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Mail
Managing the Inbox

Keeping track of all the mail in the Inbox can be a daunting task. Outlook 2007 has a number of tools to help

you stay organized.

Searching and Sorting Mail

By default, the Inbox is sorted by the 2 inbox

earch All Mail Items i
received date, with the newest mail - - 14
t [ 8 Fro T&) Subject Received
shown first. You can change how the 7
messages are sorted by clicking the (= From: U-M Council for Disability Concerns (1 item, 1 unread)
ficld name. .The. tr langl? in the field -1 U-M Council for Disabi... Neubacher Award Call for Nominat... Tue 4/13/2004 6:
shows the direction the items are
sorted, whether in descending order = Fromu-mIm Security Services (ITSS) (1 item)
- or ascending order ™. {=  U-MIT Security Services... Phishing E-Mail Scam Targets Comer... Thu 3/9/2006 9:13

(=) From: UMBS MLP (1 item, 1 unread)

4 UMBSMLP

Michigan Leadership Program - MB... Thu 7/29/2004 8:

(=) From: UMBSSoftHelp (11 items, 2 unread)

A

{= UMBSSoftHelp

Q UMBSSoftHelp July Microsoft O

Reminder: July Microsoft Office Use... Mon 7/25/2005 9,

ffice Users Group M... Tue 7/12/2005 9:

A g momier et g - g

Search is automatically located in the heading of the mail window. Enter what you are searching for, or open

the dropdown for advanced search options.

E Inbox |Zf‘;rci‘; All 1

\ail Items /o

t ) 8 From Subject

R Recent Searches >

= From: U-M Coundil for Disability Concerns (1 item, 1 unread)

L] Search All Mail Items

= From: U-M IT Security Services (ITSS) (L item)

-]  U-M Council for Disabi... Neubacher Award Call for Nominat...

-
gj

Search Cptions...

@ Help

(=) From: UMBS MLP (1 item, 1 unread)

i=4  U-MIT Security Services... Phishing E-Mail Scam Targets Comer..

. Thu 3/9/2006 9:13 PM

= From: UMBSSoftHelp (11 items, 2 unread)

-] UMBS MLP Michigan Leadership Program - MB...

Thu 7/29/2004 8:25 PM
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{4 UMBSSoftHelp Reminder: July Microsoft Office Use...
4 UMBSSoftHelp July Microsoft Office Users Group M..,
i3 UMEBSSoftHelp REMINDER: June Microsoft Office ...

Mon 7,/25/2005 9:39 AM
Tue 7/12/2005 9:37 AM
Tue 6/25/2005 8:57 AM
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Categories

Assigning categories helps you easily identify and organize messages. To add a category to an email, right-
click the space in the Category column.

t [ 8 From Subject Received Gl |5

[=) Date: Three Weeks Ago
-] FACILITIES Washington Street to close until J... Thu 6/7/2007 9:1
i~y Smidt, Anjal Has junk mail gotten out of contr... Thu 6/7/2007 9:02| Right Click
-] Dolan, Rob... Executive Education Director Search Tue 6/5/2007 4:53
Mon 6/4/2007 1:25 PM

-1 Dolan, Rob... Accounting Area Chair

Clear All Categories
(=) Date: Earlier this Month
-1 0 Wilder, Lori Job Posting Activity Report
.4 Bresette, J... Cooling

Create Category Search Folder...
Fri 6/1/2007 2:07 PM

Fri 6/1/2007 8:28 AM Birthday
- Holiday
(=) Date: Last Month
Boron, Ma... Final Defense - Jing Xu (Mktg) Thu 5/31/2007 3:01 PM
Boron, Ma... Final Defense - Nilufer Z. Aydino... Thu 5/31/2007 2:29 PM
Boron, Ma... FINAL DEFENSE - Yu Wang (MKT) Wed 5/30/2007 11:28 ...
Boron, Ma... FINAL DEFENSE - Peter R. Demerji... Wed 5/30/2007 10:28 ...
FACILITIES  U-M construction traffic update Wed 5/30/2007 9:12 A...
0 Wilder, Lori Job Posting Activity Report Fri 5/25/2007 11:56 AM
Ross Techn... REMINDER: May Ross Technology... Fri 5/25/2007 8:01 AM
Dolan, Rob... Memorial Day Weekend Thu 5/24/2007 3:02 PM
FACILITIES No AATA or U-M regular bus serv... Wed 5/23/2007 3:58 PM

Must Attend

Qut of Office
Red Category
Blue Category
Green Category

BEEEE D

= Orange Category

Purple Category
Yellow Category

DY
dElefepeeen v

All Categories...

Set Quick Click...

Rename existing categories or create your own by selecting All Categories in the shortcut menu.

