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Getting Started

Overview of the Main Outlook Window

Change which navigation buttons are shown, and in what order, through the Navigation Pane Options

window.

Inbox - Micresaft Dullook

Inbox - Microsall Oulloak

PBe Edt Yew Go Took  Adions  Hob
Eondmee = | 53 K | jaBenly iRenhybo Al 3 Forwand | 20

XN ()

Show/Hide full menus or
change how toolbars are
docked (share one line or
separate lines) through
“Customize”

Inbox - Microsoft Outlook

ple Edt Wew Go
PndNew - | 3 X
(| @geck @ | (A

: @ snaglt 21! | window
Favorke Folders

L Inbox

- Uvead Mad

4 For Follow Up
(=3 Sent Items

All Mad Folders

%y Organize
(31 Rules and Alerts...

3

3 4% Mailbox - UMBSSoftH{
(5 Deleted Rtems
[/} Drafts (5]
@ ) Inbox
(3 Infected

Send/Receive
Find

furange By
o | Mavigation Pane  Ak+F]

PEe ER Yew go Took Acors b T -
- 3 % | & Rapiy to. Fon @, (), Tyee scortsttafnd a ) ) ) 3
.Jm” = = kb eeh “ A} Gt .pPN.....u “ g Navigation Pane Options r>_<|
123 @k 12 5131 0| )| essooes =EEN | l> -
(G Saglt |51 | Window » Display buttons in this order %
[ | Move Up
Faverie Folders rranged By: Date Oidest on top ~
=" i
A For Folow Lp i UMESSofttelp SHfa0s
£ ek Trems plook 2003 - &t
Al Mol Folders i Obwstead, Nate: siz3fzoos
— .
B [ rboxe s -
_;Wme(t;:d =) Last Month
() Outbox (g ¥am, Cuaried TR0 [ K ] [ Cancel ]
"M-nn:x .|
= =l Three Weeks Ago
uarzes ¥
Al fokders are up to date. ()] Connected ~

Reading Pane Py
1

<4 Autor

Out of Office Assistant...
Maiboy Cleanup...

5] Empty "Deleted Items” Folder

&l Recover

Ctrl+Shift+8

JBP AMANIAN (C

Expand/Collapse Groups

L

Reset menu and toobar usage data
Other
[Jiarge icons!
[¥] Ust font names in thekr fonk
[¥] Show ScreenTips on toobars

us/Year in iMpad

ic Update

[ Show shortaut keys in ScreenTips
Menu animations: | (System defaul) v

Persgn T toots
]
(V] Abways show Full regus

Tue 2026 "’l
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Setting Options

Each tab in the Options window contains a variety of settings. Some tabs also contain access to additional
settings and features.

The Preferences tab contains settings specific to the standard folders in an Outlook profile. Several settings
can be found under Email Options.

Advanced [ mal X

Save messager

Save creerd tore v: SITTEEN v

E’Wumm ) e

[0 Saeers ther than the rbr, save sacies wih orignal wessage:
£ mail Optiors f [Z]50ve tormardnd mossages

mw Sewr Baewl e B ey Bbee

banet ] M momg o dueng 1 comn tae TEEYTTTE

Frolmances | Mok 5atup | Mol Fomat | Soaling | Secuty | Cther | Deiepetes

j Change 2 appewance of messages and the {':onnaw-mpmnwwlo—w [E;}Jmummnhmw
[ oetran.. €[ cosopeone ])w—l’ [7] Dsplary & Moo M Dot Alert (et makt Db ary )
Coonder .. RIS
E Custonn e sppew arce of e Coende,
Floetam wmeder | 15mentes ¥ | | Calordar Coters.. |

Tads
z Change B appewrance of tagks.

Savarder trve: 800 A v Tash Optaorw... L When rephing 85 4 messagn

Cortacts WS nchade orgred reseaon test -
=

Use there opbions Lo werlly the date and tme & message has
Seer recawnd by the recouect.

°‘mmmmmm
7 Pvacess secapts on weet
[ tdver grocensing, mowe recects b

Charge def st settrgs bor cortact snd e, W formarding & messsos
[ Cornanr Cpties... | | dournal opmens . | 1chide Grgras PsEagn tect v

L
hange Be spper anve of sotes. C Sk o
For o messages | send, request;
[ mosd recopt
[0wbvery recet

=) = Jlow] s g s

(it ot sty commerts v

veoapts, Oy agcies 3o Intarmmt Mak accounts,
) twarys sond & resporse
Mo pend & respones
(3) At e belore sendeg & restonse

(= J [ ]

Email accounts can be modified from the Mail Setup tab. You can open additional mailboxes, as well as
create and manage pst files for offline storage.

| Preferences | Mol Setup | Mad Format | Speling | Securky | Gther | Delegates |

E-mal Accounts |- Add Mailboxes
i 3 Set up e-mad accounts and drectories,

i

Serd/Receive

A Set send and receive settings for e-mad messages and documents,

s oty vhen crced
Data Files

&.. mmi«mﬁstmmemm

Manage Personal
<4~ Folders

Disk-up

@ Control how Outiock connects to your dial-up accounts.
(®) warn before swikching an existing dal-up connection
O Rdways use an existing dal-up connection
[[] Augomatically dial during & background SendReceive
[¥] Harw up when finished with a manual Sand/Receive

Lo J[ concet |
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Default formatting (background stationery, fonts,

and signatures) for outgoing messages is

. . Setup | Mal Format | Speling | Securky | Gther | Delogat
controlled from the Mail Formattab, i.e.. jialsesoray Yo £ A - alt
Message Format
-]_1 Choose a format For outgoing mad and change advanced sattings.
2
cenpose in this message Format:
1. Fonts... allows you to change the font face and C e - >
. [Cuse Mcrosoft Office Word 2003 to edkt e-mad messages
color for all new messages, as well as replies and [JUse Mcrosaft Office Word 2003 to read Rich Text e-mad messages
forwards. [ reemet Format... | [ international optices... |
) Stationery and Forts
Fonts SZ Use stationary to change your defauk font and style, change colors,
A‘% and add backgrounds to your messages.
Message fonts
Use this stationery by s <Nore> ’ |
. When Compasing 3 new message: 1 (2 '
1068 Arid Foots... | | Stationery Picker...
When rephying and foewarding: ; X i
10pt Ared Choose Fork.., ,{; Selact signstires for accourt: | Microsoft Exchange Server v
When composeg and readg plan text: Signature for new messages: <None> v
10 pr. Courier New Sonature for reples and forwards: | <hone> v
(5 ksl gl Rich Test m ot o
fork when using high contrast 3
-
Lo J[ comet |
Suionery forks
Some sationanies have fonts associsted with them, You
can choose to shwarys use your forks ratead of the cnes
spociiod inthe stationery,
() Use the fort specfied in stationery (f specified)
O Use my Font when rephying to and formeedng messages
O Rwarys use my fonts
o J[ _come |

