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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Mastering Outlook
Made Easy™ for Lawyers CPE Edition v.3.0 tutorial. This
course will delve into topics that are useful for \-;&I
professionals to know when using Microsoft Outlc&[he
purpose of this course is to better inform and ed%a e legal

professionals in the industry-specific issues concerns
that arise from the use of Microsoft Ou In a legal
setting. This class also requires adva knowledge of

the Microsoft Outlook program.\), Nerefore, it Is
recommended that you familiarize yé%self with the content

of TeachUcomp, Inc.’s Master] utlook Made Easy
tutorial, which is included wwhin this product, prior to
learning the CPE (Contin @ rofessional Education) part
of the tutorial that is in(%éﬂ within this manual and which
focuses on aspects program used by lawyers. At the
end of the courséZythe student should have a better

understandingﬁﬁhe problems that can arise and solutions
that are availaple when you use Outlook as a legal

professio&@’
%Q(QQ
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MANAGING MAIL

17.1- Using Subfolders:

Many attorneys find that they receive a substantial amount of daily email. In this chapter, w&will
discuss many mail management techniques that have been found to be effective in categorizin

and clearing a cluttered mailbox. The first technique that we will discuss is the use of subfolders an
Inbox. While some feel that this is a deprecated technigue that is not as efficient as using the n ch
folders within Outlook, it is still worth knowing how to perform. Many lawyers will create sub for their

individual cases and then sort their incoming email into the desired folder manually or by us mail rules
that they create. You can choose to create subfolders for clients, cases, projects or v@ver convention
makes the most sense for your particular organization. However you choose to u Issfeature, you will
need to know how to create a subfolder within your Inbox before it can be of any u S@

One way to create a subfolder is to right-click the Inbox folder in the Fol e and then select the
“New Folder” command from the popup menu that appears. A new folder WiI@n be added to the Folder
Pane beneath the Inbox. Type a name for the new folder and press th key on your keyboard to
create the new subfolder of the Inbox. If you right click the Inbox folde “Favorites” list, instead, and

then select the “New Folder..."command from the pop-up menu, a te"New Folder” dialog box will
open. Enter the “Name” in the labeled field and choose what the ¢ contains:” from the dropdown list.
Choose where to insert the folder in the “Select where to place older:” list. Click “OK” to create your

new subfolder.
If you make a mistake when naming the subfold
subfolder and then selecting the “Rename Folder”
proceed to type the desired folder name and press th
It is important to note that you have a gregt

what types of items they can contain by defx

can rename it by right-clicking the desired
d from the popup menu that appears. Then
er” key to set the name when you have finished.
of control over where you place your folders and
wish to learn more about creating folders within your
Outlook account, please review lesson “12 ting Private Folders” in the “Advanced Outlook” manual
within the Mastering Outlook Made EasyT w wyers tutorial.

Once you have created subfg ou can manually move any associated mail, appointments,
tasks, or other Outlook items you r nto the designated subfolder when they arrive in your Inbox. To
do this, select the Inbox within the er Pane to display the email within the Inbox. Then click and drag
the email you want to move, and drop it onto the desired subfolder within the Folder Pane.

17.2- Using Mailbox Ru,less Organize Mail:

If you h olders within your Inbox, you can create mailbox rules that will move mail to the
subfolders whemsig s received in your Inbox if it contains specific text in the message subject or body. This
reduces the t of time it takes to manually sort and organize your Inbox and its subfolders.

li r you create, as well as your Inbox within Outlook. To create rules, click the “Rules” button in the
% group on the “Home” tab in the Ribbon, and then select the “Manage Rules & Alerts...” command.

At that point the “Rules and Alerts” dialog box will appear. Ensure that you are viewing the “Email
Rules” tab, and then click the “New Rule...” button in the upper left corner of that tab to launch the “Rules
Wizard.”

At this point, you simply need to create a new rule that states that mail that arrives in your Inbox that
contains words in either the body or subject that pertain to a selected matter or case should be immediately
moved to the designated folder that you have already created.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 6



MANAGING MAIL

17.3- Using Search and Search Folders to Organize Mail:

Many efficiency studies have pointed out that using the “Search” and “Search Folders” feaﬂss
within your Inbox is a much faster and more efficient way to sort and organize your email versus g
subfolders. Using this technique, you do not create subfolders. All mail is collected within yoﬁx.
However, you then use the “Search” feature, as well as create specific “Search Folders,” that will ively
filter the Inbox to display only the mail items you wish to see at that time. Let us examine h “Search
Folders” feature works within Microsoft Outlook. (6

To create a new search folder, right-click the “Search Folders” icon within the “Jvail” section of the
Folder Pane and then select the “New Search Folder...” command from the popup ggflthat appears. In
the “New Search Folder” dialog box that appears, you can then select the criteria b i h you want to find
mail. Just as when creating mailbox rules, you can find mail by sender, mail status Ind specific words in
the subject line or body of the email. To create your own criteria, select t eate a custom Search
pox. Click “Criteria” to open
gria you wish to apply to your
me for the new search folder

OX to create the new Search Folder.
all of the items within your Inbox that
oxXfolder again to display all messages.

