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INTRODUCTION AND OVERVIEW .

4

Welcome to Teachucomp, Inc.'s Outlook @rse.
Outlook is a multi-featured program in which @1 can
create e-mail, manage your calendar, assig sks for
yourself and others, and create public@prums for

discussion. (%)

This class is designed to give student with
knowledge of the e-mail, task and sc ling capabilities
of the Outlook application additional ncements to their
skill set.

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

management capabilities of@ur company.
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CHAPTER 9-
THE JOURNAL FOLDER
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THE JOURNAL FOLDER .

9.1- The Journal Folder: Q

The Journal feature of Outlook can be used to record multiple types of interactions.@can record
interactions with important contacts, when documents or items are created and accessed, many other
types of activities. In Outlook 2010:2007, you can configure the Journal to record thes%‘us and activities
manually or automatically. Starting in Outlook 2013, you may only record activities y, as automatic
journaling is now always disabled. @

In Outlook 2013, the “Journal” tab has been removed from the Navigatio 0
the Journal using the “Folders” option within the Navigation Bar and then selecti

u may only access
he “Journal” folder from

trend continues.

In all versions of Outlook, you can open the Journal folder icking the “Folders” or “Folder List”
button in the Navigation Bar, and then selecting the “Journal” folderft
you access the Journal if using Outlook 2010:2007, it prompts ya @ rn journaling on, as it is turned off by
default. If you wish to use the Journal feature, you can click “Yes.™Byen if you click “No,” you can enable it
at a later point in time. Note that this feature is no longer avaj in Outlook 2013.

Each Journal entry made within the Journal folder ments one activity. You can open a journal
entry to examine the details of the activity associated.wiIQ entry. From there, you can use the entry as a
way to access the associated file (if applicable) or t item to which the journal entry refers.

By default, the Journal organizes entries ir:%logical order. However, you can reorganize the
view of the Journal in much the same way that yo odify the view of any folder in Outlook.

9.2- Switching the Journal View: \

The Journal can be viewed i @ different ways. To switch the Journal view in Outlook
2013:2010, you can click one of the vi ons shown in the “Current View” group on the “Home” tab in the
Ribbon when viewing the Journal f . switch the view of the Journal in Outlook 2007, you can select
“View| Current View” from the Men@ and then select the name of a view that you wish to see from the

ears.

side menu of view choices that app

In the default timeline & of the Journal you can group the entries by item types, associated
contact names, or categogie tlook 2013:2010, you can do this by clicking the “View” tab in the Ribbon
and then selecting the d%ﬂ ouping from the icons shown in the “Arrangement” button group. You can
also switch the timeline vie show different increments of time. If using Outlook 2013:2010, you can do
this by clicking the butt?s shown in the “Arrangement” button group on the “Home” tab in the Ribbon. If
using Outlook 2007@ can do this by clicking the “Day,” “Week,” or “Month” buttons on the Standard

Toolbar.

Oynavigate to the specific days or months for which you want to see the associated

can scroll left and right to move through the days, weeks, or months depending on your
view, or yo lick the heading shown within the “Timeline” view of the Journal, and then select a date
from the ar drop-down that appears to select that date within the Journal.

%‘b
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THE JOURNAL FOLDER

9.3- Recording Journal ltems Automatically- 2010:2007: Q

If you click “Yes” to enable the Journal when you first switch to the Journal viev@ can then
instantly configure what items to track automatically in the “Journal Options” dialog box.

If you need to access this dialog box at a later point in time to change or
tracks, you can. To do this in Outlook 2010, click the “File” tab in the Ribbon, and
command at the left side of the screen. In the “Outlook Options” dialog box that openg,
Journal” category at the left side. To the right of that, click the “Journal Opti .
“Journal Options” dialog box. To do this in Outlook 2007, select “Tools| Optiongi:%'n

hat the Journal
ick the “Options”
ick the “Notes and
utton to open the
the Menu Bar. Then
ns...” button to open the

click the “Preferences” tab in the “Options” dialog box, and click the “Journal
“Journal Options” dialog box.