[ N = A Untitled - Task
Task | Insert Format Text
P 4
| 754
S fence Skip
cl To assign Color Categories to the currently selected items, use the checkboxes next to each Occurrence
category. To edit a category, select the category name and use the commands to the right. o : braofing
Shortcut key ~ MNew... [‘_‘] Appointment
CoreKnowledge
[J @ Coreknowledge = ey
; DiscoverIT
O @ DiscoverIT
Ol v (G
Color:
[[](C) Green Category = Q Holiday
D Q Holiday D LearnIT
() LearnIT Shortcut Key: — ) N
][ Misc. Training (None) v ()] Misc.Training
[C](@ office 2003 @ office 2003
[:] C] Office 2007 CTRL+F7 T D Office 2007
] (@) out of Office @ outof Office
] rTUG
1@ sill ~TOILLED ] D RIS
@ sy
L 2K ] [ Sanee ] Q Web updates
[:] Green Category
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All Categories..




If there is a category you use Right Click |
more than any other for i Wed. Wed1073.. T8 Office 2003
: * Fri9/.. Fri9/28/2.. Clear All Categories
messages, you can setitasa & Fri /.. Fri6/29/2... :
. . . 2 o Appointment
Quick Click item. I e Fis2on.
i, FHi8/31/2... CoreKnowledge
i DiscoverlT
Set Quick Click B
‘When single-clicking on the Categories Holiday
column, add the following category: o )
[~ 3., LearnIT .
E D Leamil: M Misc. Training
No category )
[:] Appointment b Office 2003
. CoreKnowledge Office 2007
8 [F)\:’slcoverIT 2 QOut of Office
(L) Green Category 3. Taskp (] G RTUG
() Holiday 3... Tasl .
Sill
() LearnIT 2... Task = X
ing 3... Task @ Web updates
@ 0ffite 2003 k 3. Task§ (O D Green Category
() office 2007 0.. TaskX @
() out of Office 0., Tasks \ @ () vellow Category
asks =
RTUG 0. Tasks W Ba Al Categories...
@ sily Q
Q web updates 2... Tasks Set Quick Click...
[ vellow Category 2., Tasks () TOffice 2007
/3... Tasks

Flags

Flags identify mail items that need some type of action. The default flag is red, signifying that action needs to
be taken that day. A right-click will allow you to choose a different follow-up date and you can set a

reminder.

Wed... Wed 10/

(@) offjce 2007
J’ o cmanafir. o bt

]

Subject Received Cat...[¥ |~
Final Defense - Jing Xu (Mktg) Thu 5/31/2007 3:01 PM
Final Defense - Nilufer Z. Aydinoglu (Mktg) Thu 5/31/2007 2:29 PM

FINAL DEFENSE - Yu Wang (MKT)

FINAL DEFENSE - Peter R. Demerjian (ACC)
U-M construction traffic update

Job Posting Activity Report

Wed 5/30/2007 11:28 AM
Wed 5/30/2007 10:28 AM
Wed 5/30/2007 9:12 AM
Fri 5/25/2007 11:56 AM

. REMINDER: May Ross Technology Users Group M...

Fri 5/25/2007 8:01 AM

Memorial Day Weekend

No AATA or U-M regular bus service on Memori...
Computing Services Memorial Day Closure
Regental Approval of Promotions

RSB Memorial Day Holiday Closure

Job Posting Activity Report

Check from UPS Claims Settlement

Common Bonds Spring/Summer 2007 is online
Final Defense - MICHAEL L. TROILO (IB/BE)
Job Posting Activity Report

Job Posting Activity Report

Job Posting Activity Report

Marketplace Sale-TODAY

Thu 5/24/2007 3:02 PM
Wed 5/23/2007 3:58 PM
Wed 5/23/2007 8:11 AM
Tue 5/22/2007 12:15 PM
Fri 5/18/2007 9:23 AM
Fri 5/18/2007 9:13 AM
Thu 5/17/2007 3:41 PM
Thu 5/17/2007 3:38 PM
Wed 5/16/2007 11:12 AM
Fri 5/11/2007 2:34 PM
Wed 5/9/2007 8:24 AM
Fri 4/27/2007 3:33 PM
Thu 4/26/2007 10:36 AM
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Today

Tomorrow
This Week
Next Week
No Date
Custom...

Add Reminder..,

R R ET

Mark Complete
Clear Flag

Set Quick Click...