“New Search Folder” dialog box. Click the “OK” button in this dialG
To use the Search Folder, click it in the Folder Pane [
match the search criteria specified. You can then click you
Separately from creating a more permanent Sea Ider, if you want to find a particular piece of
mail within your Inbox, you can do a quick search to& . T0 do this, select the Inbox folder and then type
the word or words for which you are searching ir% “Instant Search” text box that appears above the

folder. Outlook will then filter the Inbox to dis Yy messages that contain the text for which you are
searching. You can then click the small “x” ears at the right end of the “Instant Search” text box to

clear the search terms and display all (@ sages in your Inbox again when you are finished.

17.4- Making Mail Easier to Searc@

One of the quickest to search for email is by searching for text within the “Subject” line of the
email. This allows Outloo scanning the body text of the email, thereby allowing for faster and easier
searching. In this lesson, Il examine changing the “Subject” line of an email you receive so you can
add text that will allow yQu to find the email more quickly in the future.

To edit t ct line of an email you have received, double-click the message within your Inbox to
open the email_i wn message window. If using Outlook 2016, you may need to click the “Expand
Headers” do -pointing arrow button at the right end of the header section of the email to expand the
em editable. At that point, make any changes that you want to the subject line displayed
within th il by adding text to the “Subject” line to “categorize” the email. Then click the “Save” button
within ick Access toolbar and accept any warning messages Outlook may show you. Note that you

ange the subject line of an email that contains an attachment while the attached file is opened.
0 st first close the attached file before editing the subject line of the associated email.

In Outlook, which shows email sorted by conversation by default within the Inbox, you may notice
that changing the subject line does not change the way email is grouped and displayed in conversation
view. This is because conversation view uses the “conversation” field to organize the mail- not the “subject”
field. To disable the conversation view, click the “View” tab in the Ribbon and uncheck the “Show as
Conversations” option when the Inbox is selected. Then click whether you want to apply the change to “All

mailboxes” or “This folder” by clicking the desired button in the prompt that appears. Alternately, you could
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MANAGING MAIL

17.4- Making Mail Easier to Search- (cont’d.):

right-click the headers shown within the message list of the Inbox folder, and select the “ShoN:\s
.

Conversations” option to uncheck it. ;

17.5- Managing Reminders:

You can use the “Flag for follow up” feature, along with reminders in Outlgek, to aid you in
remembering the tasks and other activities you need to complete, as well as when yo complete them.
To review setting message flags as well as reminders on Outlook emails, revie séon “3.3- Message
Flags” in the “Introductory Outlook” manual included with this product.

Once you have a system in place for noting reminders, however, yo find that you will have
several reminders appearing in the “Reminders” window as the items th gged for follow-up come
due. You have several options for dealing with the reminders that appe e “Reminders” window. Note
that while you can select each item and set a “Snooze” time indiv@ iPyou have several reminders
appearing within the window you can also select multiple remind iLst and then set the same “Snooze”
time for all of the selected reminders. Selecting multiple items in Q?eminders” window is just like making
multiple selections in other windows, simply click on the firstgiem, Reld down the “Shift” key and then click
the last item to select those items and all items betwe {eh. You can also select items that are not
adjacent by holding down the “Ctrl” key and then seleatin items.

In addition, for items that you have alreadyx ted, you can mark them as completed in the
“Reminders” window one at time without having toﬁ ach item individually. To do this, simply right-click
on the desired item within the “Reminders” win nd then select the “Mark Complete” option from the
popup window that appears. Note, howeve@u can only mark one item at a time as completed. The
option to “Mark Complete” will not app you right-click on multiple selected reminders within the
“Reminders” window. %

17.6- Saving Email as PDF:

You may find you @a situation where you want to save an email message as a PDF document
instead of printing a hard cOgy or saving it as an Outlook email file. This is helpful for file management, as
PDF files can be highly gompressed when archived. PDF documents can be shared without having to worry

about the docu ing changed, as they can be secured ensuring their exact appearance. A PDF file is
also a more unj e format. Most modern web browsers have built in PDF readers.
Outlo supports native PDF printing for its email in the PC versions of the software by using

t to PDF” option when choosing a printer. To save an email as a PDF document, open
ssage and click the “File” tab in the Ribbon. At the left side of the Backstage View, click the
“Print and. To the right, under “Printer,” click the dropdown box and select the “Microsoft Print to
l% on from the dropdown menu. Click the “Print” button to open the “Save Print Output As” dialog
bo avigate to where you want to save the document and enter a hame for your PDF file in the “File
name:” text box. Click “Save” to save your Outlook email as a PDF document.
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MANAGING MAIL

17.7- Turning Emails into Tasks:

You can easily turn an email you receive into a task, thereby preserving the text of the email an@any
phone numbers or other information it contains as an actionable task for which you can then set a rem
date, as well as other task information.

To do this, click and drag the desired email onto your “Tasks” folder within the Foldér or
Navigation Bar. When you release the mouse button, Outlook will convert the email into a t display
the content within a task window where you can then set associated task information, such reminder
date, a due date, or task category. Once you have finished creating the task, simpl@ck the “Save &
Close” button in the Ribbon of the “Task” window to save it.