In the “Automatically record these items” section, check the che front of each item type that
you want the Journal to automatically record. Then, in the “For these cofitacts&section, click the checkbox in
front of each contact name for which you want the Journal to automa record the previously checked
item types. In the “Also record files from” section, you can click eckbox in front of each Microsoft

Office application for which you want the Journal to track the dse @f files. Finally, select one of the two
option buttons that decide what happens when you double click o Journal entry: open the entry, or open
the item referred to by the entry.

When finished, click “OK” to set the Journal optio

ns
dialog box. O
.

d then click “OK” again to close the “Options”

9.4- Recording Journal ltems Manually: @b

You can also manually create a Journal y. To do this in Outlook 2013:2010, click the “Journal
Entry” button in the “New” group on the “I—% in the Ribbon when viewing the Journal folder. To do
try...” from the Menu Bar.

this in Outlook 2007, select “File|] New| Jourfia
In the “Journal Entry” window that '@ appears, you start by typing a subject for the entry into the
a%

“Subject:” text box. Then select what of entry you want to classify this as being by using the “Entry
type:” drop-down. You can type a name into the “Company:” text box, if needed. Then input the
“Start time:” of the activity that youc@cording and set the “Duration” of the activity, if necessary. In the
large white text box, you can type any additional information you would like to record about the entry.

Note that if you wish to&ach a file to this journal entry, then ensure that you have selected the
correct type of file that ypu me attaching from the “Entry type” drop-down. Then click the “Insert” tab
within the Ribbon. You c&o lick either the “Attach File” or “Outlook Item” buttons to open a dialog box
that will allow you to navigat and then select either the Office file or Outlook item to attach to this journal
entry. Select the item wiyin the dialog box that appears and then click the “Insert” or “OK” buttons to insert

the file into the jour try.

Like app@s and tasks, you can click the “Categorize” button in the “Tags” group (“Options”
group in 2007)g0Q the “Journal Entry” tab in the Ribbon to classify the Journal entry to one or more
categories. Al ce that you can click the “Private” button in the same group to mark it as a “private” item
within Outlo ems you mark as private cannot be seen by delegates with access to your Journal folder,
unless yo cifically grant them that permission.

you are finished editing the journal entry, click the “Save and Close” button in the “Journal
Entry” %‘nhin the Ribbon of the “Journal Entry” window to have Outlook save and close the entry.

©TeachUcomp, Inc. Advanced Outlook 7



THE JOURNAL FOLDER N

9.5- Opening Journal Entries and Documents: Qs

You can open journal entries that you have recorded in the Journal. If the entry is ased with an
attached Outlook item or Office document, then you can also open the associated file as Weéll. Once the
journal entry is open, you can edit or modify the journal entry information. In jou%entries that are
associated with an Office document, editing the Journal entries will not impact the jated document in
any way. In the Journal folder, you can also delete journal entries without having to about deleting the
associated Office document. It is also true that you can edit or delete an Offi ment and it will not
affect the associated Journal entry.

To open a journal entry, you can right-click on the entry that you wi
“Open Journal Entry” command within the pop-up menu that appears. If y
or Office document that is attached to the journal entry, you can right-
click the “Open Item Referred To” command from the pop-up menu tha

You can also simply double-click on the entry to open the “Jou
using Outlook 2010:2007, you can configure whether double-clicki
entry itself or the document or item referred to by the entry
Options” dialog box.

open and then click the
to open the Outlook item
the journal entry and then
ears.

ntry” window in Outlook 2013. If
journal entry will open the actual
king a selection within the “Journal

9.6- Deleting Journal Items: O
QN

To delete journal entries, select the journalm at you want to delete within the Journal folder
and then press the “Delete” or “Del” key on your oard. You can also select multiple journal entries by
simply clicking on each one while holding down ift” or “Ctrl” keys on your keyboard to make adjacent
or non-adjacent selections, as needed. You %en press the “Delete” or “Del” key on your keyboard to
delete the selected entries.

