14:15
Friday 13:19

Here I have an email I received from Kapil Kapur who is an Excel and Database specialist. I can keep

up with all his new activity on Linked In!

To go to LinkedIn and see Kapil’s profile, I can click the blue link.

360°
thinking.

Deloitte.

DiSCOVCI‘ thC truth at WWW.dClOitte,Ca/CaI‘CCI‘S © Deloitte & Touche LLP and affiliated entities.

Download free eBooks at bookboon.com
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1424 Goto Linked In

ewi O - @G ‘ﬂ Kapil Kapur | Linkedin

Advanced

Profile Network Jobs Interests

Part-Time EMBA In London - Top-Ranked MBA program In London. Flexible montnly schedule. Find out more. | Read More »
Kapil Kapur L0 How You're Connected
Excel and Database Specialist

| - and Services
|

3 Fingertips Inteligence

Lt / Central Surrey HHealth, Simply Spreadsheets Lid, NHS London
SHA « Connected on |inkedin
University of Ouford

500+ .
[ «apil 1
b9 senc a message
W Relationship WA Contact Info 1 year ago
Grow Your Career By Following
Background
| Connectus
| ﬂ 4
| -
1am a freelanca data analyst who uses his extensive mathematical ability in the following areas - Veh e

* Construction of financial and data models from scratch i i & e
| * Data analysis for commercial projects e.g pricing, bids and tanders lley, get the latest on Connechis. Jobs, News
L *PucessAutomation .0 excel marios

Figure 196 - go to their profile from your email

I get straight to Kapil's profile to see what he may have updated.

1425 Malil

11
tfraining

N
Shelley Fishel B
Founder
[2) Timesaving Tips from The IT Training Surgery for 19/05/2014 6 days ago 09:04
ALL —
[5) Can we meet up? 6 days ago 06:45 [
WHAT'S NEW |ljshelley Fishel Calendar.ics (5 KB}
MAI 21 Timesaving Tips from The IT Training Surgery for 12/05/2014 13 days ago 0%:03 Y
ATTACHMENTS | (2 Beijing.pptx 14 days ago 15:29
| Beijing.pptx (841 KB
MEETINGS Bciingipoey 4
[Z) Shelley Fishel has shared 'China Trip' 14 days ago 15:07
2 Timacavinn Tine fram Tha IT Trainina Soraan far NSNG /014 70 Aave ann N@N7
Figure 197 - see a list of recent email between you
The Mail section shows a list of recent emails.
14.2.6  Attachments
([LSH 1] [S Frasavevoes -
Shelley Fishel B~
Founder
@J Shelley Fishel Calendar.ics (5 KB) & days ago 0645
ALL n
LUJ Beijing pptx (341 KE) k 14 days ago 15:29
WHATS NEW | (i) aTT67108 (67 KE) 05/12/2013 17:30
MAIL @J ATT19977 (19 KB} 05/12/2013 17:30
ATTACHMENTS LUJ Word Advanced v1.0.docx (265 KB} 02/12/2013 22:23
MEETINGS [l Patrick Kelly.vef (12 KB} 01/12/2013 00:26
1 Gary Weinsteinvef (6 KB} 01/12/2013 00:25
M wamcrsasmi o s st

Figure 198 - see a list of email with attachments

Find a list of emails with attachments from this contact here.
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14.2.7 Meetings

Shelley Fishel %
Founder
:@Canceled:Meetup on Thursday Thursday 0%:30
ALL ”
E'?'; meet up % 4 days ago 14:30
WHATS NEW @ Canceled: Celebrate a Successful Webinar! 05/12/2013 17:30
MAIL [ljaTT67108 (67 KE)
ATTACHMENTS @AW199?7 {19, KB
r - ) z ¢
[ meennGs m Canceled: meeting test 12/11/2013 10:30
E"‘&g Canceled: Test room meeting 12/11/2013 09:30 9
|7 canceled: new masting 12/11/2013 09:00

Figure 199 - see a list of meetings with this person

A list of meetings with this contact are shown here.
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15 Tasks and to do

15.1 To do

When entering the Task Module there are two items listed in the Navigation Pane. One is the to-do list

and one is the task list. So what is the difference between the two?
To-do list - this is a master list which includes all tasks that have been created as tasks and also any

item that has been flagged.
Task List - this includes only tasks and will not show any flagged items.

