A Presentation of TeachUcomp Incorporated.

Copyright © TEACHUCOM:

, INC. 2015

ADVANCED P
FL@TLE@KQ

O

o

TEAC
<

OMP, INC.

...it’s all about you

.K

&

%’z’@Q




ADVANCED OUTLOOK

Copyright:

Copyright © 2015 by TeachUcomp, Inc. All rights reserved. This publication, or any part th
may not be reproduced or stored in a retrieval system, or transmitted in any form or by any m
electronic, mechanical, recording, photocopying, or otherwise, without the express written perr& of
TeachUcomp, Inc.

For PDF manuals, TeachUcomp, Inc. allows the owner of the PDF manual to p to 2
additional copies of the PDF manual that the owner may place on up to 2 additional non-sh computer
hard drives for ease of use when using the accompanying DVD-ROM tutorials. Tea%comp, Inc. also
grants unlimited personal printing rights to the owner, strictly limited to the pu of not-for-profit
personal or private education or research. @

The unauthorized reproduction or distribution of this copyrighted work i %
infringement, including infringement without monetary gain, is investigated by@ I
up to five years in federal prison and a fine of $250,000.

Trademark Acknowledgements: & !

Windows, Windows XP, Windows Vista, Windows 7, @;WS 8, Windows 8.1, Windows 10,
Microsoft Word 2003, Microsoft Word 2007, Microsoft Wor 10, "Wicrosoft Word 2013, Microsoft Word
2016, Microsoft Excel 2003, Microsoft Excel 2007, Micr cel 2010, Microsoft Excel 2013, Microsoft
Excel 2016, Microsoft Access 2003, Microsoft Acces?gx&‘C icrosoft Access 2010, Microsoft Access 2013,

al. Criminal copyright
and is punishable by

Microsoft Access 2016, Microsoft PowerPoint 200 icrosoft PowerPoint 2007, Microsoft PowerPoint
2010, Microsoft PowerPoint 2013, Microsoft Po t 2016, Microsoft Project 2007, Microsoft Project
2010, Microsoft Project 2013, Microsoft Proj% , Microsoft Outlook 2003, Microsoft Outlook 2007,
Microsoft Outlook 2010, Microsoft Outloc\ , Microsoft Outlook 2016, Microsoft OneNote 2003,
Microsoft OneNote 2007, Microsoft One@ 010, Microsoft OneNote 2013, Microsoft OneNote 2016,
Microsoft Publisher 2003, Microsoft Pu r 2007, Microsoft Publisher 2010, Microsoft Publisher 2013,
Microsoft Publisher 2016, Microsof 2003, Microsoft Office 2007, Microsoft Office 2010, Microsoft
Office 2013, Microsoft Office 201@crosoft Office 365, Microsoft Bing, Microsoft OneDrive, Microsoft
Internet Explorer, Microsoft ge, Microsoft Cortana, Windows Live, Windows Defender, Windows
Exchange Server, Wind ange Server Online and Microsoft Security Essentials are registered
trademarks of Microsoft tion. Other brand names and product names are trademarks or registered
trademarks of their respectivé holders.

/

Disclaimer:

Whi Q precaution has been made in the production of this book, TeachUcomp, Inc. assumes
no resp r errors or omissions. Nor is any liability assumed for damages resulting from the use of
the |n ion contained herein. These training materials are provided without any warranty whatsoever,

ut not limited to, the implied warranties of merchantability or fitness for a particular purpose. All
eg of persons or companies in this manual are fictional, unless otherwise noted.

TEACHUCOMP, INC.

Phone: (877) 925-8080
Web: http://www.teachucomp.com

©TeachUcomp, Inc. Advanced Outlook 2



INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Outlook course.
Outlook is a multi-featured program in which you can
create email, manage your calendar, assign tas %r
yourself and others, and create public forL@ for
discussion.

This class is designed to give the @(?ent with
knowledge of the email, task and scheduli odhpabilities of
the Outlook application additional enh@ments to their
skill set.

Outlook is a terrific program to @rn, as the skills that
we learn in Outlook can save v ble time and money by
automating, organizing and uring the scheduling and

management capabilitie(;%@ur company.
~\
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CHAPTER 10-
THE JOURNAL FOLDER

10.4- OPENING
10.5- DELET
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THE JOURNAL FOLDER

10.1- The Journal Folder:

The Journal feature of Outlook can be used to record multiple types of interactions. You can ré&gord
interactions with important contacts, when documents or items are created and accessed, or many @th
types of activities. Starting in Outlook 2013, the Journal feature has been deprecated and youxn
record activities manually, as automatic journaling is now always disabled. However, the main fn
of the Journal remains in Outlook 2016.