"2, G SKERAM, CATHRNAHE AL THEAREMESTANR . aa At 250N LI2E Abste ™D s st b i B



If the item needs to be &= Inbox A P~y
addressed on a SpCCiﬁC day, ¢ [ 8 From Subject Received Categories ¥ |A
y011 can sct a custom ﬂag = From: U-M IT Security Services (ITSS) {1 item)
L3 PN
Flagging creates a to-do item that reminds you to follow up. After you
follow up, you can mark the to-do item complete. 25 PM i
Flagto:  Followup v ¥ Ioday
= From: | — x
T Start date: | Thursday, August 02, 2007 v| X Tomoriow
m— N\~ This Week
a  uy Due date: | Thursday, August 02, 2007 v f37 M ,
~ Ji
P ‘ e N Next Week
a u [Thursda; August 02, 2007 v/ [4:00pM v 10100, ¥ NoDate
4 uN : 2 . < lo:30... ¥ custom... %
g UM [ Clear Flag P N 3 Add Reminder...
I un 19 AM
] UMBSSoftHelp  REMINDER: July Microsoft Offic... Tue 8/17/2004 9:28 AM i) Mk compiete
(3 UMBSSoftHelp  July Microsoft Office Users Grou... Mon 7/26/2004 9:19 AM Gigi Clear Flag
4 UMBSSoftHelp Reminder: Microsoft Users Grou... Wed 5/26/2004 8:47 AM Set Quick Click...
{41 UMBSSoftHelp MOUG meeting on Wednesday Mon 3/24/2003 9:54 AM
(= From: UNIVERSITY MUSICAL SOCIETY (2 items, 1 unread)
< = - A N AW
You can change the default Flag by assigning a Quick Click.
P T T T RGNS ST F e e 0 o
]95 9 items)
<, Right Click
j)nmg (2 items)
Ae Fri8/... Frig/31/2.. Tasks [ | Misc. Training
3 e = " fress Today
e Fri7/.. Mon7/9/.. Tasks (] Misc. Training ¥
3, X Tomorrow
-f“"e"“‘ N\’ This Week
{f;;sl N Hext Week
<he None MNone Inl 5 y Y ¥ NoDate
_,..’ﬁe None None Ini BELRDECCICE @® ‘Y Custom...
I,\e Mone MNone Inl§ When single-clicking on the Flags A\ X
fae Norie: Nonie Ini] column, add the Following flag: ¥ S Add Reminder...
.{_:’ 7| < Mark Complete
{uledge (2 items) ! ¥ tooowe B
}— Y Today Delete Task
&ms) [: L4 ¥.—= Set Quick Click...
> -] —, - —
4 N\~ This Week
N7 Hext week
V¥ nNoDate
' Complete
e TR PP SRR i I N P

Once action on the flagged item is completed,
click the flag to mark it complete and remove it

from your To-Do window.

Red on top

&ation Project Article 6/12/2003
i U]

b

’;)tion: Classification System Project Interch...
=

\

&

AN EARTHQUAKE 10/16/2005 ",
i1

%-Amrita Sahibi Nain (Finance} 7/14/2005 —
1”

'3‘7,or orate Relations 5/31/2005

3 ? ' v

e RENATAKRROVA 000 U 4 i |
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New Mail Items

Often you need to send more than just a plain email. There are a number of settings and tools you can use to

effectively send your message.
Attachments

You can include a number of attachments to an email. The most common attachment is a file. However, you
can also attach Outlook items, such as contacts, notes and calendar items.

-
Da)\\H9 &% @)+ Untitled - Message (HTML) e
(Ein) |
\{5 —

| Message | Insert Options Format Text @
[t = — i = 3~ ‘
=l & Calibri (Bo ~ 11 ~ ‘A‘ o= g i 0 % Business Card == y
| [ERHEN _l !
Eo | 7 f Calendar ]
Paste ‘ B 7 U ||397 - = Check ||| Attach || Attach | ” Follow Spelling
A || Names ||| File | Iem | L2 Signatds - ’ up~- | & ~
: el Basi ames ‘ Include % || options || Proofing| |
Lok | () Offce2007 v - XxEd- |
B Excel2007ProductGude. doc
] Off ezt Overvew doc |
MyRecent | D)Offa20070vervendlor.doc
o de. doc J
@ i JPowerPornt200TProdtGude doc e =
i ]pblsher 2007ProductGuids, doc 2 o
ey :_%]repx;ofww-m.ou aggm A= ]
[ Word2007Pr sde ® 2
R 4 ot 2
% @ () Deleted ftems P
My Documents ‘dm O Text oty
( (405)
— ‘&hmd @ Atachement
g’ (@ Jrkemal s
1 Mt
My Computer Tems:
Flapame: || v D@ Subject Stant End - E
> Floschiome: [abries 0.9 b @ Recurrence: (none) (7 itesms
Farty Wed 10/31/2007 400 .. Wed 10/31/2007 500 P
- ’ I8 Fourth of Juty Holiday Wed 7/4/2007 12:00 AM Thy 7/5/2007 1200 AM
|19 Office 2007 Overdew Tha 6/28/2007 9:30 AM  Thu 6:28/2007 11:00 AM
T8 Office 2007 Overview \Wed 6/27/2007 200 PM \Wed 6:27/2007 330 P
3 Orientation Wed 6/27/2007 11:00 ... Wed 6727/2007 1200 ... v
v

You can even insert your calendar in an email.