The To-Do List is in fact a search folder that includes all flagged items and tasks and is always up to date.

15.1.1  The to-do list

- 8= SEARCHTOOLS To-DoList - Imingzurgery.com - Outiook T @it o
HOME  SEND/RECENE  FOLDER  VIEW ARC

Figure 200 - the to-do list

1. In the Navigation Pane click To-Do List
2. See a list of all the flagged items plus any tasks that you have created

3. Display the In Folder column to see where each item is stored.

15.1.2  Flag an item to add to the to-do list

4 Monday
‘Shelley Fishel (shell... >
Please Vote Mon 8:00

Please vote on whether to

4 Three Weeks Ago

Figure 201 - flag an item
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When you flag an item and/or set a reminder, it is added to the To-Do list.

new veime nespunu raanays 1asn | up CunEn view
search To-Do List [Ctri=E) yel
4 My Tasks
(4| TASK SUBJECT START DATE REMINDERTIME | DUE DATE IN FOLD... | CATEGORIES el
Click here to add ..

asks
4 |* Flag: Due Date: Today

i Write Report Thu 14/11/2013 MNone Fri 15/11/2013 Tasks I"
¥| Get room ready fo... Thu 05/12/2013 MNone Thu 05/12/2013 Tasks |b
v Prepare Repart on... Nane Thu 05/12/2013 16... Thu 0 013 Tasks |’

Timesaving Tips fr.. Fri 23/05/2014 None Fri 23/05/2014 Inbox |’
= Toctipopial o T, Fri 23/05/2014 None Fri 23/05/2014 Inbox i

Please Vote Fri 23/05/2014 Mone Fri 23/05/2014 sent [tems |b

Figure 202 - see it on the to-do list

Here it is!

15.2  Tasks

New tasks can be created in several ways.

o Click New Task in the Task Module
« Type in the Click here to add new task row at the top of the To-Do list.
o Drag a calendar appointment on to the Task shortcut

o Drag an email onto the Task shortcut

15.2.1  New task

s B 2 H9 & s Finish writing ook - lask A
M SEND/ RECEVE TASK INSERT FORMAT TEXT REVIEW

g x 3 &aﬂ v [=NRY, _? = O = B 6 private

! Viigh Importance
Save s Delete Foward OneNote | Task Detals  Mark  Adsion SendStats Recurrence  Cateqorize Follow o -
Close Compiete Tosk  Report T e Lowimportance

s‘\m‘.@ Wanage Task Recurence g Zoom ik af ne
Finisn wiiting ook

=gy = O~

9 Reminder | Thu 2800572014 ) oo -] [@] owne

4 My Tasks

To-Do List
Tacks

Figure 203 - create a new task

In the Task module click New Task

Complete the details — note that each task has two views, Task and Details.
Type a subject

Set a start date

Complete the status

SR A S o o

Set a due date - tasks will show on the calendar on the due date — when viewed in Day,
Work Week or Week View

If you want a reminder - tick the box and set the time

~

8. Set the percentage complete
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15.2.2 Details view

2 H 9 L= 2 Finish writing Book - Task ? W=
TASK  INSERT ~ FORMATTEXT  REVIEW

XS E P v e @B O B OPpoee

B . ! High Importance
Save & Delete Forward OneNote  Task Details Mark  Assign Send Status Recurrence  Categorize Follow

Close Complete Task  Report i Up~ ¥ Low Importance
Actions Show Manage Task Recurrence Tags Zoom Ink
Date completed  [none [az]
Total work 0 hours Mileage
Actual wark 0 hours Billing information
Company The IT Training Surgery

aicatiy

Update list |

Figure 204 - see more details

Here you can add more information - if you travel this is a good place to note mileage.

Ipsos-8-

4+ 26-30May 2014 Pew York HY - L
MONDAY TuEsoAY WEDNESDAY THURSDAY FRDAY

26 27 Ed b2 30
Spiing Dank Hoda, Unted
ingaom

Snow acks on: Dut Date

Figure 205 - more information can be added here

On the Calendar the task is displayed in the Daily Task List view which can be shown at the bottom of
the Day, Work Week or Week view.
15.3  Create a task from an email

You just received an email from a colleague or your boss asking you to take action on a project. Rather
than create a task from scratch you can drag the email onto the Task Icon to create a new task which

includes all the relevant information.