As such, the “Journal” button has been removed from the Navigation Bar. You may ccess the
Journal using the “Folders” option within the Navigation Bar and then selecting the “Jou@ folder from the
Folder Pane. You will also no longer have access to “Notes and Journal” or “Jour ions” within the
“Outlook Options” dialog box. Note that it appears that Microsoft is slowly doi %/ with the Journal
feature, and you should avoid relying on the Journal feature as it may disappe ly in future releases if
this trend continues. At the time of writing, there has been no mention of a fe@ to replace the Journal or

a time frame for when/if it may disappear.
Each Journal entry made within the Journal folder represents oﬁh vity. You can open a journal
entry to examine the details of the activity associated with the entry. @ ere, you can use the entry as a

way to access the associated file (if applicable) or the Outlook iteQV ch the journal entry refers.

ly
ity

By default, the Journal organizes entries in chronologica er. However, you can reorganize the
view of the Journal in much the same way that you can modi e view of any folder in Outlook.

*

10.2- Switching the Journal View: \\

The Journal can be viewed in many diffe @ziys. To switch the Journal view, click one of the view
icons shown in the “Current View” group on @ne" tab in the Ribbon when viewing the Journal folder.
In the default “Timeline” view of t rnal, you can group the entries by item types, associated
contact names, or categories. You can by clicking the “View” tab in the Ribbon and then selecting
the desired grouping from the icon H&vn in the “Arrangement” button group. To set the Journal to a
“Reverse Sort” order, click the “Re\% Sort” button in the “Arrangement” group of the “View” tab. You can
also switch the timeline view tog#show different increments of time. You can do this by clicking the buttons

shown in the “Arrangement” group on the “Home” tab in the Ribbon.
You can also na\k the specific days or months for which you want to see the associated
I

Journal entries. Just scroll left and right to move through the days, weeks, or months depending on your
view, or you can click.th& heading shown within the “Timeline” view of the Journal. Then select a date from
the calendar dro& hat appears to select that date within the Journal.

%’z’@Q
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THE JOURNAL FOLDER

10.3- Recording Journal ltems:

In Outlook 2016:2013, the only way to record a Journal entry is to do it manually. To cre&:
Journal entry, open the Journal folder and click the “Journal Entry” button in the “New” group on the “H
tab in the Ribbon.

In the “Journal Entry” window that then appears, start by typing a subject for the enffy™N e
“Subject” text box. Then select what type of entry you want to classify this as being by using \Entry type”
dropdown. You can type a company name into the “Company” text box, if needed. Then i the “Start

time” of the activity that you are recording and set the “Duration” of the activity, if nec%ry. In the large
white text box, you can type any additional information you would like to record abou ry.

Note that if you wish to attach a file to this journal entry, you will want %ure that you have
selected the correct type of file that you will be attaching from the “Entry typ down. Then click the
“Insert” tab within the Ribbon. In Outlook 2013, you can then click either the @h File” or “Outlook Item”
buttons, in the “Include” group to open a dialog box that will allow you to to and then select either
the Office file or Outlook item to attach to this journal entry. Select & within the dialog box that
appears and then click the “Insert” or “OK” buttons to insert the file in% urnal entry.

Outlook 2016 has the same “Attach File” and “Outlook tton in the “Include” group of the
“Insert” tab. Clicking “Outlook Item” will open an “Insert Item” dlal ox where you will be able to navigate
to the item you want to attach. Click “OK” to attach the item urnal entry. Clicking “Attach File” will
display a list of “Recent Items” and will allow you to choo rowse Web Locations” or “Browse This PC”
to find the file you want to attach. This works the s ttachmg files to an email message. You can
review lesson “3.12- Sending Attachments” for a r r on the full steps to attaching files in Outlook
2016.

Like appointments and tasks, you cap Cl
“Journal Entry” tab in the Ribbon to CIaSSif\)
you can click the “Private” button in the s@ up to mark it as a “private” item within Outlook. Delegates
with access to your Journal folder ca items marked as private unless you specifically grant them
that permission.

When you are finished editi&e journal entry, click the “Save and Close” button in the “Journal
Entry” tab within the Ribbon of iﬁ‘\]ournal Entry” window to have Outlook save and close the entry.

he “Categorize” button in the “Tags” group on the
urnal entry to one or more categories. Also, notice that

10.4- Opening Journal Ents' s and Documents:

4
You can @pen journal entries that you have recorded in the Journal. If the entry is associated
ook item or Office document, you can also open the associated file. Once the journal
an edit or modify the journal entry information. In journal entries that are associated with
t, editing the Journal entry will not affect the associated document in any way. In the
ef, you can also delete journal entries without having to worry about deleting the associated

Journ
Offi e?zﬁment. It is also true that you can edit or delete an Office document and it will not affect the
d Journal entry.

To open a journal entry, right-click on the entry that you wish to open, and then click the “Open
Journal Entry” command within the popup menu that appears. If you wish to open the Outlook item or Office
document that is attached to the journal entry, right-click on the journal entry and click the “Open Item
Referred To” command from the popup menu that appears. You can also simply double-click on the entry to
open the “Journal Entry” window. When the Journal entry is open, double-click on the attached file to open it
in its associated program.

entry is ope
an Office

©TeachUcomp, Inc. Advanced Outlook 7



THE JOURNAL FOLDER

10.5- Deleting Journal ltems:

To delete journal entries, select the journal entry that you want to delete within the Journal falder
and then press the “Delete” or “Del” key on your keyboard. You can also select multiple journal entri
simply clicking on each one while holding down the “Shift” or “Ctrl” keys on your keyboard to mak(%nt
or non-adjacent selections, as needed. You can then press the “Delete” or “Del” key on your rd’to
delete the selected entries. Alternatively, select the entries you wish to delete and click the " button
in the “Delete” group of the “Home” tab.