D\ H9 « % @ )7 Inserting a Calendar - Message (HTML) T S
L) )

[ Message | Insert Options Format Text

L= (w88 @) — i ™ Business Card ~ 3~
=) (| b Do | B P

Calendar | !
Address Check || Attach Attach Z - Follow Spelling ‘
| File  Item L&Smk:u e up~ | & - |
|
\

E ’i CalibriBo - |11~ | AT A7

Paste 7| |LLQ||abi'A;|| Book Names

Clipboard | Basic Text 5| Names Include % || Options || Proofing |
) [ To... ] I
o =
=1 (e |
Send
[Bee J | "] specty the caendar nformaton you wank to inchde.
Subject: |Inserting a Calendar Calendar: ' =
Attached: I Date Range: [Todyy 4
4 Thu, Aug 02 Detad: { Availability only
Tene wil be shown as “Free,” "Busy,” “Tentative,”
Before 8:00 AM Free { or "Out of Office” b
8:00 AM—1:00 PM  Free [ |
| 1:00 PM - 3:00 PM  Busy [C] Sboye time ikhin my working hours ocky Seloeben b
3:00 PM-5:00 PM Free Adiancec:
After 5:00 PM Free E
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Signatures

You can create a number of signatures to include in new messages and/or replies and forwards. Generic text
can be saved as a signature for easy responses to emails. These signatures are stored on your computer, so
they will not be available in webmail or at other workstations.

HA9 - 0 I Untitled - Message (HTML) - = X
] Message \ Insert Options Format Text @

e : e > - o

uj A lcaibio - - (A A2 o) (88 @] Q = (B Y = g |

) =3 ———— —| L ﬁCalendar ¥

Paste | B 1 u Hag? = A -| Address Check || Attach Attach - Follow Spelling
- i Book Names | File Item [L& signature~| || yp~ | & -

‘Cl,ipbc,a,r,d ‘ Basic Text 5 Names Inc RSVPReply ~ [Options | Proofing |

Signatures and Stationery [ g RTUG

E-mal Signature | Personal Stationery | B RTUG rsvp
Select signature to edt ) Choose default signature B student

- | trainer
New messages: (ncee) =]

v

Replesfforwards: (none) v L Signatures... D |

o (e ] _
EdR signsture Eg]
And viowlB 7 U aremax | E|E W sleseescod | G B =
Thank you - We'll see you then! Al

|
|
nswaew E-mal 2ccourk (ierosoft Exchangs Server v |
|
|

Ross Technology Users Group

Mail Options
By default, the From and Bec fields are not visible. You can turn them on from the Options Tab. These
fields will stay open for all new messages, replies and forwards until they are closed.

From the Options Tab, you can also set read and delivery receipts, delayed mail deliveries, and an address for

all replies.

H9 e+ + 0 3 Untitled - Message (HTML)
Message Insert ‘ Options l Format Text

lors ~ far— =l Plain Text y
nCo 0F 3 y Aa ainde E‘ﬁ Request a Delivery Receipt

Fonts v i (I = HTML
Page Show | Show 2 Use Voting Request a Read Receipt
- [O]etteds~ | calor~ || Bec | From | AaRichText || Buttons>

Fields /I Format || Tracking /
[

Message settings Seaurky

r Importance: | Noemal v Change saourky settings for this messaon, :I
Serskivky:  Normal Securky Settrgs

Votng and Trading ophions. :I

@Duumm- ¥ b
[CIRequet & debvery receit for this message @
[JRequest & read recogt for this message

Delvery opbons &

@ Dottt =
oo before: | 6212007 v| S0 v
[Espres aftee: e
Attachmert, foemat: Defout M
Encodng: AuterSelnct v
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Recall/Resend Messages

You can resend a message and, within an Exchange server, recall sent messages. To resend or recall a
message, open it from the Sent Items folder.

When you request to recall a message, you have the option to have the message deleted, or send a replacement

message. If you requested a success notification, you will receive a failure message if the original message had

already been opened or a success message once the recipient attempts to open the recalled message.

Da)) H9 0«98+ July Ross Technology Users Group Meeting - "Excel Formulas" - Message (HTML) - = X
(Gl ) | o
Message \ @
= = = > S 4 . = ) Find g |
= i ;’ f i x LB' \?} % &, safe Lists ~ % Y L)\l % Fin /]‘
y e ) Related ~ et
Reply Reply Forward | Delete Moveto Create Block ] Not Junk Categorize Follow Mark as Send to
to All Folder~ Rule Sender ~ Up~ Unread || W Select™ || OneNote
Respond Actions nwrap Text 3 Options I Find OneNote )
RTUG Edit Message ]
From: Smidt, Anjal on behalf of Ross Technology| Recall This Message... | Sent: Fri 7/13/2007 9:45 AM
To: BUS - All Business School Resend This Message... k
Ca @; ave A
Subject: July Ross Technology Users Group Meg
=) Forward as Attachment =
“~
%) Post Reply to Folder =
i »
Ro  Enceding ROUP MEETING
!i 3| Message Header v
View Source
View in Browser
Q| Zoom..
Calendar

The Calendar helps you keep track of your schedule and important date-sensitive events. There are three
types of Calendar items that can be created.