2. Stationery Picker... offers stationery to choose for your outgoing messages, or you can create an entirely
new one.

Edit Stationery - [Untitled]
Stationery Picker

Message font
Stationery Choose the fonk and style you woukd like to use to compose
~ + messages with this stationery:
SJctns rech - ' (Gt
jO&’M Create New Stationery rg} Ut Change foek...
3] Currency . 1. Enter a name for your new stationery: Background
IFesta 5 Rationery can have either 8 background picturs o & sokd
9 G v =5 focrd) background color. Select the background for this stationery:
: \‘ Opicture:
Preview: 2. Chooss how to create your stationsry:
(® Start with & blank stationery O Colce:
O Use this existing stationery as a template: (00 not inchude a background in this stationery
/ “Preview:
(O Use this file a5 & template:
o
o o (eat> | o ]

3. Signatures... Create a signature to include in new messages and/or replies and forwards.

Choosing Advanced Edit on the Edit Signature window will open an editor based on the default format you
have set for your outgoing messages. For example, if you have Word selected as you editor, this will open
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Word; if you are sending mail in HTML format, this will open your default web editor (FrontPage,
Netscape, etc.)

£dit Signature - [Untitled] X

Sonature: {

e tent

) Z This tet wil be nchaded in outgong mal messages:
Create New Signature )

@ 1. Enter a name for your new signature!
I

Previow: \\ 2. Choose how Lo creste your sgnatire:

(3) Start with a blark sigrature

O Use ths extsting sgnsture &5 a tepiote: /‘[ fFort.. | [ Porograh.. | [ Oes | [ Advercedes... |

vCard options:

O Use this fle a5 3 tomplate: YEJ Attach this business card (vCard) to this signature:
- <Nooe> v
/
Cex ] (=
The Spelling tab sets Outlook to check your Options 7%
spelling before your message is sent. This feature | Preferences | Mol Setup | Mol Format | Spelng | Securky | Gther | Delegates
uses Word’s dictionary — if the dictionary is not General options
installed in MS Word, you will receive an error ARG BNy st roliimats & aigued Viols
(V] Always chadk. speling before sending

message. [ 1gnore words in UPPERCASE

[[J1grore wards with rrsmbers
[¥]1grore original message text in reply or forward

Various security settings, as well as digital Ids, are B Abocuretc e B et e el achze

set from the Security tab.

EdR custom dictionary
A Add, change, of remave words from your custoem dctionary.

International dictionaries
Choose which dictionary to use when checking your speling.
Language: English (U.S.) v

C= =)

Through Delegates, you can give another Exchange user permissions to one or more of your account folders
(i.e. Calendar, Contacts, Inbox). After selecting a user from the Global Address List (be sure the name
appears in the Add Users box on the right), you can set the level of permission for each individual component
of your account.

Options 33

Add Users X
Proferences | Ml Setuo | Mal Format | Soalieg | Securty | Othar | Delegites
Type Nome or Select From List: Show Names from the: . A
Delegates - 3 Delegate Permissions: UMBSSoftHelp X
Delegates can send Renms on your behalf. To grant permession to Thes dek s the f
others to access your fokders without akso gring = e deiegate has the folowng permissicns
e o et B e o e e = ] oo Edtor (can rend, croste, and oty teme) .
E— ore
v [Z10nke0 4z e iewer (con re0d tems) tome
—_— = bukhor (can read and crests Rees)
ﬁ Tasks
I ) 3
82 conats Mo v
Van Amburg, Oavid
van Deventer, Kathene y Notes None v
Van Winkls, Matt l
Vardeeti, Notabo 3 Jounal | Neoe v
VandeWsle, Don /
< / [ auscensticaly send & messaon to delegie summartng these permissions.
7 [TJ0elegate can see my private Rems
=]




The Othertab gives access to settings such as working with the Reading Pane, reminder notifications and the
startup folder. AutoArchive settings are also accessed on this tab.

Advanced Oplions '5(
Ganersl sethings
Srtupin this fokder: | Fbae

Emmmmm
[#] whan sslacting tect, mutomaticaly selact entirs word

Optians 7] [l Provvide feadbad: with sound
[] Shews Paske Optiors buttons
_nﬂ«m_mm_mmm_m_mm_m Deiegates | [ Linkcods b b Periial what 3 o
el Enabie kngong (b oubdeshooking])
5] ety the Celeted Ber fokder wpon exting [ ko sicript in st fkders
<l sk Outo the def st program Fox E-md, Contats, and R SNt RAK B
Ceruder, Appearance opbions

| Megation Pane Optiore... [ | advanced Options. ..

| Date Hevigeton: 8. Tahaens

dukabuchive S — [ Wen wisvire bickes, shows tine and date
b T i L Tekrobratosswdn
Tk wirking hours per waek: |40
Rasing Pane [ resrnder optre... | | Add-inManager... |
l._J I e o e Bl Bios [ cumompoens... | [ comasirs.. |
5

[Person Mames
‘k [l Erualele the Perscn bares Smart Tag

[ ox ][ comn |

Reading Pane

Resdng Pane ophons
[l Mark itorma et roa wotuer wiawseed iy b Ersachineg Pane

o J[ com ] o Wiy
1] Mk it et resad wheen sbaction changes
=] Single hery rearding using space bar

o J[ e ]

Working with Email

Creating a New Message

There are many ways to open a new message: ETE

fppontment ki
e Cul+N or Double click any empty space in any message Mastig Raguest  CrieShift4Q
folder (i.e. Inbox) Folder... CHShEtHE

Naigation Pane Shorteut. ..
MuiMessage  Culashitim |
antact CirbShift+C
Distribution List  Ctrl+Shift+L
Task Clrk+Shift +5
TaskRequest  ChrbeShift+l
Journal Eriry Clrl+Shift+
Hote ChrhShift+M
Intemet Fag ChrkeShift+

e Ctrl+Shift+M from any folder

e From menu: File... New... Message

e “New” button (use dropdown if in a non-message folder)
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Basic Mail Options

Open the From and Bec fields from the View menu.