15.3.1 Drag to the Task Icon

ple Tasi

Figure 206 - drag an email to task icon

1. Drag the email and drop it on the Tasks shortcut
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15.3.2 New task created

L -
“ TASK | INSERT ~ FORMATTEXT  REVIEW

EXs 8 VR v B O m i

. ! High Importance
Save & Delete Forward OneNote | Task Detals  Mark Assign Send Status Recurrence Categorize Follow

Close Complete Task  Report - Up~ ¥ Lowimportance Inking
Adtions Show Manage Task Recurrence Tags zoom | ink
@ Ducin3days
Subject Please action
Start date Hone M| status Not Started -
Due date ﬁ] Priority | Normal +| % Complete *%
Reminder n LRI »| None ~ | 4B Owner Lisa Jones

MO TU WE TH FR SA SU
28 2930 1 2 3 4
............ 5 6 7 8 910 11

i 12 13 14 15 16 17 18
Sent: ]
19 20 21 22 o5
To o n 2
Subject: 26 27 28 29 B
23 456 7 38
Hi Lisa

Today Hone

Please could you design the book cover for the Outlook tips book. It needs to be done next week and finished by 26 May.

Figure 207 - new task is created

A new task is created with the subject from the email. All you need to do is fill in the start/due date and
any more details.

2. Click Save & Close

ne generation’s transformation is the next’s status quo.

In the near future, people may soon think it's strange that
devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift”.

Ceeeeeeeeeeeeeieieeeeeiteteeeae s eeseeeeeaene s Alcatel - Lucent @
www.alcatel-lucent.com/careers
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15.3.3 Task appears in to do list

Tasks and to do

Search To-Do List (Ctri~F) L
4 My Tasks
[ TASK SUBJECT START DATE REMINDER TIME | DUE DATE IN FOLD... | CATEGORIES o
To-Do List Click here to add ..
Tasks
4 [* Flag: Due Date: Today
P, Write Report Thu 14/11,2013 Hone Tasks >
| Get room ready fo.. Thu05/12/2013  None Tasks g
| Prepare Report on... None Thu 05/12/2013 16... Thu05/12/2013  Tasks g
Timesaving Tips fr... Fri 23/05/2014 None Fri 23/05/2014 Inbox I“
(5 Testimonial from T... Fri 23/05/2014 None Fri 23/05/2014 Inbox >
M _ .
4 | Flag: Due Date: Next Week
7| Please action Mone Hone Mon 26/05/2014  Tasks |
2| Finish writing Book Mone Thu 29/05/2014 08... Thu 29/05/2014 Tasks I
Figure 208 - task appears on the to do list
The new task appears on the To-Do list flagged for Due Date.
<
Search Tasks [Ctrl+E] »
4 My Tasks
5] SUBJECT DUE DATE OWNER REQUESTED BY i
To-Do List Click here to add a new Task
Tasks 2 ] Write Report Shelley Fishel g
%) [ Prepare Report on webinar o Lisa Jones >
21 [ Get room ready forwebinar ] LisaJones >
e — on o Tones r
5] ] Finish writing Book Thu 2870572012 Lisa Jones |

Figure 209 - task appeas on the task list

The new task appears in the task list as well — without any other flagged items.
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15.4  Create a task from an appointment

Drag a calendar appointment to the Tasks Icon and when you let go a new task will be created.

& H - = Create Next 5 tips for website - Task

TASK INSERT FORMAT TEXT REVIEW
7 a9 o - ] [ B (0 Private
EXSEME v kE O R

! High Importance
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence  Categorize Follow

Close Complete Task Report - Up~ ¥ Low Importance nkin
Actions Show Manage Task Recurrence Tags Zoom Ink
@ Duein 2 days.
Subject Create Next 5 tips for website
Start date Mone E Status Not Started -
Due date Tue 27/05/2014 E Priority Narmal - % Complete e B
Reminder Mone None - ipel Owner Shelley Fishel
Subject: Create Next 5 tips for website
Start: Tue 27/05/2014 11:00
End: Tue 27/05/2014 11:30
Recurrence: {none) I
Organizer: Shelley Fishel

Appointment to task

Figure 210- drag an appointment on to the task icon
Complete the fields for start/due date and status, set a reminder if you want one and click Save and Close.