17.8- AutoReply to Email: Oé

The AutoReply feature of Outlook can be indispensable for busygattorneys who have a heavy case
fice for a day, it is a good habit

time when you will be back in the office.
To set an AutoReply for an Exchange Server account
“Info” button in the backstage view. Then select the “Auto
dialog box that opens, choose the “Send Automatic,R
automatic replies, if needed, check the “Only send dwg
and “End time:” using the dropdowns to the right o %

lick “File” tab in the Ribbon, and then the
iCNReplies” button. In the “Automatic Replies”
radio button. To specify a duration for the
time range:” checkbox. Choose a “Start time:”
eled text boxes. Next, type the message that you

want to have appear for users on both the “Insj Organization” and “Outside My Organization (On)”
tabs. You can set basic formatting for your %ﬂc replies using the toolbar above the text entry field for
the body of the message. To set any “Rulgs our automatic reply, click the “Rules...” button to launch
the “Automatic Reply Rules” dialog bo “Add Rule...” to open the “Edit Rule” dialog box. Use this
dialog box to create any rules you n or your automatic reply message and click “OK” to return to the

“Automatic Reply Rules” dialog bo@ur new rule will be displayed in the list. Click “OK” to apply the rule
and return to the “Automatic Replie ialog box. Click the “OK” button to enable the automatic replies. If
you specified a duration, O will stop sending auto replies when the duration expires. Otherwise,
simply return to the “Aut eplies” dialog box, select the “Do not send automatic replies” radio button,
and then click the “OK” buttgn. Alternatively, click the “Turn Off” button in the “Automatic Replies (Out of
Office)” section or in thesarea directly above the Inbox pane.

If you doyn ve an Exchange Server account configured in Outlook, you can still emulate this
feature using ap il template in conjunction with the mailbox rules. To do this, first create a plain text
email messag @ ype whatever you want your out of office reply to be as the body of the email. Click the
“File” tab i Ribbon and select the “Save As” command from the left side of the Backstage View. Enter a
“File narfie:™into the labeled text field. Click the “Save as type:” dropdown button and choose “Outlook
Te p% Do not change the save location for the template, as it will be saved into the default template
fol icrosoft Outlook. Click the “Save” button to save the template. Then close the email you created.

Select your Inbox and create a new rule for the Inbox using the “Rules Wizard.” To review creating
mailbox rules, please read lesson “14.1- Creating Mailbox Rules” in the “Advanced Outlook” manual within
this product. When you create the rule, ensure the rule will be triggered when the condition is set to mail
that is received by you. Then set the action to be reply using a template. Then edit the rule to select the
email template you just created as the email template to use. Finish the rule as you normally would. As with
all rules, you can enable and disable the rule, as needed, to send an “Out of Office” reply to received email

on your non-Exchange email account.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 9



MANAGING MAIL

17.9- Auto-forward Email:

If you do not have the ability to access your Outlook emails remotely, another useful feature %

ability to have Outlook automatically forward email you receive to another email account you can acee
x ee

ing a

from your mobile devices. This way, you can still check your email when traveling or you ha
moment when in court. You can set up automatic forwarding on your Outlook email account byfal
mailbox rule that forwards all mail from your Inbox to an email account you specify.

Note that if you are using an Exchange Server for your email account, you should tal he person
responsible for maintaining the server to ensure that you can automatically forward il to an outside
address. They may need to tweak settings on the Exchange Server to allow for this, ange Server is
set to not automatically reply or forward email to the Internet by default for securit es.

However, if you are using Outlook for POP email accounts that download local PST folder, you
can easily apply a mailbox rule that will allow you to forward any mail received Q other email address that
you specify.

If you need to review creating mailbox rules, please read less \I - Creating Mailbox Rules” in

Qt&

the “Advanced Outlook” manual within this product. When you creat le ‘on your Inbox, you choose to
have all mail that is received be forwarded. You then enter the epfai ress to which you wish to forward
the email that you receive. Just as when using your other email r@ be sure to disable the rule when you
return to your office to turn off the auto-forwarding.

17.10- Using Quick Parts: \\

Many lawyers use standard text, such a fidentiality agreement, within their emails and then
simply make minor editing changes to the @uit the particular situation. Whenever you have text that
you insert and use repeatedly in your emaj can save it as a Quick Part in Outlook. This allows you to
insert it easily into future emails without to retype it in its entirety or copy and paste it from another
email. This will also reduce the possi k of exposing confidential client information in the process. Note
that in order for Quick Parts to tﬁailable in Outlook, you must also have Word installed on your
computer from the same Microseft e installation. Note, however, that Word does not have to be set as
your default email editor withj look to use Quick Parts

To create a Quic imply type the text you wish to save as a Quick Part into the body of an
email in its unedited, meanihg not personalized state. Then select all of the text that you wish to save as a
Quick Part. Note that _this content can include pictures, text, or any other content you can insert into your
email. Once yo e content selected, click the “Insert” tab within the Ribbon in the message window

and then click ck Parts” button in the “Text” button group. From the dropdown menu that appears,
select the “ election to Quick Part Gallery...” command to open the “Create New Building Block”
dialog bo this dialog box, enter a new name for the selected text into the “Name” text box, if

desire u‘can enter a description of the text into the “Description” text box if you wish. In addition, you
C u@e “Options” dropdown to select how you want Outlook to insert the content into a message in the
% ce you have made the changes to the settings that you want to keep, click the “OK” button to save
th ick Part. Also, note that you should click the “Yes” button, if prompted later on, to save your building
block when exiting the Outlook program.