These will remain available for all new messages G oEe Actons Heb
until you close them from the View menu. e » keadoberce 11| 1 3 | ¥
'*3' < n{ulﬁfiiir

Change the message format for the

current message from the Format menu.

This will not change your default format

(go through Tools... Options... Mail

Format... to change the default for all

new messages). To change to Rich Text ‘ o - 4

format from HTML, you will first need ] : 2

to change to Plain Text, click OK when e o S

warned that you will lose all formatting, ‘ < :: — ()

then change to Rich Text. st e i ik <
S PPTeT L AR M e N T o (OGN .‘5

Through the Insert menu, you can attach
either files from your computer or network

folders or Outlook items, such as B E&t Yow “
appointments and contacts. Piigend | bl A8 - E AR
L,_ B i E A
2nature ¥

1
R S T R A, .,.H.r‘“--ﬂ"""";
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Send Options

There are a number of options that can be set for an outgoing message.

Delivery/Read Receipt

You can request a receipt for delivery of a
message and/or notification that a message
has been read. Be aware that these settings
are only reliable if the recipient is also on an
exchange server. Otherwise, you may only
get a delivery receipt because the message
reached their server (but not necessarily
their mailbox) and a read receipt may never
come through.

Send Replies

You can have replies sent to a different email
account than your own.

Delivery/Expiration Date

Message settings

Delivery options

) []Have replies serk to: |

Message Options

X
Security
Importance: - Change security settings For this message.
Sensikivikby:
ting and Tracking options
[ use voting buttons: | hd

Request a delivery receipt Far this message

[IRequest a read receipt For this message

Select Mames. .. ]

Save sent message fo; |Sent Items

Erowse.. . ]

[oa nat deliver before: |Nnne | | 12:00 Ak

[ruane | [tz:00 am

Default -

| Auko-Seleck

[CExpires after:

Attachment: Format:

Encoding: w |

Contacts. ..

Rather than leaving yourself a reminder to
send an email message on a later date, set a

|
Categoties. .. |

Close

delayed delivery. Likewise, you can set an
expiration date so that the message will self-
delete once the purpose of the message has
expired (for example, if you email a question
about a project due this Friday, you are not
going to need an answer next Monday, so
why not have the message expire just after

the deadline).

Setting Priority and Flags

You can easily set High and Low priority to emails; no priority selected means Normal priority.

Message flags are a convenient way to flag necessary action on a message. You can also set a due date for the

action. These settings will be seen as a banner at the top of the email.

£2 Untitled - Message (HTML)

Do ER Vew leet Fomat Jook Actiors Hebp
Pidgend | el | 2% B ThAtachasadobePef || !
il -1l LA LB L D | E

‘ Bec... | Flagto:
- Folow up

SR | Dusby: Fee Your Information
Foeward

No R Necessar
Clear Aﬁ“g ! a2

DAL AN 0 At et AN (L et N A
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Replies, Forwards and Recalling messages

The difference between Reply and Forward is
that attachments are stripped from replies. To
keep the attachment, be sure to use Forward.

To Recall or Resend a message, first open the
message, then go to the Actions menu in the
message window.

When recalling a message, you can ask to be
notified if the recall was successful. You can also
choose between deleting the message or replacing
the message (this can be very useful for those times
you forgot to send the attachment!). Be aware
that you will not be able to recall messages sent to
recipients outside of the Exchange server.

When resending a message, you can add text if desired. Be sure to click Send (Resend from the Actions menu

does not automatically send the message).

Sorting Messages and Folder Views

Reading Pane vs. AutoPreview

B Reminder:

.Lom JMN“

Pge ER Vew et Fomst Jook |

July Microsoft Office Users Group Meeting

wfawd..ﬂ

-z; P

1.A[B

!

From:  UMBSSoftHelp
To:
Ce:
Subject:  Reminder: My

,-u.a.w
“

BLIS - All Business School

MICROSOFT OFFICE US

Microsoft Office Users

You are

“MS Word

& QR
d' Replyto A Qirl+Shift+R
%) Post Reply to Fokder
L Foryard

ey

CrkeF

N, Recall Ths Message...

for @

>

/\ o ]\ e~

sy, N

You can view the message through the Preview Pane without actually opening the message itself.
AutoPreview will list the first three lines of the message under the message information.

Inbox - Microsoft Outlook

Final Defense - RAVI
SUBRAMANIAN (OMS)
Boron, Martha
4 Baron, Martha Mon 11:44 ... To: BUS - All Business School
Final Defenss - RAVI SUB...

JInbox (1)
4 Unvead Mat
4 Ror Folow Lp
=] Serk Rterms.
IIMFW!
3 = Last Week

4 ROSSMP
B

o }4‘29

Sorting messages

Sort messages by clicking on the item of
the field bar that you wish to sort. A
small triangle appears in the field that is

Pge ER Yew Go

Inbox - Microsoft Outlook

Tools  Actions  Holp

iodten -4 N X | CaBeply jmwﬂ [ Fooward | 20Fnd | W

) Inbox (1)
| Uvead Mat

4 For Follow
L3 Serk Items.

B Inbox - Microsoft Dutloek

J Last Week

J RO§S M.P
-

sorted: pointing down for descending

and pointing up for ascending. The
default is to sort by date (descending). If
you sort by another field, such as From,
the message will also be sorted by date N - vl e
however, the triangle will only be in the 2 Mo ] otue e = . SRTENET s I
> & y RN Ty attacments Pri TS 20065 70 A
. 2 L MBSl L L -t
primary sort field). In Outlook 2003, 9 Deletsdmons || 4 Pacarmes | M L Wed 712712005 1:48 P14
Iso ch h A ety @ racumes | 4 Ton /2672005 2:4 P
you can also choose to have messages b 2| 3 st L R
L] Catpgoies
grouped. 2 oo 3 Date: o Weel
LT
: B 8 oten, e e TR 410N
2 Fetders | Boron, - L L E“ l‘ WS Pl T/ 2220005 35 A
(4 Smape, Mg ST Pare Ton 71372005 2:58 P
n| N Gerten, Curment View 3 IHon TIAf2005 242 PH
m—“ PRI 1T — Mon 7J18{2005 2:18 PH




Field Chooser

The easiest way to find Field Chooser is by right-
clicking the field bar in the window. You can
then select the field you want to add and drag it
and drop it on the field bar.