The new task will appear in the task list and the to do list as before.

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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16 Mail merge

16.1  Mail merge

Outlook 2013 uses the Microsoft Word 2013 mail merge engine to produce mail merged emails
start a Mail Merge from within Microsoft Word 2013 or from Microsoft Outlook 2013.

Here are the steps to send one personalised email to many of your Outlook Contacts.

16.1.1

123
@ha\ley
a
helley Fishel

Founder

594 Brent

Select the Contacts

London
1 Greater London
NW4 2EA

Jim

Lisa Jones

Lisa Jones

The [T Training Surgery
Assistant

Admin

Williams, Mark
’\ Mark Willia
el Vamainaor

ms

Pensar IT Management

ector

6797 Wark

Fred Flintstone
Fred Flintstone
Bedrock Investments
Head of Sales
Sales

36 High Street
Bedrock BR3 2EE

Joe Smith
Joe Smith

876 Work

25 High Road
London NW5 3EE

Sims, Richard
Richard Sims
The IT Traininng SUrgery

Assistant Adminstrator

594 Brent Street
London

NW4 2EA

v theittrainingsurgery.com

Wilma Flinstone

Wilma Flinstone
Bedrock Investments
Chief Bottle Washer
Dishes

Figure 211 - choose who to write to

Search Contacts (Ctrl<E)

Jane Jennings

Jane Jennings
Big Shop

Head Buyer
Buying

/ork
tobile

25 High Road
London SE2 3RR

Kelly, Patrick
r W Patrick Kelly
el pat@patrickke
Trainers
Trainers
Group

Winder, Helen

Helen Winder
Transire Ltd
Managing Director

. You can

Click on each Contact to include in the merge - if they are next to each other, hold down the Shift key.

If they are not next to each other, hold down the Control key as you click.
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16.1.2  Click mail merge

- = =

e Business C... Card

Current View

=

Mowe Mail OneNote
*  Merge
Actions

Forward Share C
ontact - Contacts

Mail Merge Contacts

ol ;.-;'oli

Share

Contacts

-::_:Z- All contacts in current vj
(@) Only selected contacts

View, and then choose a command.
b Document file

(®) New document

() Existing document:

Fields to merge

® All contact fields

Contact fields in current view @

To filter contacts or to change the columns in the current view, on the View tab, point to Current

©

Browse...
Contact data file
To save this contact data for future use or reference, specify a file name.
I:‘Permanentfile: Browse...
Merge options
Document type: Merge to: Message subject line:
Form Letters ¥] E-mail ducing our new tips
O
[ i
L

Figure 212 - start the merge

Click Mail Merge on the main Home Ribbon.

Mail merge

1. Select whether to use all contacts in the current view or only the selected contacts

2. Choose which fields to include - this allows you to pick individual fields to personalise

the messages

Decide if you are creating a brand new message or using an existing document

4. Choose E-mail in Merge to - this tells Outlook that you are creating an email rather than

a document
Type a subject line for the message
6. Click OK
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16.1.3  Outlook now initialises Word

Outlook now opens up Microsoft Word which is where you will create the message and complete the

merge process.

16.2  Create the message

Now that you are in Word, you will see the Mail Merge Ribbon with the options to complete the

merge process.

16.2.1  Word Mail Merge Ribbon

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT

= - |— r! p— Ij I:_LI [ Rules - M4 > M D_) =
E &I e 4 = ¥ Match Fields
Envelopes Labels  StartMail  Select Edit Address Greeting Insert Merge Finish& | Merge to

[ Check for Errors Merge - Adobe PDF

Create Start Mail Merge Write & Insert Fields Preview Results Finish Acrobat

Merge~ Recipients - Recipient List Block Line  Field~
Figure 213 - create the message in Word
The steps for a Mail Merge follow the direction of the Ribbon and move from left to right.

You have already set the subject line, and selected the recipients (you did that in Outlook), now you
need to address the message to each individual and add any text. Then you can check how it will look

before completing the merge.