To insert a saved Quick Part into an email, place the cursor at the location where you wish to insert
the information. Then click the “Quick Parts” button in the “Text” button group on the “Insert” tab within the
Ribbon. From the dropdown menu that appears, click on the name of the Quick Part that you want to insert,

to place the content into your message. Then simply edit it, as needed, for your message.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 10



MANAGING MAIL

17.11- Using Quick Steps in Outlook:

Quick Steps were first introduced in Outlook 2010 and quickly became a valued feature. %::
Steps assist users in being more efficient by making multi-step tasks that they often perform in O
shortened to be a click or two away. The default Quick Steps are shown in the middle of the “
within the Ribbon when you have the Inbox selected. These default Quick Steps are shown be@
users use them so commonly. However, you can create your own custom Quick Steps for ons that
you perform most frequently in Outlook.

For many Quick Steps, the first time that you click on a Quick Step you will be pted to set up
the Quick Step by customizing the selected actions. Once you have customized t iek Step, you will
see the icon for it appear in the Quick Steps button group on the “Home” tab withi Ribbon. You can
simply select your mail item and then click the Quick Step button to execute the Qui€k Step in the future.

You can also create your own Quick Steps that contain actions that oose for the processes
that you perform most often. To create a custom Quick Step, simply CIQO ‘Create New” Quick Step

shown within the “Quick Steps” button group to open the “Edit Quick St g box where you can create

a new Quick Step. Start by typing a name for the Quick Step into t

menu below that to select the first action and choose any addition ings for the selected action. You can

continue to click the “Add Action” button to add another dropdo d repeat the process until you have

added all of the actions that you need to the Quick Step. g&g the Quick Step a shortcut key, select
te

one from the “Shortcut Key” dropdown menu. If deS|re the purpose of the Quick Step into the
“Tooltip Text:” text box. This text will appear when yo your mouse pointer over the Quick Step in the

e.” text box. Use the dropdown

Ribbon, reminding you of its purpose. When you are d click the “Finish” button to create the selected
Quick Step and add it to the buttons available in t k Steps” button group.

You can manage your Quick Steps b g the dialog box launcher button, in the lower right
corner of the Quick Steps button group, to e “Manage Quick Steps” dialog box. You will see your
Quick Steps shown in a listing at the Ieft thls dialog box. You can select a Quick Step shown here
and then click the “Edit,” “Duplicate,” o " buttons to the right to edit, copy, or delete the selected
Quick Step. If you wish to reset you Steps to their default settings, click the “Reset to defaults” button
in the lower left corner of this dialo . When you are finished managing your Quick Steps, click the “OK”

button to close the dialog box aﬁQreturn to Outlook.

17.12- Tips to Reduce PS isolder Size:

T4
If you ar nected to an Exchange Server, then you probably use a PST folder for your Inbox
and other Outl ers. For many lawyers, the sheer volume of mail that they handle can cause the size
of the PST fj Q{ow very quickly. In this lesson, we will review some tips that you can use to ensure that
your PST stze will remain manageable and that Outlook will therefore respond more quickly when you

ou can create an “Archive” copy of your Inbox and its related folders that you keep in a separate

S#sfile. That way, you can move old mail to the archive copy for storage purposes without having to risk
deleting the information, or retaining it within your primary PST folder where it will needlessly slow down
your Inbox processing. You can archive mail within folders either manually or automatically, and you can set
the retention policy for the email. It is also important to note that you can create and use multiple archive
folders for archiving mail (for example, by year), if needed. If you need to review the process for
AutoArchiving email, please review lesson “12.2- Setting AutoArchiving for Folders” in Chapter 12 of the

are usi
% first tip that you should be aware of if using a PST file is using the “Archiving” feature within
ooy
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MANAGING MAIL

17.12- Tips to Reduce PST Folder Size- (Cont'd.):

“Advanced Outlook” manual included with this product. You can also manually archive folders by cliﬂ‘g(
the “File” tab within the Ribbon and clicking the “Info” command at the left side of the backstage v"ew. Ell

the “Cleanup Tools” dropdown button, and select the “Archive...” command. Choose which to

archive in the “Archive” dialog box that appears, as well as set the date used to archive mail. Y@u SO
choose to which PST folder the mail will be archived by using the “Browse...” button at th of the
dialog box to launch the “Open Outlook Data Files” dialog box. Choose the data file to save archive in

and click “OK” to return to the “Archive” dialog box. The default archive file folder pathv%vill be shown in
the adjacent “Archive file:” text box. Click the “OK” button to start archiving mail.

If you want to open the archive file within Outlook, you can click the “File” t@win the Ribbon and
then click the “Open & Export” command at the left side of the backstage view: k the “Open Outlook
Data File” command and browse to the archive folder to open it. You can t ccess any mail that you
have archived.