Customize View

You can customize how you view your
message box through Arrange By under
the View menu. There are a number of
preset options, such as by date or sender,
which will group and/or sort items in your
mailbox. Or you can choose an available
filter under Current View (turn off the
filter by choosing Messages).

You can also create your own views by
choosing Define Views and then setting
criteria. Give your view a name and specify
if you want it available only to the current

folder or all folders.

Custom Yiew Organizer

Viewes for folder “Inbox":

View Name: Can Be Lsed On
<CLTenk vidw settings = Al Madl and Post Folders
Mesiages AN Madl s Pt Folders
[MEsaa0es with SUboPrEiew A Ml sl Pt Folders
Last Sewen Days AN Masd v Pt Fokders
Unneaadd 55085 in This Folder | Al sl and Post Fokis
Sark To ll il arvd Post ok
[Message Tardng Al Ml arod Pt Folkg
Desscription

Fskds:: Importance, Ieon, attachment, From, Sub
Group By: Arrangement Label (descending)

Sout! Recetvid (descendng)

Filker: Off

Can be used on /!
(%) This Felder, visils to everyons

(0 This Fokder, viskle orly ko me
Ol and Post Folders

[ oy shoower wiewes crested For this Folder

(o
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Customize View: New

view

D) g From Subject A
Arrange By »
= Date: Monday 2‘ Seet Ascandiog
# Boron, Martha  Fingl Deferse - RAVI S il Sert Desgending
T | sowormers
||| Frequentty-used fieids v oo mr| =1 Group By Box E 12:22 P
NMWWM 5] :::::(C n..........mh.l.:q\ 571?‘::"1
Catoguries # Fed Qrooser ) o
Cc i ol
Micr o ’ 139 AM
Conkadts ity Microsd R KIS $:39
-} Conwersation >
= Formet Cokrnrs...
Creted _______IWkavived ]l —————  Bwisem
Do Not Autodrchive bse - KAM Custormize Current Visw... 935 AM
Dus By ;
- w—- ;*“.ll%\*“"‘mm._
Messoge
Orignator Delvery Reguested)
|Read b
=
P ot | pew
Ty BT +]] o
idd| w | MayigationPane  AE+FL Conrersation
Feadeg Fape " Eram
F\';W <4 dakcBraview o
25 trbo ExpandiColapie Groupt +
4 thvead Peminders Window o
Seerd | —— e
A il Fokder] Tnokurs. ¥ L 5 Educstion Sanaces Announcineg the new 2005 Fal
3 23 mpa | RabsiBar L3 [etructurne
() Defeted ems: Grtachmants. ol Dfrnse - RANT SLBRAMANLEN (DHS) i
LA Bralts. 5] E-mad Acegunt
@ 3 e Imgestance
o rteted e Lsdorshap Froge i (ML) | Gl CRizensh Dy g
';“""'“ Emal 1] Cotagories Htagan Leadesshs Frogrem (MLF) § Gobel Ctcanship Dy
:'.IQw-m o— large i Shusterst Statusaress in gt
2 Serk e [7] shownonps farsge: in Studert Statusiesr i bpsct ’
ol L Seawch Foldars porkment of Interim Provost and Executive Yice ¥
3 £ ABuschesd ‘Staoww Views: In Marvigation Pane e
&l Deleted Mems: Curvect Yewe
"ghl *. o s 3 FACLITIES
@ Ak -l G PRCHLITIES
ot On e i UMESSafteln peting - M5
23 Serk Doems:
[ Sewch Foaders =l mate: Three Weeks Ago
A LT Ty e Sl B - ,-m...-l(

Description

Importance, Toon, Flag Status, Attachment, From, Subject, ...
orw

RSPN—
i st

each

Foarmat: Coluris. .. Specify the dsplay formats For each Field

(o ] [Ccomnt ]




Out of Office Assistant

If you are going to be out of the office, you can have Outlook send an automatic message for you. You specify
the text and can activate filtering rules. This message will only be sent once to each person that emails you
while the Assistant is active. When you return and open Outlook, you will be prompted to turn off the Out
of Office Assistant.

Ot of Office Assistant
0 am currenihy In the Office
T currenidy Out of the

1 aemcut of the olfies this week... Edit Rusle

When & message | o
N scBogstvs | 20 (3 |41 (I (o ]
SEEE :
Status Conditions Actions [Clsent drecths tame [ Cogied (C2) ba e
Check Names.
- o (e tiames |
o i Messsge body:
Perforrs these actions: o, subsquert rues
W i Elstomnndos foralprat] | ey
gan Leadersh Frogram (MUF) | bl e
’monmmrrwnmm
1 Corntruction Traffc Uyt J
pere thunder storm rearming
il mmmﬂalummmnmé
bl Deleivier - EAM YUNG KEVIN KLIAS
i Smgelsi, Mchasl Student: and Facuty Lounges.
o sl G Getenionge s, . o PR SLGEUSFIOP e

Calendar Folder View

[ZalcnrJ.ir Microsall Oullook

SMTWTFS

1 2 3[4 5 6
78 91011 12 13
19151617 18 19 20
2222324 25 %6 17
26 293031

[#] Colsrdar (1)
[ Caterdar in ABBusS]
[ coterdar g»

Cpen a Shared Calerda gm
Share My Calardar. .

w

0 Items Ml Fohders ore upto date. || Connected - |

The difference between an Appointment and Meeting is an Appointment only involves you, whereas a
Meeting has other invited attendees and resources:

JLALB L UEXS

Aopertient | schwdng | -Wlm_

R W—
[ o5 Schol of Business] | Label: |[] home - i

Subfect: | Outook Traning
Starttme;  [Monanisizoos v [s00am | w| [abcayevent Location: [Ross School of Business | Label [ e v
Endtine:  [Mon8/1S2005 v [s20AM ¥ et

Start time;. Mon B1S/2005 v [a00am v [CJaldagevent
[Egerder: 15 wiuses _| Shont te o | sy Al End tine: Mon §/15{2005 v| [ v

[FReminder: |15 mintes v Shorytime as: | I Busy vl

—— -
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Creating a new Appointment or Meeting

Using keystrokes or menus 2t -]
Mad Massage CreN
e  Crurl+N or Double click any empty space in any Calendar %J| Post i This Felder  CtleShiltss
folder - Folder.., Ctri+Shift+€
SexchFolder...  CulShitep
e  Crurl+Shift+A (appointment) or Ctrl+Shift+Q (meeting) Nawigation Pane Shortak...
from any folder B Dopchimert o Cobe SR
@ Meeting Reguest CuhShlhy
e From menu: File... New... Appointment (or Meeting Conkact CHiShiR+HC
Request) Distrbutkonlst  Curlestiftel
o Iask Ctrl+ShiteK
e  “New” button (use dropdown if in a non-calendar folder) e
Journal Entry Qrieshits)
Note CrkeShift+N
Internat Fax Crl+Shift 4%
Outhock Data ...
Uflng an C’mal’l meSﬂgf I Michipan Leadership Program (MLP) / Global Citizenship Day - Event
DB Edt Vew et Formot Took dctions el
Drag and drop the message onto the : plawssioie ) 3 Dscmoa. | SHuassiese L3 X s ool 0]
Calendar folder. The message will be A it R R E
in the notes section of the Calendar Reponkment | Schedding |
item: Subject: |Mchigan Lesdersh Program (MLP) | Global CRicenship Day
wocation: | | aket: [ Mo ~|
Starttme; | Wed 832005 v [N Gy evert]

Ered time:: Wied 832005

[#]Reminder: | 18 hours | MWHD Fres b
o
From: ROSZS MLP
Sen: Friday, July 29, 2005 12:22 P
To: BLUS - All Reqular Faculty, BUS - All Regular Staff
Subject: Michigan Leadership Program (MLP) / Global Citizenship Day
. The lli"hiv?n Taaderchin Praoram Walcames Vomr Parfisrmation! &
Gt | (G ] e
From the Contacts folder
X340 Opon
E-ma: wess 4l prex i
9 F;:vgad i I
44 New to Contact
New Agpointmeck with Contact
% Now Meeting Request to Contact ;
New Task for Contact )
New Journal Entry for Contact
o , {
&) Cal Contact... S
@ CalUsing tateeting i 3
¥ Folow ...
X Delete
oo, _ g A A, PV D e e e LRl
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Appointment and Meeting Settings

ntitled - Appointment

! File Edit Miew Insert Format  Took  Ackions  Help
|gll Save and Close | = ] | f2¥Recurrence... | Elg\o’ite Attendees | ¥ 0 | * | @ ~ 7 ~| 'Rb | @ !
i|System v|||9 v|| A|lB I U| =
Appointment Scheduling |
Subject: || |
Location: | v‘ Label: |[] Mone V|
Starttime; | wed 8(3/2005 v| [zoopm v | Canday event O Important
Business
End time: wed §/3f2005 s |:| Personal
4 Augusk 2005 » D Wacation
_ SMTWTF S [ rust attend
Mlee y der: 2101 D Travel Required
78 910111213 [ meeds Preparation
14 15 16 17 18 19 20 D Phaone Call
21 22 23 24 25 26 27
28293031 1 2 3
[emnder: R
[ Free
Tentative
]
W Out of Office
[ Contacts. .. ] | | [Categnries... ] [ Private [

A4

Sacttime; | Wed 8/3/2005 v Cardy
Ered time: Wed 8/3/2005 v [3:30pM

T TP e Pl PP S Sy

v [3:00pm

v

End; 3:30PM ¥ Duration: 30 mirwtes v
Recurrencs pattem
Opady Recur avery (1 week(s) on:
Oweeldy | Mondyy  [IMondoy [lesdoy  [)wednesdsy
Omoothly | Mhrsdsy  [JFridey  [JSaturday
O Yearly
Ranga of recurrence
Start: | Wed 87312008 v | ©Noend date
OEnd after: 10 oCOuTenes
OEndby: | Wed 10/572005 v
o J [ cma | s

Scheduling a Meeting

I8 Untitled - Appointment Click to open
B 3 To: field
 Appontment | Schediing
Subpect: ||
Location: V| tobet: [ hooe 3 |
Schedule
Starttine; | Thu B4/2005 v [10pm ] [Clardey evect resources
En time: Th 8/4/2005 v| [200m ¥
[“]geminder: 15 minutes v -
el

I8 Untitled - Meeting fi
e £k Yew et RamR 1, Click here and
dgend |4 | W 8Os onter Attend s ol
— P2 Check
availability

Friday, /
800
—
L]

< >
(aactersv] [omors ] [T 8je72008 vl [tom
Moot endtime: | Thu 8/4/2005 vl zom v

W oousy W Tentatve M Outof Office I\ Mo Information
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Contacts Folder View

Contacts - Microsoll Outlook |;||E|E|
P Be Edt View Go Took  fcbions  Hep Type & question for el [o
o o) O3 0] 4 S o) Sopd | ), Tee ookt tofod iz e
Pgd | @ pack @) | [ | | i &g | Address Cards = !