Events

Events are calendar items cover an entire day or span of days. These could include all day events, vacations
and holidays. To create an event, you choose All day event, which will make the time settings inactive.

(Ca) H9 2 )+ Untitled - Event = x
WS ) =
— | Event | Inset  FormatText @
I ii % (3] calendar ﬁ O] Free . A Recurrence (g g [‘”#
P X Delete |l - @ Time Zones  { 2 |
Save & Invite Appointment|Scheduling | & 18 hours v mg 5 Spelling | Meeting
Close Attendees igp Forward ~ 84 Categorize - § - Notes
Actions Show Options || Proofing || OneNote |
Subject: |
Location: l vl
= =y
Starttime: [Thu 8/2/2007 H] [12:00 am | [ an day event
Endtime: | Thu §/2/2007 M| [12:00 am |
&l
-~
> 4
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Appointments

An appointment is a calendar item with a specific time that only applies to you. If you have given someone
rights to your calendar, you can mark the item as private. Then they can see you are busy, but not the reason

You can also mark your availability, set a reminder and categorize the item for sorting and easy identification.
9@
Appointment | lnsert Format Text

@Calendar

©
o =& N 1) Private [
| =] S || f Show As: [l Busy < @ v E”
x Delete ] b : !
Save & Invite Appointment i

¥ High Importance
Scheduling| & Reminder. 15minutes v Recurrence Time Categorize
Close Attendees L%Fonlvard > ||

Untitled - Appointment o =il

pellmg Meetlng
I Zones ~ § LowImportance || Notes
Actions Show Options % Prooflng OneNote| |
Subject: | \
Location: | v‘
Start time: | Fri 8/3/2007 v| [3:00am v| CJan day event
End time: | Fri8/3/2007 v [8304m v|

Meetings

A meeting is simply an appointment that includes others. To create a meeting, either choose Invite
Attendees, or enter their names in the Scheduling view.

H9vae s s

Untitled - Appointment
Appointment ‘ Insert Format Text

@
HEJ 5 mCalendar ﬁ _}_;_T:Q z Sriow As:"| I Busy = O @ |5} Private ,? ﬁg

)( Delete : r";—-‘_

o
F ¥ High Importance 20 ||
Save & Invite Scl g||| & i 15 minutes v |Recurrence  Time Categorize Spelling || Meeting

Close Attendees L_.}Forward % Zones - § LowImportance || = - || Notes
Actions Show Options Ll Prooﬁ;\g‘ OneNote J
Q |100% (¥ Monday, July 09, 2007
:00 7:00 10:00 11:00 12:00 1:00 :00
All Att ___ ____
© Smidt, Anjal -
v
»
Add Otters - Starttime: | Mon7/9/2007 | [1200 aM v\

(<< ) autopickNext>> ] Endtime: [Mon7/9/2007 | [1230am

M Busy 7 Tentative M Outof Office I\ No Information

g

[~ Outside of working hours

The Scheduling view will allow you to check all attendees’ available schedules. Rather than scrolling through

the timeline to find an available meeting time, you can use AutoPick Next to have Outlook search for the
next opening in everyone’s schedule.

Page 8



Creating Recurring Calendar Items | (Og) 2 2 ) Urtitled - Appointment = e |
~ Appointment | Insert Format Text @
Some scheduled items occur on a i ; % | O Bmeuy ([ Recumence % En
lar basi h birthd = X Delete | B | = ==t
regu ar aSIS, such as a birt ay or a Save & Invite Appoi t|Scheduling | & 15 minutes v mo " Spelling | Meeting
thl ti R th th || ‘Close _attendees 2 Forward ~ G Categorize ~ § - Notes
mon N y meetung. a .CI‘ an Appointment Recurrence &) (Procfing) | OneNote )
entering new calendar items for each, |
set thC recurrence. ‘
Lo End: v‘
En Recurrence pattern
| Opaiy Recur every week(s) on: E.T;l
@ weekly [[]sunday Monday [ Tuesday [[]wednesday -
O montily V] Thursday [CIFriday []saturday
O vearly

Range of recurrence

Start: | Thu 8/2/2007 | ®Mhoenddate
(O End after: occurrences

Recurrence

Publishing Free/Busy Times on the Server

In order for others to see your availability for meetings, you need to make certain your schedule information

is available on the Exchange server. The default setting is to show two months. However, this does not mean

two months into the future, but the current month and the next. In other words, if it is July 20, others will
only see your availability for July and August. You can change this setting in the Outlook options under the
Tools menu.