Another tip for managing your PST file size is to remember tﬁ y your deleted items folder.
Remember that items that you delete from your Inbox and other foIc@ actually moved to the “Deleted
Items” folder, where they will be saved by default, until you choos pty the folder. Items saved into the
“Deleted Items” folder will still increase the size of your PST file. Qan easily empty your “Deleted Items”
folder by right-clicking on the “Deleted Items” folder with@ Folder Pane, and selecting the “Empty

are someone who finds that they are often replyin forwarding email that you have received, it is
important to note that a copy of every email to w u replied or forwarded is kept in your “Sent Items”
folder. If you do not need to keep these ite& an open the “Sent ltems” folder and then delete any

Folder” command from the popup menu.
Another tip for reducing file size is to delete ﬁ&@ary items from your “Sent Items” folder. If you
d

sent items that you no longer need to keep. Tl n also greatly reduce your PST file size, as many users
forget that they keep copies of all of these . Once again, after these emails are deleted from the “Sent
Iltems” folder they are sent to the “DeletedSitems” folder, so be sure to empty your “Deleted Items” folder
when you are finished to remove th anently from your PST file.

As long as you follow thesm, you should have a PST file that is of a manageable size and is
quick and responsive when using the Outlook application.
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MANAGING MAIL

USING SUBFOLDERS:

1. To create a subfolder, right-click the Inbox within the Folder Pane and then select the “New F

command from the popup menu that appears.
A new folder will then be added to the Folder Pane beneath the Inbox. \

2.

3. Type a name for the new folder and then press the “Enter” key on your keyboard to cre
subfolder.

4. To create a subfolder from afolder in the “Favorites” list, right-click the Inbox under rltes and
select “New Folder” from the popup menu. 6

5. The “Create New Folder” dialog box will open.

6. Enter the “Name:” for the folder in the labeled field. @

7. Choose what the “Folder contains:” from the dropdown list.

8. Choose where to place the folder in the “Select where to place the folder:”

9. Click “OK” to create your new subfolder.

10. To rename a subfolder that you have created, right-click the d ubfolder and then select the

“Rename Folder” command from the popup menu that appears.
11. Type the desired folder name and press the “Enter” key to set

12. Also note that you have a great deal of control over where Iace your folders and what types of
items they can contains by default. If you wish to learn about creating folders within your Outlook
account, please review lesson “12.3- Creating Privat ers” in the Advanced Outlook manual within
the Mastering Outlook Made Easy tutorial. ¢

13. Once you have created subfolders, you can ma@move any associated mail, appointments, tasks,
or other Outlook items you receive into the de subfolder when they arrive in your Inbox.

14. To manually move associated items to, t wly created subfolder, select the Inbox within the
Folder Pane to display the email within t X.

15. Click and drag the email you want t , and drop it onto the desired subfolder within the Folder
Pane.

USING MAILBOX RULES TO GAi:;ZE MAIL:

1. If you need a review rocess of creating folder rules, you should review lesson “14.1- Creating
Mailbox Rules” in the “Atlvanced Outlook” manual within this product. Note that you can apply rules to
folders that you creafe, as well as your Inbox within Outlook.

2. To creater @k the “Rules” button in the “Move” group on the “Home” tab in the Ribbon, and then
select the “ e Rules & Alerts...” command.

3. The “Ru Alerts” dialog box will then appear. Ensure that you are viewing the “Email Rules” tab,

he “New Rule...” button in the upper left corner of that tab to launch the “Rules Wizard.”

oiht, you simply need answer the questions posed on each screen of the wizard to create a hew
u t states that mail that arrives in your Inbox that contains words in either the body or subject that
%/t In to a selected matter or case should be immediately moved to the designated folder that you
e already created
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ACTIONS-
MANAGING MAIL

USING SEARCH AND SEARCH FOLDERS TO ORGANIZE MAIL:

W N

12.

. To display all messages again, click on your Inbox folder.
. To perform a quick search, select the folder to search in anQ

To create a new search folder, right-click on the “Search Folders” icon within the “Mail” section he
Folder Pane and then select the “New Search Folder...” command from the popup menu that appeaks.’s
In the “New Search Folder” dialog box that appears, select the criteria by which you want to fin%
Just as when creating mailbox rules, you can find mail by sender, mail status, or find specific ds'in
the subject line or body of the email.

If you wish to create your own criteria, select the “Create a custom Search Folder” se@)n to open
the “Search Folder Criteria” dialog box where you can define any and all criteria you@—| to set for your
search folder.

After creating your criteria, click the “OK” button.

Type a name for the new search folder into the “Name” field in the “Custom Folder” dialog box.
Click the “OK” button to return to the “New Search Folder” dialog box. 6

Click the “OK” button in this dialog box to create the new Search Folde

To use the Search Folder, click on it in the Folder Pane to display Q e items within your Inbox that
match the search criteria that you specified.

er your search terms into the “Instant
Search” textbox above the Inbox Pane and click the m@ing lass icon or press the “Enter” key on

your keyboard to search the folder. @

You can then click the small “x” button that app a& e right end of the “Instant Search” text box to
clear the search terms and display all of the mes(& in your Inbox again when you are finished.