Contacts Contacts

My Conbacks

A4 Contacts A, PEET

5] Contacts in Ay E-mad: MBS SoitHekdt. .
Cusrent View

& Address Cards

) Detaded Address

() Phaore List

By Category

) By Company

() By Location

() By Folovweup Fis

m

[1z3)
3]
(&)
(2]
(2]
(=)
[ee)
(e
3]
™
(e
(]

en chared Cocta

1 Item

Creating a new Contact

Using keystrokes and menus

e  Crurl+N or Double click any empty space in any Contact
folder
e Curl+Shift+C from any folder
5 MaiMessage  CurleShitem
e From menu: File... New... Contact 8 Contact » ChrShift4C
1| Distributien [ist  Crlashiftel
e “New” button (use dropdown if in a non-contact folder) o pas CoteshatE
il Taskpequest  Crrkeshiftl
B Journal Entry bkt +]
Wl pote ChrShift+i
4 Inkernet Fay Ctrl4Shift 4+
Chegrse Foemn.,..,
Outhook Diata File...
Using an email message W UMBSSoftifelp - Contact gl =115 3
DHe ER Vew [wet fomst ok Adces Meb
Drag and drop the message onto the QALY DN e
Contacts folder. The message will be in the e A ,
note section of the Contact item: Generdl | Dotals | Acovies | Certficates | ABFuids
EsSoftteh tost. () Esstiepstus ueh. (W)
Job tide: Ouplay as: LMESSofthrelp (LMUSSoftHelp@t
Compary: ! g—J Web page address:
Filo 5! LMESScftrsh v 4 address,
Phone numbers
) , I 4
T — T
1157 AM
(Busrwss . () To: UMBSSctHap
Subject: Outlook tramng classes
e Please mclude me in the upcoming Outlook trarng
(Busress... |(~] workshop
Dmm-nm Thank youl
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Using an existing Contact

You can always use Copy and Paste to create a new contact based on one that is similar, but if the similarities
are based on their company, open the existing contact and use "New Contact from Same Company" instead:

W Software Support - Contact

W Ross Computing Services - Contact

Pfe ER Vew et Fomat Tooks | Ack
ildsveandCoe | 4 8 | ¥ o H
10 LA ] b e Cokict ron Same Gompary ~1
- = | “New Qistrbution Uit Cri+Shiftsl "
Genersl | Detols | Actries | Ceticmd | Gererdl | Detads | Actnites | Certficates | AlFiekds |
Sltwre 5000t | gl s eter to Comtot & ﬁ
2ob tithe: 45| Newtessageto Contact N
Cogrpany: Ross Computing Servicd Gl ., Meating R 2 to Cortact oss: { Cogtpany: |Ross Computing Services
Flo as: Seftware Support Now Agpobrbment with Contact ? Flo a5: [Ross Computing Sarvces v
Phoce numbers ‘!’ New Tosk for Contact ) Phone numbers
B Now Journal Entry for Conkact Bushess, [l
(tome.. ! u , (ome.. )]
e oA ks sz e A < ENp Py PRy B W
Addresses
(o)) 7 o
|0 Arbor, ML 48109-1234
[¥] This is the maling
oddress

8|z

M address;

Viewing Contacts

A number of predesigned views are available with a single click in the
Navigation Pane of the Contacts window. You can use Categories to organize
your Contacts.

I Saftware Suppert - Contact

Ppe Edt Wew [nset Fomat Tocks jetios el
Ddswesdom b 4 B ¥ By s -2
i * -LA :
Genersl | Detsls | Activies | Certiic
sltre sippot_ | FTEIED ctsor | emsiveosos i ()
Job tithe: P Softelp (UM Softepddes. urmech, o
Comperry: i
Fio Scftmors Support ||| Avalable categores:
Fhone numbers Pa
BAEeS. .. B Farvorite
Gtz
iy
Bursinss Fac... E Moldary Caeds
Mok Corkacts
Internationsl
Rddeser ey &
" 0 Hscelarmos
Bupsress, E I Personal t -
=k [ee ) [ comel N[ momter cotmporyin... |
1
ke ]

Importing and Exporting Contacts

ontacts - Microsoft Outlook

My Contacks

9= Contacts
4| Contacts in Mailbox: - UMESSoftH
|84 Contacts in AllEusSchoal

Current Yisw

(%) Address Cards

() Detailed Address Cards
() Phone List

O By Category

O By Company [%
O B Location

() By Follow-up Flag

Open Shared Contacts. .
Share My Conkacts., ..

Custamize Current Yiew, .,

) . ) . H Edit Wiew Go Tools Actions Help
You can bring contact information into Outlook d ] new > | B[, e s contac o i .!
from a number of sources, or create other data files | o P15 4 @ )| Addvess cards
1 - Close all ltems
from your.Contacts folder using the Import and i TTTED
Export Wizard. T e
[ 5avs attachments v b 4

— k3340 x
Eolder Pl E-mai: UMESSaftHelp@b. ..

Diata File Management...

| Import and Export... [

archive...

Page Setup 3

ULy PrntPrevien o on. )
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Exporting Contacts

Impeort and Export Wizard

Croate a fie of type:
Comma Separated Valses (DOS)

Comna Separ sted Vakues (Wirdows)
Micr
sonal
Tab Separated Volues (DOS)
Tab Seourated Vohs Expo:t to a File
Seloct folder to export from
~
Export to a File
v

Export to a File

The folloning actions wil be performed:

Thes mary toke o fow mirctes and canvot be canceied.

[coodk J|_posh } [ cowel |

Importing Contacts

To import from an Excel file, the first thing you must do is name the region that contains your data:

Ed Microsoft Excel - Contacts 0] x|

File Edit Wiew | Insert | Format  Tooks Data  Window  Help Type a question for help |~ o @ X
;D@‘ﬂ‘é‘n Cells.... - 10 v‘nlu ‘s% |7-&-&- @

Al - Rows

5 Calumns ] ] aaw T B

1 [First Last oo City State email
2 |Spongebob Sgu - Bikini Bottom Oceanica spongebob@krabbypatties. com
3 |Profassar  Uton il Chart... urt Townsville Usa rofesso com
4 |Ash Kete symbal... Pallet Town USA gottahaveernall@pokemon. carm
6 |Scooby Doo — Spooksville usa sconhy@rmysteryine com
B [Peter Park Page Bresk Clueens Y spidermani@comics. com
7_|Clark Kent) f«  Function... tetrapglis UsA superman@comics.cam
[Bhen Gy T o Y OO 1]
9 [Mickie flou ~—— (bock:
(10 [Bugs Bunf L3 Comment T =N Mames in workbook:
1 |George  Jets Picture N Create... wn Space  |oontects o 1]
ZEuce  Wail o o o USA Bl e
13 |Athur Fong <0 DO e i
14 Object.. Label.. Add
15
B W, Hyperlink,..  Ciri+k &I
17
18 =l
o) i
e [=sheetigagiisrsis E7|
»
3 =2
1 4 ¢ w[\Sheet1 { sheetz [ sheetz 4] | |
Ready Vs

Once this is done, save and exit from your Excel file and import the file exactly like importing from Access,
being sure to map your fields.
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Using a Contact to simplify tasks

|

AN AN, A B Ay My

K3340 Qpen

Using Outlook — new message, meeting or task Eoak U o

'S

New Message to Contact

New Appointmerk with Coll,u(’t‘
New Meating Request to Contact
New Task for Contact

Unk »
Call Conkact...