Preferences | Mail Setup | Mail Format | Speling | Other | Delegates|

E-mail
Change the appearance of messages and the way they are handled.
[ Junk E-mail.... ] [ E-mail Options... ]

Calendar
Customize the appearance of the Calendar.

= Default reminder: [ 15 minutes ¥ | Calendar Options...
Tasks

-5‘] Change the appearance of tasks. GalandarOptions

lﬂgw v Tal Calendar work week

[Jsun Mon Tue
First day of week: Eunday

Options 3
) + | Starts on Jan Freefbusy infoer used by people sending meeting requests, to
iz veelohye ’7 i u are available for meetings.

Publigh @ monbh(s) of Calendar freefbusy information on the server
r Show "click to add" prompts on I
£ []Show week numbers in the Mont

Reminder time:
Free/Busy Options

Contacts and Notes

87 Change default settings for contacts, journal, and notes,
- [ Contact Options... ] [ Journal Options... ] Moy

Search Calendar options

p chargsithe seutins fotindesoyiard seard: Isy information on the server every [ 15 | minutes
Sea

Internet Free/Busy

[CJPublish at my location:
Use this response when you propo: l ‘

Default color: _I

[[Juse selected color on all calendd

Cancel | Advanced options

Enable alternate calendar: | ¢l | ‘ Gregorian
v nding meeting req: r the Internet, use iCalendar format

[ FreefBusy Options... ] [ Resource Scheduling. .. ] [

Allow attendees to propose ne:

7' Change the settings for mobile notification and messaging.

Notifications. .. Mol

Search location: l J

‘ Options. ..

Time Zone... ]

o ) (o

Tasks

Tasks can help you keep track of all the things that need to get done. Tasks will appear not only in the Tasks

window, but also in the To-Do Bar and in the Calendar window.
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Creating and Updating Task Items

The Task window is composed of two views. The main Task view includes the information that is needed
for a task. Assigning start and due dates will include the task in the Calendar window below the appropriate
dates.

From this window, you can keep the task up-to-date by adjusting the percent complete and status. For
example, you have a task that is 50% complete but you are now waiting on someone else to continue.

@‘Q“I O %) Untitled - Task - = X
N

[ Task, | Insert Format Text @

ﬁ@«gwg@r cZEYaA Y |

@i Reply to All [
Save & Assign Send Status  Mark 2 | Recurrence Skip Categorize Follow Private | Spelling | |
| Close Task Report Complete i Forward ; Occurrence - Up~ | e | ‘
Actions 4 Show \ Manage Task 4 Options || Proofing | |
Subject: [ |
Start date: [None VJ Status: [Mot Started v ‘
Duedate:  |None | priority: [Normal | % Complete: =
[]Reminder: [f.‘,v e | | None ‘ Owner: lSmidt, Anjal ]

The Details view allows you to add further information, such as mileage and amount of time committed to
the task.

W T Urttitled - Task - 8 X
| () 9 e
) | Task | Insert Format Text @
B X & & A © 2 Eea Vv
:’ & Reply to All b , ~ ,‘»7;/
Save & | Delete Task |Details| Assign Send Status Mark Recurrence Skip Categorize Follow Private | Spelling
Close | % ; Task Report Complete L% Forward Occurrence v Up~ s |
Actions Il Show Manage Task | Options Proofing ]

Date completed: |none

Total work: Mileage: I I

Actual work: Billing information: [ |

Company: I l
Assigning Tasks

Tasks can be assigned to others that are within the Exchange server. When assigning a task you can request
to see the status of the task in your Task window and receive a notice of completion.

Oa)\id 959+ Untitled - Task - =X
‘ Task \ Insert Format Text @
5 r |
== [ . ™ P~
x :d ‘:?_—' QZJ (G Address Book | Y Ygf E% Y % ‘y
Delete Task | Details Cancel a/Check Names | Recurrence Skip Categorize Follow Private | Spelling
| Assignment | Occurrence > Up~ v
| Actions Show Manage Task 7‘ & Options | Proofing L
This message has not been sent.
=] |
E -
=1 subject: | |
Send
Start date: |None v status: [Not started v/
Due date: lNone v] Priority: lNormal v | % Complete: |0% -
Keep an updated copy of this task on my task list
Send me a status report when this task is complete
iz
a
=)
v
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Organizing Tasks

There are a number of ways to keep on top of tasks, other than the Calendar and To-Do Bar. Sorting tasks
can keep them organized and easy to keep track of. A couple of ways to organize them is by due date or
category.