MAKING MAIL EASIER TO SEARCH: \< ;E

1.

2.

3.

6.

8

To edit the subject line of an emai you have received, double-click on the message within your
Inbox to open the email in its ow age window.
If using Outlook 2016, you ma d to click the “Expand Headers” downward-pointing arrow button at

the right end of the header sgction of the email to expand the headers to make them editable.

Make any changes that nt to the subject line displayed within the email. This is the point at which
you would want to ad%‘ t that will categorize the email.

Click the “Save” button within the Quick Access toolbar and accept any warning messages that Outlook
may show you.

Note that yox‘O t change the subject line of an email that contains an attachment while the attached
u must first close the attached file before editing the subject line of the associated

file is ope
email. ?
To di e conversation view, click the “View” tab in the Ribbon and the uncheck the “Show as
C ations” option when the Inbox is selected.

select the “Show as Conversations” option to uncheck it.
en click whether you want to apply the change to “All mailboxes” or “This folder” by clicking the
desired button in the prompt that appears.

7%" tely, right-click in the message headers shown within the message list in the Inbox folder and
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MANAGING MAIL

MANAGING REMINDERS:

To review setting message flags as well as reminders on Outlook emails, review lesson “3.3- Mewe
Flags” in the “Introductory Outlook” manual included with this product. *
Note that while you can select each item and set a “Snooze” time individually, if you hav ﬁ\rjal
reminders appearing within the window you can also select multiple reminders first and tlie t the
same “Snooze” time for all of the selected reminders.

To select multiple items in the “Reminders” window, click on the first item, hold down “Shift” key
and then click the last item to select those items and all items between them. %

To mark reminders as “Completed” without opening them, right-click on the | item within the
“Reminders” window, and select the “Mark Complete” option from the popup wij hat appears.

Note, however, that you can only mark one item at a time as completed. T n to “Mark Complete”
will not appear if you right-click on multiple selected reminders within the “ nders” window.

SAVING EMAIL AS PDF: 0& é

o

1. To print your email as a PDF, open your email message an the “File” tab in the Ribbon.

2. Click the “Print” command on the left side of the BackstaggView:

3. Inthe “Printer” section, on the right side of the screen, c%e dropdown and select the “Microsoft Print
to PDF” option. IS

4. In the “Save Print Output As” dialog box, navig& e location you want to save the file and click
“Save.”

TURNING EMAILS INTO TASKS: \< §E

1. To turn an email into a task, click a g the desired email onto your “Tasks” folder within the Folder
Pane or Navigation Bar.

2. When you release your mouse Qgttdn, Outlook will convert the email into a task and display the content
within a task window Where%)u can then set associated task information, such as a reminder date, a
due date, or task cate orQ

3. Once you have finishg\ ting the task, click the “Save & Close” button in the Ribbon of the “Task”
window to save it.

&
Q
3
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AUTOREPLY TO EMAIL:

1. To create and “Out of office” AutoReply if using an Exchange Server account, click the “Filé§tab
in the Ribbon, and then the “Info” button in the backstage view. *

2. Then select the “Automatic Replies” button. \

3. Inthe “Automatic Replies” dialog box that opens, choose the “Send Automatic Replies” radioQQ .

4. Use the dropdowns for “Start time:” and “End time:” to set a duration, if needed.

5. Next, type the message that you want to have appear for users on both the “Inside MQanization”
and “Outside My Organization (On)” tabs. %

6. To set basic formatting options for your AutoReply message, use the toolbar, the text field for
the body of the message. @

7. Click the “OK” button to enable the automatic replies.

8.

If you specified a duration, Outlook will stop sending auto replies when thation expires. Otherwise,
simply return to the “Automatic Replies” dialog box and select the “Do seénd automatic replies” radio
button and then click the “OK” button. Alternatively, click the “Turn Off” Button in the “Info” section of the
Backstage View or the “Turn Off” button above the Inbox pane.

9. To create an email template if you don’t use an Exchange , create a plain text email message
and type whatever you want your out of office reply to be as t@dy of the email message.

10. Click the “File” tab in the Ribbon and choose the “Save tion

11. In the “Save as type:” dropdown, select “Outlook Te s the file type.

12. Do not change the save location for the template,‘@ Il be saved into the default template folder for

Microsoft Outlook.

13. Click the “Save” button to save the new email t@b e

14. Select your Inbox and create a new rule og ox using the “Rules Wizard.”

15. To review creating mail box rules, read lesson “14.1- Creating Mailbox Rules” in the
“Advanced Outlook” manual within thi ct.

16. When you create the rule, ensure% rule will be triggered when the condition is set to mail that is
received by you.

17. Set the action to be reply using plate.

18. Edit the rule to select the email template you just created as the email template to use.

19. Finish the rule as yougo would, and click the “Finish” button when you are done.
20. To send an “Out of Of& ly to received email, enable and disable the rule, as needed.

f

AUTO-FORWAR@AL

1. To set -forwarding if you are using Outlook for POP email accounts that download to a
local [Ger, apply a mailbox rule that will allow you to forward any mail received to another email
ad that you specify.