Call Using NatMeoting

Folowlp..

Categories...

X Delete
SN PN e o S A AR an praf

T ¥

With just a right mouse click on any contact, you can
easily create a new message, meeting, task, etc.

oo Jed

Using Word — Letter Wizard

The Letter Wizard will automatically set up your letter using the address and information stored in your
contact. All you need to do is write the letter!

Contacts - Microsoft Qutlook

i Fle Edit ¥ew Go Tools | Actions

Helj ;
5D 3 Letter Wizard - Step 1 of 4 7%

i anew - o % | v 4B Mew Contact cok g aliarSuzart,
|f5\& : 1 Mew Contact from Same C Letter Format | Recpient Info | Other Elements | Sender Info |
{2 | @Eack @ | 4 EL A jew Contact from Same Company Dlgseins:
Contacts || Mew Distribution List CtrH-Shift+L = lrhtl;:lsi and Footer wth p2oe
= 24| Mew Message to Conkact
Iy Contacts
8] Contacts Mew Letter to Contact Choose a page design: Choose a letter ghyle:
= ent) v Ful block v
8] Cortacks in Maibox - UMBSSa| B3| Mew Mesting Request ko Contact

83 Contacts in AlBusSchool Mew Appointment with Contact
Current Yiew
@ address Cards

) Detaled Address Cards

=

l% Mew Task for Conkact

Hew Journal Entry for Contact

Link. 3
) Phone List -
© By Category Call Contact »
© By Company @ Call Using Netissting Dl presrited ittorhead
© By Location ¥ Folowlp. . Ctrkshift+G
) By Follow-up Flag
Forward as yCard
opshoed Contr. | 3] rormd e

Share My Contacts... JI
Lo ShEhRze et Vil e b i i

K./\\.‘,M«o.‘\.&- e T

Distribution lists

EX Untitled - Distribution List

i Fle Edit W¥iew Insert Tools  Actions  Help
i [l save and Close | | 4 23 | ¥ E‘x| 4 - v|®!

Members I Motes |

Mame: ||

@\ect Memhersa (Agd New...)

Remove Update Mow

— '

Internet Format: | Lek Outlook decide the best sendng format v

[[ladd to contacts
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Sharing Contacts and Distribution lists with other Exchange users

You can either forward the Contact item: Contacts
D are ppo *
k3340 Oen ;
E-mail: UMBSSoftHel =4 Prink

|6§ Farward %

JA MNew Message ko Contact

Mew Appointment with Contact
B new Meeting Request to Contact
%] Mew Task For Contact

Mew Journal Entry for Contack
o USRS, SO ATy L SO

\-WM Ay -0

or attach it to a new email message:

E¥ Untitled - Message (HTML)

Look.

i Fle Edt Wiew | Insert | Format  Tools  Actions  Help Gz .
asend | (| (2] 0] B |G ¥ | [ Otions... T Corcer
o A4 Contacts Cancel
i |arial ‘ fgm... b Tr——— — = (3] Deleted Items Insert &5
T
Signature » * 'ﬂ :::( o O Text enly
A ; ; ‘ A8 sournal @ Attachment
=) Horizontal Line (g rkEmat 4
Picture. .. ‘ == Lildac
Subject: 9 Hyvperlink... ‘ [ g Fled As b Title Comparry
Reemove Hyperlink,

Either way, you will have an email message with the contact item attached that the recipient can drag and
drop into their own Contacts folder.

Tasks Folder View

Tasks - Microsaft Outlook
PHle ER Yew Go Iook Adions Hep
P e = fob | B R L) Type s contact tofind gl
P2 | @pack @ | (A 53] 9 | Seole i =N
Tasks

My Tasks

] Tasks ™
2 Tasks in (BusSe
Current Viewe

(& Simple List

) Detaled Ust

(O nekive Tasks

(T Next Seven Day:
) Crerdue Tasks
O By Cakegory

O dssgramant

(2 By Person Respe

_;Et..!:

0 It A folders are up to dete. || Connected = |

Thetrs sré o Barmes bo thow in this view,
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Creating a new Task

Using keystrokes or menus EmE
T3] appantrient Chi+i
e  Cul+N or Double click any empty space in any Task i Mestrgreguest Quisshiteq
folder g Foldsr.. ChbShEt4E
. Mapigation Pane Shortodt...
e  Crurl+Shift+K from any folder -
d| MaiMessage  CirleShifeem
¢ From menu: File... New... Task &d| Corkact ChrbShiteC
&l Ditibuon st Qrleshitel
e “New” button (use dropdown if in a non-task folder) PRI P
ol Teckpeauest  Cebshiu
8 JounalEntry  Oirheshiftsd
| e CrrbshtHN
3 Inkernet Fag O+t 4
Outhock Diaka File...
Using an email message Bi TIME SHEETS - Task
Pl Ed Yew Imet Fomot Jook Actions Help
Drag and drop the message onto the Tasks folder. | il sovo i Oise | x| O Recurence... | sasssonresk L[ ] ¢ @B
The message will be in the note section of the Task , Qo cJALB L D EE s ==
item: Task | Gotals
Subject: FIME SHEETS
[ clate: Mone w| Stati Mot Started -
Stagt date: Mone | Frioiiby: | High W | % Complets: | 0F% =
[ reminder: ] [ owner: [ieiser, £
To: BUS - All Regular Staff -
Subject TIME SHEETS
Importance: High
D to the July dth holiday, time sheets are due by 4 pm today.
envate (]
Settings for Tasks
Due Dates, Reminder and Status Recurring Tasks
S