K Iter

¥ To-Do List (Filter Applied)  [Search A1l Task items °Y
[ 8 Task Subject Star... R... Due Date !InF... |Categories [Pagioat
Click here to add a new Task 3

[# cCategories: (none) (8 items) &
2

] ..Categories: Communications 3 Y To-Do List (Filter Applied) |‘:'_:;‘ ch A

= @ categories: CoreKnowledge (2 [ 8/ Task Subject Star... R... Due Date InF.. Categories
Click here to add a new Task

£ Q Categories: DiscoverlT (1 item)

o [# ¥ Due Date: No Date “
= D Categories: FYI (7 items) j

+| ¥ Due Date: Today

= D Categories: LearnIT (5 items)

= ¥ Due Date: Tomorrow
{"@ Update Project Manager Today Plea... None F... Fri8/3/2007 Tasks
(9  Editing UMOD mail forwarding ad... Mo... N... Fri 8/3/2007 Inbox .C]Q CoreKnowl...

@ () categories: Misc, Training (3 it

B s 20
2 X" Due Date: Next Week 4
& Laptop Support and Chipset Fri.. N.. Frig/10/2.. Tasks (@ Orientations, j

2 X Due Date: This Month

i, BEENE v A0 Cae ks 1oy TR T

Notes
Outlook Notes are a computerized Post-it. (= [X]
Unlike a Post-it, Outlook Notes won’t fall off T New Note
your monitor and can be seen from other B saveas
computers by logging into webmail. BEl peets
When creating a new note, the first line will be the & Forward
title visible in the Notes window. ¥ cut
.| Notes - 53 Copy —'
;l [ Paste
Mote to Mickey EE Categorize » Clear All Categories
Contacts... Birthday
i3 Print. Holiday
this 1s a sample note
Close Must Attend

Out of Office
Red Category

7/31/2007 3:25 PM Blue Category

Green Category

et g M M e g gl
Qrange Category

You can use categories to apply different colors to
the notes.

Purple Category
Yellow Category

EJe00eeeoeU

All Categories...
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Notes can be viewed as a panel of
“sticky notes”, or can be sorted
according to assigned categories.

Contacts

Creating Contact Items

] Notes

Note to
Donald

0

Mote to Mickey

.
& Rl

Security Yoicemail Pick up dry
Company instructions cleaning
Call Repairman  Halloween Grocery List
Party

Arranged By: Custom
2 @ Friends
_______ Note to Donald Tue 7/31/2007 3:30 PM |
E Note to Mickey Tue 7/31/2007 3:03 PM
D@

& school Lunch Balance

2 @ mportant Info

Tue 7/31/2007 3:32 PM

& Security Company

Bl Voicemail instructions

& (O Parties and Events

Tue 7/31/2007 3:31 PM
Tue 7/31/2007 3:31 PM

|s| Halloween Party

& @ To-Do List

Tue 7/31/2007 3:29 PM

[l Pick up dry cleaning
|| Call Repairman
|l Grocery List

Tue 7/31/2007 3:30 PM
Tue 7/31/2007 3:29 PM
Tue 7/31/2007 3:29 PM

A contact item is used to store someone’s contact information, such as phone numbers, addresses, etc. Any
field with a dropdown button offers the opportunity to enter more information about the contact. For

example, there are a number of types of phone numbers that can be used — if you click the dropdown next to
Business under Phone numbers, you can set that number as the Assistant’s number. You can even store up to

three alternate email addresses for a contact.

H9® a5

| contact | msert

Format Text

Untitled - Contact

ST,

@

3 Save & New ~ 8= (83 Activities = 53 assignTask | fa=0 | Private £
) & 8]+ o =B 2 &l & v &g
) Send ~ 3 Certificates ) Web Page (L} Address Book =
Save & General| Details E-mail Meeting Call Business Picture Categorize Follow Spelling || Contact |
Close X Delete = Al Fields - DMap Card Up~ 8 Check Names 5 Nates
Actions Show Commum(a@ — Options Proofing |OneNote
Contact's s
[Full Name... ] ‘ ‘
= Photo
Company: ‘ ‘
Job title: [ | . j
Business
File as: [ v card
Internet
[@emar. (-] ‘
Display as:

\
\
Web page address: |
\

IM address:

Phone numbers
[Eusmess... ]E] ‘ ‘
— e \
[Business Fax.. ]B [ ‘
[Mobite.. (-] | |

Business... U

[]This is the mailing
address

» (51
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Additional details about the contact, such as their birthday or the name of their assistant, can be added and

viewed in the Details view.

H9 0 e s Untitled - Contact - = X
| contact | mnset  FormatText @
> Ik save & New - 83 Activities i?‘"j = {, 53 Assign Task @ . (&) Private ’v I"”
: : i = 3 ‘
@Send - —H| 41 Certificates qﬁ Web Page = (Ll Address Book v 52
Save & General 3 3 E-mail Meeting Call Business Picture Categorize Follow Spelling  Contact
Close X Delete | =] Al Fields ‘ - & Map Card = = Up~ & CheckNames | = - Notes
Actions %how y| Communicate Options Proofing C)neNmrt-:“K
Department: I| ] Manager's name: [ l
Office: [ ‘ Assistant's name: l i
Profession: I ‘
Nickname: [ ‘ Spouse/Partner: l:’
Title: [ .,] Birthday: None v
Suffix: [ v‘ Anniversary: None
Internet Free-Busy
Address: l

Tracking Contact Activity

Whenever a Contact is connected to an item, such as an email message or meeting, the items can be viewed in

the Activities window.