,.a UNLEASHING
see¥  LHANGE
<” MANAGEMENT

UCTOBER 18 & 19, 2018

DE RODE HOED
AMSTERDAM

Click on the ad to read more
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Outlook 2013 Mail merge

16.2.2  Mail merge fields

LAYOUT REFEREMCES MAILINGS REVIEW VIEW

D B _L [3 Rules~
== S ¥ Match Fields

Address Greeting Insert Merge
Block  Line Field -
Write & Insert Fields

.

Figure 214 - add mail merge fields

Address Block - this inserts a whole finished Address Block - not necessary when sending an email merge.

Greeting Line - you can choose from a selection of pre-set greeting lines.

Insert Merge Field - this option gives you the greatest flexibility when building a personalised email or

letter. You can pick exactly which field you want to use.

16.2.3 Insert Merge Field

REVIEW VIEW ACROBAT

DRuIe:v «@:) M 4| L | E* £

=¥ Match Fields [0 Find Recipient

Preview Finish 8& M
Results D} Check for Errars Merger Ad
Preview Results Finish A

Dear «First_Name»

Figure 215 - add individual fields

Type the greeting or heading you want to use and then select the field from the Insert Merge Field list —

I chose First Name.

141

Download free eBooks at bookboon.com



Outlook 2013

16.24 Preview the result

U) Find Recipient
E} Check for Errors

Preview Results

Dear Shelley

We are delighted to announce our newsletter which is packed full of handy tips each month. You will
receive a roundup of the tips that appear on our blog, many of which are video tips.

Figure 216 - see what it looks like

M4l | »»

Docurmentd - Word

' &

Finish &  Mergeto
Merge~ Adobe PDF
Finish Acrobat

Mail merge

Click on Preview Results to see what your customised email will look like. Use the arrows to move

between records so that you can check each one.

16.2.5 Finish and merge

ACROBAT

B KA

: E)Find Recipient
Preview
Results Q Check for Errors

Preview Results

Figure 217 - finsish the merge

B 2

Finish &  Merge to
Merge~ Adobe PDF

,Eh Edit Individual Documents...

E‘.g, Print Documents...

" Send Email Messages...

When you are absolutely happy with the message, click the drop down under Finish and Merge and

select Send Email Messages.
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16.2.6  Confirm the merge

tapy ey

J "o e wm e s

Merge to E-mail ?
I~

nn
the

Message options

To:

subject ling: ||ntroducing our new tips!

Mail format: | g "

Send records

® an

(_) From: Tao:

Current record

L& b B8
tip
Email |

Figure 218 - confirm you want to send

Check the dialogue box - you can change the subject line if you want to here.

Click OK to send the email merge.

16.2.7  See the sent messages

All Unread ByDate > Mewest § |~

4 Today

‘helen@transireltd.com’
Introducing our new tips! 1355
Dear Helen The IT Training Surgery Tips

Richard Sims
Introducing our new tips! 13555 X
Dear Richard The [fraining Surgery
Shelley Fishel
Introducing our new tips! 13:55
Dear Shelley The IT Training Surgery Tips
‘Kapil Kapur'
RE: Thank you for promoting y blog 12:56
Thanks Kaps! Appreciated. Lisa/Shelley
4 Friday
Richard Sims
RE: Hello Fri 23/05
HiRichard Great to meet you - welcome
4 Wednesday
Shelley Fishel
RE: Sharing invitation: Shelley Fishel - .. Wed 21/05

e nepy e eepy on Ly s
Sun 25/05/2

Lisa Jones
Introducing our new tips!

To  MRichard Sims

Dear Richard

The IT Training Surgery Tips Newsletter

We are delighted to announce our newsletter which is packed full of handy tips each month. You will receive a

roundup of the tips that appear on our blog, many of which are video tips.

Sign up via the website www.theittrainingsurgery.com

Liso

Figure 219 - merged messages appear in the sent items folder

Mail merge

The messages are sent immediately - to see them, go to the Sent Items folder in Outlook and there they are!
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reply and move 77

standard email response 72

standard new email 74

standard response and appointment 69
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send recieve 12
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Scheduling Assistant 104 meeting response 107
Search
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Signature Themes 30
create 41 The Ribbon
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