Z% eed to review creating mail box rules, please read lesson “14.1- Creating Mailbox Rules” in the

3.

vanced Outlook” manual within this product.
en you create this rule on your Inbox, you must choose to have all mail that is received be
forwarded.
4. Enter the email address to which you wish to forward the email that you receive.
5. Just as when using your other email rules, be sure to disable the rule when you return to your office to
turn off the auto-forwarding.
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USING QUICK PARTS:

1. To create a Quick Part, type the text that you wish to save as a Quick Part into the body of an emgai
its unedited, meaning not personalized, state.

2. Select all of the text that you wish to save as the Quick Part. Note that this content can includ
text, or any other content that you can insert into your email.

3. Once you have the content selected, click the “Insert” tab within the Ribbon in the messa@l ow and
then click the “Quick Parts” button in the “Text” button group.

4. From the dropdown menu that appears, select the “Save Selection to Quick Part Ga@..” command in
order to open the “Create New Building Block” dialog box. @

5. Enter a new name for the selected text into the “Name” text box, if desired.

6. Enter a description of the text into the “Description” text box if you wish.

7. Use the “Options” dropdown to select how you want Outlook to insert th nt when it is inserted into
a message in the future.

8. Click the “OK” button to save the Quick Part.

9. Note that you should click the “Yes” button, if prompted, to per save your building block when

exiting the Outlook program.
10. To insert a saved Quick Part into an email, place the msertl oint at the location where you wish to
insert the information.

11. Click the “Quick Parts” button in the “Text” button e “Insert” tab within the Ribbon.

12. From the dropdown menu that appears, click o e of the Quick Part that you want to insert to
place the content into your message.

13. Then you may edit it as heeded for your mes a@»

USING QUICK STEPS IN OUTLOOK:

1. To apply a preset Quick Step, * a Quick Step from the “Quick Steps” button group in the “Home”
tab of the Ribbon.

2. For many Quick Steps, t {Qt time that you click on a Quick Step you will be prompted to set up the
Quick Step by custo @e selected actions.

3. Once you have custo the Quick Step, you will see the icon for it appear in the “Quick Steps”
button group on the ome” tab within the Ribbon.

4. You can then cli e chk Step to insert it into your message.

5. To create x Quick Step, click the “Create New” Quick Step shown within the “Quick Steps”

pen the “Edit Quick Step” dialog box where you can create a new Quick Step.

a name for the Quick Step into the “Name:” text box.

opdown menu below that to select the first action and choose any additional settings for the

action.

n continue to click the “Add Action” button to add another dropdown and repeat the process until
have added all of the actions that you need to the Quick Step.

9. You can assign the Quick Step a shortcut key by selecting one from the “Shortcut Key” dropdown menu.

10. If desired, you can enter the purpose of the Quick Step into the “Tooltip Text:” text box.

11. Any text entered into the “Tooltip Text:” text box, will be displayed when you hove over that Quick Step
in the “Quick Steps” button group of the “Home” tab in the Ribbon.
(cont’d.)
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USING QUICK STEPS IN OUTLOOK- (CONT'D.):

12. When you are finished, click the “Finish” button to create the selected Quick Step and add it tOythe

buttons available in the “Quick Steps” button group. *

13. To manage your Quick Steps, click the dialog box launcher button in the lower right corr\ he
Quick Steps button group to open the “Manage Quick Steps” dialog box. Q

14. You will see your Quick Steps shown in a listing at the left side of this dialog box.

15. Select a Quick Step shown here and click either the “Edit,” “Duplicate,” or “Delete” button he right to
edit, copy, or delete the selected Quick Step. %

16. To reset your Quick Steps to their default settings, click the “Reset to defaults} on in the lower
left corner of this dialog box to reset the Quick Steps back to their defaults. U@

17. Click the “OK” button to close the dialog box and return to Outlook. %

TIPS TO REDUCE PST FOLDER SIZE: K

1. You can archive mail within folders either manually or automatica
policy for the email. It is also important to note that you can @n
archiving malil (for example, by year), if needed.

2. If you need to review the process for AutoArchivingfemail, please review lesson “12.2- Setting
AutoArchiving for Folders” in Chapter 12 of the “Adval |@ Outlook” manual included with this product.

3. To manually archive folders, click the “File” tabwi e Ribbon and then click the “Info” command at
the left side of the backstage view.

4. Click the “Cleanup Tools” dropdown buttong@v\ailbox Cleanup” section, and select the “Archive...”

and you can also set the retention
and use multiple archive folders for

command.

5. Then choose which folders to archivet'gﬂ

used to archive mail.

Archive” dialog box that appears, as well as set the date

6. Choose to which PST folder the_dTailywill be archived by using the “Browse...” button at the bottom of
the dialog box to open the “Ope tlook Data Files” dialog box.