If you need to delete all of the entrj
heading section), you can just right-click
menu that appears. Outlook will tell y:

particular Journal category (under an “Entry Type” journal
heading, and select the “Delete” command from the pop-up
at this will apply to all of the items in the selected groups. Click
t group, or “Cancel” to cancel the deletion if you are unsure.

o
&Q
>
.
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THE JOURNAL FOLDER X %

OPENING THE JOURNAL FOLDER: Q

ACTIONS- <

1. Inall versions of Outlook, you can open the Journal folder by clicking the “Folders” or “F t
button in the Navigation Bar, and then selecting the “Journal” folder from the Folder Pane.

2. The first time that you access the Journal if using Outlook 2010:2007, it prompts yo rn journaling
on, as it is turned off by default. To use the Journal feature, you can click “Yes.” ou click “No,”
you can enable it at a later point in time. Note that this feature is no longer avalil Outlook 2013.

3. Each Journal entry made within the Journal folder represents one activity. Yo pen a journal entry
to examine the details of the activity associated with the entry. From there, f use the entry as a

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

CHANGING JOURNAL VIEWS: &

1. To switch the Journal view in Outlook 2013:2010, click one of th@icons shown in the “Current

View” group on the “Home” tab in the Ribbon.

2. To switch the view of the Journal in Outlook 2007, select “Vie rrent View” from the Menu Bar and
then select the name of a view that you wish to see from side menu of view choices that appears.

3. Inthe default timeline view of the Journal you can group@tries by item types, associated contact
names, or categories. In Outlook 2010, you can do thij icking the “View” tab in the Ribbon and then
selecting the desired grouping from the icons shot “Arrangement” group.

4. You can show different increments of time in them view. If using Outlook 2010, you can do this by
clicking the buttons shown in the “Arrangements on the “Home” tab in the Ribbon. If using Outlook

e or “Month” buttons on the Standard Toolbar.

s for which you want to see the associated Journal

ugh the days, weeks, or months depending on your

al, and select a date from the calendar drop-down that

2007, you can do this by clicking the “Day,

5. You can also navigate to the specific days or
entries. You can scroll left and right to n%j
view, or you can click the heading of t
appears to jump to that date in the J

RECORDING JOURNAL ITEMS AL@ATICALLY- 2010 & 2007 ONLY:

1. Ifyou click “Yes” to enable t%ournal when you first switch to the Journal view, you can then instantly
configure what items to tra€katitomatically in the “Journal Options” dialog box.

2. You can access this later to change what the Journal tracks. To do this in Outlook 2010, click
the “File” tab in the Rib and then click the “Options” command at the left side of the screen. In the
“Outlook Options” dialog box that opens, click the “Notes and Journal” category at the left side. To the
right of that, clic Journal Options...” button to open the “Journal Options” dialog box. To do this in
Outlook 200%, s ‘Tools| Options...” from the Menu Bar. Then click the “Preferences” tab in the
“Options” dialogaboX, and click the “Journal Options...” button to open the “Journal Options” dialog box.

3. Inthe “AutQ ally record these items” section, check the checkbox in front of each item type that you
want the to automatically record. In the “For these contacts” section, click the checkbox in front

for which you want the Journal to track the use of files.
5 g Sele€lone of the two option buttons that decide what happens when you double click on a Journal
try: open the entry, or open the item referred to by the entry.

6. “OK” to set the Journal options, and then click “OK” again to close the “Options” dialog box.

©TeachUcomp, Inc. Advanced Outlook 9



ACTIONS- <

THE JOURNAL FOLDER X %

RECORDING JOURNAL ITEMS MANUALLY: Q

1. If using Outlook 2013:2010, click the “Journal Entry” button in the “New” group on the “Htab in the
Ribbon when viewing the Journal folder. If using Outlook 2007, select “File| New| Journal Eftry...” from
the Menu Bar.

2. Inthe “Journal Entry” window that then appears, start by typing a subject for the the “Subject.”
text box.

3. Select what type of entry you want to classify this as being by using the “Entr drop-down.

4. You can type a company name into the “Company:” text box, if needed.

5. Input the “Start time:” of the activity that you are recording and set the “Du@” of the activity, if

6.

7. If you wish to attach a file to this journal entry, ensure that you have Sgle the correct type of file that

you will be attaching from the “Entry type” drop-down.

Then click the “Insert” tab within the Ribbon.