If you need to delete all of the entries in a particular Journal category (under an ZEntry Type” journal
heading section), you can right-click on the heading, and select the “Delete” co %rom the popup
menu that appears. Outlook will tell you that this will apply to all of the items in cted groups. Click
“OK” to continue and delete the items in that group, or “Cancel” to cancel the dele if you are unsure.

O
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ACTIONS-
THE JOURNAL FOLDER

THE JOURNAL FOLDER:

1. To access the Journal folder, click “Folders” in the Navigation Bar and then select “Journal” from %

SWITCHING THE JOURNAL VIEW:

Folder Pane. ; *

1. To switch the Journal view, click one of the view icons shown in the “Current View” oupQ1 the
“Home” tab in the Ribbon.

2. Inthe default “Timeline” view of the Journal you can group the entries by item types{ associated contact
names, or categories. %

3. To group itemsin the “Timeline” view, select the desired grouping from Y
group of the “View” tab in the Ribbon.

4. To navigate to specific days or months in the Journal, scroll left @n through the days, weeks
or months depending on your view. i

angement” button

appears.

5. Alternatively, click the heading in the “Timeline” view and seleq:@from the calendar dropdown that

RECORDING JOURNAL ENTRIES: . O

=

To create a Journal entry, click the “Journal E ton in the “New” group on the “Home” tab in the
Ribbon when viewing the Journal folder.

2. Type a subject for the Journal entry in t % " text box.

3. Select the type of entry from the “Entry \ pdown.

4. Type a company name into the “Co ext box, if needed.

5. Enter the “Start time” and “Durationdj supplied dropdowns.

6. To attach afileto a Journal e utlook 2013, click the “Attach File” or “Attach Outlook Item”
button in the “Include” button,gro f the “Insert” tab.

7. Inthe dialog box that app ;ﬁnavigate to the file and select it. Click “Insert” or “OK” to attach your file.

8. Note that the file you @hould match the “Entry type” for the Journal entry.

9. To attach afileto a | entry in Outlook 2016, click the “Attach File” or “Attach Outlook Item”

button in the “Include? button group of the “Insert” tab.

10. The “Outlook It utton will act the same as in Outlook 2013, a dialog box will open where you will
navigate to t attach. Click “OK” to attach the file.

11. When you 1@ “Attach File,” a “Recent Items” list will appear with the files you most recently worked on.

ou see it in the list to attach it.

12. You eanajso “Browse Web Locations” or “Browse This PC” to find the file to attach. This works just like

ing a file to an email.

lesson “3.12- Sending Attachments” for a refresher on attaching files in Outlook 2016.

14, Tg'categorize a Journal entry, click the “Categorize” button in the “Tags” button group on the “Journal
Entry” tab of the Ribbon.

15. Choose a category from the list to add the Journal entry to that category.

16. To set a Journal entry as Private, click the “Private” button in the “Tags” button group on the “Journal
Entry” tab.

17. When you have finished, click “Save and Close” in the “Journal Entry” tab to create your entry.

©TeachUcomp, Inc. Advanced Outlook 9



ACTIONS-
THE JOURNAL FOLDER

OPENING JOURNAL ENTRIES AND DOCUMENTS:

=

To open a Journal entry, click “Folders” in the Navigation Bar and click “Journal” in the Folder pan\

2. Navigate to and right-click the Journal entry you would like to open. From the popup menu, choose *

“Open Journal Entry.” $

3. Alternatively, double-click the entry to open it. Q

4. To open afile associated with a Journal entry, right-click the Journal entry and choose pen
Item Referred To” command. 0

5. Alternatively, with the Journal entry open, double-click the attached file to open it. §

DELETING JOURNAL ENTRIES: %

1. To delete a Journal entry, select the entry to delete and then press th Qe" or “Del” key on your
keyboard.

2. You can also select the entry and click the “Delete” key in the “Del &ut n group on the “Home” tab
of the Ribbon.

3. To delete multiple entries, select the first entry and then pre d hold the “Ctrl” key to select multiple
entries not adjacent to each other. Press and hold the “Shift’ ke select multiple entries adjacent to
each other. b

4. Then press the “Delete” or “Del” key on your keybaear he “Delete” button on the “Home” tab of the

Ribbon. \)
5. To delete all of the entries in a particular Jo ategory (under an “Entry Type” journal
heading section), right-click the heading an % the “Delete” command from the popup menu.
6. Click “OK” in the confirmation box to del @ the entries in that group.

©TeachUcomp, Inc. Advanced Outlook 10



EXERCISES-
THE JOURNAL FOLDER

Purpose:

1. There are no exercises for this chapter.

Exercises:

1. None.

©TeachUcomp, Inc.

Advanced Outlook

11



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11