! Fle Edit Yew Insert Format  Tools  Actions  Help Recurrence pattern

(&) Recur every El week(s) on

il saveandClose | 4 9 % [ | A0¥Recurrence... | 1 Assian Task | Fy %6 | X | @) - Cbaly
HEEED A AR £ U= = @ weskly Osudsy  [@Mondsy  [JTuesdsy [Jiwlednesday
) Monthly Othursday  [CFriday [saturday
- = | O early () Regenerate new task week(s) after each task is completed

Range of recurrence

bl E\foar:::ﬁﬁlzt:: someone else Start: O Wi
Deferred (O End after: OCCURFEnCESs
Due date: |M0n 8/15/2005 v | Status;  |Mot Started v
Ottt
Start date: |M0n 8/15/2005 “ | Priority: |N0rmal + | % Complete:
4 August 2005 » Feemove Recurrence

31234656
7 8[9]10 11 12 13
14 15,16 17 18 19 20
21 25%3 24 25 26 27
BIAE 1 2 3
456 78 910

i
Contacts, ..

Cateqories. .. ] | | private []
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Assigning a Task

Assigning an existing Task

Click “Assign Task” on the toolbar and enter the name of the person you are assigning it to:

Bl New task - Task

Bl New task - Task

P Fle Edit Wiew Insert Format  Jools  Actions  Help P e Edt Yiew [nsert Fomat Jools  Actions  Help
Dl saveandclose | 0 (] | AT Recarrence . ‘l sigg Task. b} Picdsend | 4 a8 @ |03 B O Recurence... 15 Cancel Assigoment | X | 4% | @'!
e —

;| AF sl s u e ===l

\ Task | Detals .
Tk | oetals | —
Subject: |New task ‘\|' \ I ]

\*it: [ New task

i[system At AR U | EE=

Due date: |None V| Status; ‘Not Started V| i
Start date: |None V| Priarity: ‘Normal V| %o Complete: c ::::e x : z:; xz’wj [Sps— -y ;
Flrenrs: [i75 ] [ o e
[ Contacts, .. ] | | [Categor\es.‘.] | | Erivatel:‘ i erwvate [
Assigning a Task from the Contacts folder
¢
K3340 G b
E-mail: UMESS] (= Prink 4
6\3 Forward f
-Fj Mew Message to Conkact J
Mew Appoinkment with Contact (
Ie i equest to Contact 1
( "@ Mewvs Task For Conkack ) P |
- Mew Journal Entry For Conta?t
Link. 3
@ Call Contact...
s e Gl ttteetng
R DAY Sy Y S ey O TN R .
Status reports ” X
Due date: |N0ne hd | Statusy |Nnt Started 4
Ifyou select “Keep an updated Copy Of thlS task on Start date: |N0ne V| Prrinity: |Nnrmal 2 °.a’r
my task list”, you will receive an update message e 0 e ey ol B et Gl S
cach time the status of the task changes. You can | S O SRS (i 2 9 el T j
. . E 4
also ask to receive a status report when the task is é
complete. ”
Otherwise, you can email them for a status report, Contacts..._| | | [cateqoris... | I:}

and they simply need to click the “Send status
report” button on the toolbar or from the Actions
menu:

El New task - Task
I File Edit Miew Insett Format  Tools | Actions | Help

[l Save and Close |, 4 B3 (72 (0 |[~5]l, ] .ﬂ| Mews Task Chrl+N

: Arial =l =] A B & Send Status Report IS.J‘
Task I Details | Reply R

=
|58 Replytoal  ctri+shifteR
=

Forward Chrl+F

Subject:  Mew task
Due dake:  MNone
Skatus: Mot Started Priority:  Mormal % Complete: 0%

Owner: Larnparter, Patki

Lot oo b, AT i e T ppemombe, pamb ik pn e g g gt
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Notes

Moles - Micrasafl Outlock =
E&uhammw Tyt & question for heip [
N[ | Teons) " Sl eons 5 st | “.aﬁ-d g

8 @ws O _aug 9 lcoes

|M|

_Jmm

o] Motes
CUETER Vi

@ Ieors
() Mot List

O By Category
© ey Color

ko | Chass Deseriptior
b | Mobes in ABBusSC

) Last Saven Daye

Cpan Shared Nobis. s

uu.ih_ls_lus.lJ‘

DastaDay  Convert PAL Lab Softwars Tipe S5 Aceourt  Change Veice

to WTSC Telephors: Idess Had For

HelpDesklog  Faxnumber  Classroom Uitra Bak. MOUG Cutiook, Remote

Update For reservations  Plus-Frossre  Wiebste Eachup pat Control
Seating Charts  Cuthk Cathoed
Deorinard Crownicuad

_ﬂguijh

17 Presns:

Al Fokders are up to date. |5)] Connected -

Creating a new Note

Using keystrokes or menus

e Ctrl+N or Double click any empty space in any Note folder

e  Crurl+Shift+N from any folder

e From menu: File... New... Note

e “New” button (use dropdown if in a non-note folder)

Using an email message

Simply drag and drop the message onto the Notes
folder. The message will be in the notes section of
the Note item:

From:  SRC

Sent: Tuesday, July 01, 2005 1:22 Phi
To: All Businezs Schoal

Subject: Staff Recognition Awards

Mominate an Qutstanding Colleague NOW for o Staff
Recognition Award

Color coding Notes

Notes can be color coded for sorting or categorizing.

T Apponkment QN
_-j‘ Meetiog Reguest  Qurl+shift+Q
41 Foldgr... Clri+ Sft+€
; Nayigation Pane Shortat...
34 MalMessage  Qurleshitsm
:J Corkact QriShit+C
m{ Distribution List  Crl+ShiftsL
,Zji Task CurieShit+K
Wl TaskRequest  CrShit+u
gi‘ Journal Entry QurisShifts)
o Note N Quishin |
€4 InernetFay  Cubshftax

The first line of a note is always its title, which is
what will be seen when the note is closed. Type a
few words, then hit enter and type the rest of the
note:

e X
this is the title]
this is the body of the note

@
Mews Moke
Save As...

X Delete

oy Forward

dul Cut

S Copy

G4 paste
Calar >| EBlue
Categories... | Green &
Contacts... Pink.

=4 Print... o
Close ‘White
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