Do)\ H 96+ Mickey Mouse - Contact - = X
Roceqg —————————
G ———— ,
| Contact | Insert Format Text (7]
l ;; %' {85 General #4 Certificates % d = @Pidure z ) ,? lf‘;‘g
(&S s L T Y J
&1 Details =] All Fields D B4 categorize ~ (4 o
Save & Call Business Spelling | Contact
| Close ‘ v Card ¥ FollowUp~ &, || - Notes
Actions |Communicate| Options ‘ Prqofing‘ OneNote |
IO New FolgerGroup ) Stop
[ subject In Folder -
lo | Note to Mickey Notes
ﬁ Halloween Party Calendar

e X
New MNote
ite
Save As..
Delete

Forward

Cut

Any type of Outlook item can be viewed in the Activities window by simply
connecting the item to a contact.

Contacts for Note

| contacts...

] [vigkey Mouse

B bl PXEED

Categorize »

Contacts... k

&

Print...

Close
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Business Cards

Business Cards are generated automatically for each Contact you create, and will include the photo, if
available, and certain information from within the General contact window.

=9 sd = Mickey Mouse - Contact - = X
Contact | Insert Format Text @
| I i_] %* 8=| General| # Certificates ) % % *‘;’1 ia?; LQPicture - i) w (E;‘f
sy~ || B Details = ANl Fields E = @) B3 categorize ~ [ S
Save & A E-mail Meeting Call Business Spelling | Contact
Close X | 83 Activities Z Card ¥ FollowUp~ 8, & Notes
| Actions Show Communicate Options Proofing | OneNote
[Futiname.. | [Mickey Mouse Mickey Mouse \
| prr— Disney Pictures ‘
Company: | Disney Pictures ‘ Promotions Director
Job title: iPromotions Director 1-B00 WDISHEY Work
-WDisney Worl
File as: !Mouse, Mickey Tgt{uhsexidlfney.com ‘
Walter Lane
Internet Disney Town, USA 12345
www.d 3
[M E-mail... ]E] !mmouse;&disnez.com ] sidetinbasi
Display as: ||‘.‘|ickey Mouse (mmouse@disney.com) ‘ Notes
Web page address: !ww.l-,v.disnay.com ‘ E;'
IM address: | ‘ -
Phone numbers
[Business... ]E] | 1-800 -WDisney l
om0 | |
[Business Fax... ]E] | ‘

You can edit the appearance and contents of
the virtual card by double- or right-clicking the
card image.

Distribution Lists

Edit Business Card [ZJ.

Card Design

Layout: [Image Left v| Background: @

mage:
Image Area: |32% 3
Image Align: | Top Left v

Mickey Mouse
Disney Pictures
Promotions Director

1-800 -WDisney Work
mmouse@disney.com
123 Walter Lane

Disney Town, USA 12345
www.disney.com

Fields - Edit

Full Name A A|B Z 1 = A

Company

Job Title: [ 1-800 -WDisney |
Label: l‘.’dork [Right v @

Blank Line
ss Phone

E-mail
Business Address
Business Home Page
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line
Blank Line

(Lesd.. ] [ remore ] [2] 3]

[Reset Card ] [ OK ] [ Cancel

While Distribution Lists are stored in your Contact folder, they are treated differently than your other
Contact items. Distribution Lists are composed of many Contacts, so details for each cannot be shown.
However, the data that can be stored in a Distribution List has been greatly enhanced.
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The default setting is to view the members of your list. You can select members from your address book or
create new separate entries.

% N

@ = R E A Untitled - Distribution List =
I Distribution List [ Insert Format Text @
o =l=] — F
= d&agBhsE HeYa v
Save & )( Delete Memb Notes || Selet Add Remove Update || E-mail Meeting || Categorize Follow Private | Spelling
Close 3 ‘ Members New Now * Up~ N
Actions Members | Communicate Options | Proofing
Name: I ]
J/Name -~ | E-mail | &

There are no items to show in this view.

The notes view allows you to add information to the Distribution List, such as files needed when working
with the members of the list.

@ = =T Untitled - Distribution List O B
I Distribution List [ Insert Format Text @

NE=E = e i
gl & a & i BYE Y
Save & X Delete || Members Seled  Add Remove Update || E-mail Meeting || Categorize Follow Private | Spelling

Close ||| Members New Now x Up~
Actions Show Members [a icate Options | Proofing

E 5% send ~ a

| Show the Notes page, in which
you can type notes about this
distribution list,
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