7. Choose the data file to savegour archive in and click “OK” to return to the “Archive” dialog box.

8. The default archive file f athway will be shown in the adjacent “Archive file:” text box.

9. Click the “OK” button K rchiving mail.

10. To open the archive filgywithin Outlook, click the “File” tab within the Ribbon and then click the “Open

& Export” commagpddt the left side of the backstage view.
11. Click the “ tlook Data File” command and browse to the archive folder to open it. You can
at you have archived.
12. To emp “Deleted Items” folder, right-click on the “Deleted Items” folder within the Folder Pane,
and t S the “Empty Folder” command from the popup menu that appeatrs.
13. To% te*items from your “Sent Items” folder, open the “Sent Items” folder and then delete the sent

at you no longer need to keep by clicking the “Delete” button in the “Home” tab or pressing the
% e” or “Del” key on your keyboard.
14 R€member, after these emails are deleted from the “Sent Items” folder the are sent to the “Deleted
Items” folder, so be sure to empty your “Deleted Items” folder when you are finished.
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EXERCISES-
MANAGING MAIL

Purpose:

1. To be able to more effectively manage your mail within your Outlook Inbox by using sewal
techniques that have been discussed within this chapter. *

Exercises:

1. Open your Outlook application.

2. Right-click on your Inbox and then select the “New Folder” command from pup menu that
appears. @

3. Type “Test Folder” into the highlighted name of the new folder in the Fold e and then press the
“Enter” key on your keyboard to set the name of the new folder.

4, Next, you will create a mailbox rule that will move email into your n Folder.”

5. Click the “Rules” button in the “Move” group on the “Home” tab QRibbon, and then select the
“Manage Rules & Alerts...” command.

6. In the “Rules and Alerts” dialog box that appears, ensure t re viewing the “Email Rules” tab,
and click the “New Rule...” button in the upper left corner %t tab to launch the “Rules Wizard.”

7. Select the “Move messages with specific words in thessubjegt to a folder” template within the dialog
box and then click the “specific words” hyperlink in t@ box at the bottom of the dialog box.

8. Type “outlook test” into the “Specify word or phr search for in the subject” text box, and then
click the “Add” button.

9. Click the “OK” button.

10. Click the “Specified” hyperlink at the bott e Rules Wizard” dialog box.

11. Select the “Test Folder” subfolder wi r Inbox shown in the “Rules and Alerts” dialog box, and

then click the “OK” button.
12. Click the “Finish” button at the the “Rules Wizard” dialog box.
13. Open a new email message ‘m&dress it to your own email address.
14. Enter “outlook test message%{he ‘Subject” line and then type a message to yourself.
15. Click the “Send” button t@ send’the message.
16. Click the “Send/Recei %tton to perform a send and receive, if needed.
17. Note that the new@rrives in the “Test Folder” subfolder.
18. To delete the new r open the “Rules and Alerts” dialog box again.
19. Click the “F@fl}bunon in the “Move” group on the “Home” tab in the Ribbon, and then select the

ManageW Alerts...” command.

20. In the “ nd Alerts” dialog box, click the “E-mail Rules” tab, if needed, and then select the
‘outloo} t” rule shown

21. Cliek t Delete” button at the top of the tab to delete the rule.

22. es” at the message box.

2 @k the “OK” button to close the “Rules and Alerts” dialog box.

% ght-click on the “Test Folder” within the Folder Pane and then choose the “Delete Test Folder...”
command from the popup menu that appears.

25. Click “Yes” at the message box prompt to move the folder to the “Deleted Items” folder.

26. Right-click the “Deleted Items” folder within the Folder Pane and then select “Empty “Deleted Items”
Folder...” from the popup menu that appeatrs.

27. Click “Yes” at the message box to permanently delete the contents of the Deleted Items folder.

(cont’d.)
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EXERCISES-
MANAGING MAIL

Exercises- (Cont'd.):

28.
29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

44,
45,

o

Next, create a new mail message within Outlook in order to create a new Quick Part item. \W
In the new mail message window, enter the following text: “This email message, including\a
attachments, is intended only for the use of the individual or entity to which it is addressed ay
contain information that is privileged or confidential.” Q
Select all of the text that you just entered within the body of the message window.

Click the “Insert” tab in the Ribbon at the top of the message window.

Click the “Quick Parts” button that appears within the “Text” button group on that%and then select
the “Save Selection to Quick Part Gallery...” command from the dropdown m appears.

Type “Sample Privacy Statement” into the “Name:” text box within the “C Q’ew Building Block”
dialog box.

Use the “Options” dropdown within the dialog box to select “Insert cont@w its own paragraph.”
Click the “OK” button in the dialog box to save the Quick Part.

Close the email message window, click “No” to saving changes
message window.

Click into the body of the mail message window, and then gl e “Quick Parts” button in the “Text”
button group on the “Insert” tab within the Ribbon of the m e window.

Select the “Sample Privacy Statement” text shown ir@dro down menu that appears to insert the

text as its own paragraph within the message win .
Click the “Quick Parts” button in the “Text” buft p on the “Insert” tab within the Ribbon of the

message window, and then right-click on & ample Privacy Statement” text shown in the
dropdown menu.

nd then open a new email

From the popup menu that appears, sele ‘Organize and Delete...” command.

In the “Building Blocks Organizer” w select the “Sample Privacy Statement” entry at the left
side of the window, and then click lete” button at the bottom of the listing shown.

Click the “yes” button in the confi n message box to delete the Quick Part.

Click the “Close” button withi uilding Blocks Organizer” to close the window.
Close the message window lick the “No” button to not save a copy of the draft.
Close the Outlook applieation.

\O
&

R
N
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