9. You can then click either the “Attach File” or “Outlook Item” b to open a dialog box that will allow
you to navigate to and then select either the Office file or OutloOkgitem to attach to this journal entry.

10. Select the item within the dialog box that appears and th@'ck the “Insert” or “OK” buttons to insert the

necessary.
In the large white text box, type any additional information you would %ecord about the entry.
QI

©

file into the journal entry.

11. You can click the “Categorize” button in the “Tags;gr
Entry” tab in the Ribbon to classify the Journal entry

12. You can click the “Private” button in the same grotp,to'mark it as a “private” item within Outlook.

13. When you are finished editing the journal entry% e “Save and Close” button in the “Journal Entry”
tab within the Ribbon of the “Journal Entry” V\\d to have Outlook save and close the entry.

ptions” group in 2007) on the “Journal
e or more categories.

OPENING JOURNAL ENTRIES AND DO%?S:

1. Toopen ajournal entry, right-click% entry that you wish to open and then click the “Open Journal
Entry” command within the pop- that appears.

2. If you wish to open the Outlook r Office document attached to the journal entry, you can right-click
on the journal entry and thenyclick the “Open Item Referred To” command from the pop-up menu that
appears. g

3. You can also simply c on the entry to open the “Journal Entry” window in Outlook 2013.

4. If using Outlook 2010:2Q0%=y0Ou can configure whether double-clicking a journal entry will open the
actual entry itself or the ument or item referred to by the entry by making a selection within the
“Journal Options” dia’g box.

&
@6
>
.
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ACTIONS-

DELETING JOURNAL ITEMS:

THE JOURNAL FOLDER X é\

1. To delete journal entries, select the journal entry that you want to delete within the Journer and
then press the “Delete” or “Del” key on your keyboard.
2. You can also select multiple journal entries by simply clicking on each one while ho%fiown the
eded. You can

3. To delete all of the entries in a particular Journal category (under an “Entry T ournal heading
section), you can right-click on the heading, and select the “Delete” command*rom the pop-up menu
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EXERCISES-
THE JOURNAL FOLDER

There are no exercises for this chapter.

Xercises:

©TeachUcomp, Inc. Advanced Outlook



CHAPTER 10-
PusLic FOLDERS

10.1- CREATIN c FOLDERS
10.2- SETTING PERMISSIONS

10.3- FOLDER RULES

O
QJQSO
O

10.4- CoPYING PuUBLIC FOLDERS Q
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PuBLIC FOLDERS \

10.1- Creating Public Folders: Q

With Outlook, you can create public folders to which you can post public conversati@)ics or any
type of item that Outlook can store in its normal folders like e-mail, calendars, and tasks. is a terrific
feature to use for setting up meetings, scheduling your employees’ tasks, and postin%eral information
topics into a folder that you want to be accessible to the people on your networ enefit from this
feature, however, you do need to use Outlook with a Microsoft Exchange Serve@?; or later on your
network.

To select and view a public folder, you must expand the “Public Folder:
“All Public Folders” folder in the Folder List. You can view the Folder List in
List” button at the bottom of the Navigation Bar. If you have public folders
can double-click the “All Public Folders” folder to view the public folde
You can then click on one of the public folders in the list to view its cont

To create a public folder, click the “All Public Folders” folder i
Outlook 2013:2010, click the “New Folder” button in the “New”
Ribbon. If using Outlook 2007, then select “File| New| Folder..
“Create New Folder” dialog box appear. In this dialog box you m

and then expand the
k by clicking the “Folder
created in this folder, you
have already been created.

Folder List to select it. If using
group on the “Folder” tab in the
the Menu Bar. You should see the
type in a name for your new folder in

the “Name:” text box. Next, you must use the drop-down m or the “Folder contains:” text box to select
what type of Outlook items will be stored in that folder. Fin select where to place the new folder in the
folder list from the “Select where to place the new iol : avigation list. When you have finished, click

“OK.” This will place the new public folder in the place

\ e Folder List where you selected to insert it.

(& Public Folders - Microsoft Outlook [=ErE

i File Edit View Go Tools Actions Help Type a question for help

i) New - | @3y (23 X | %) PostReply | (4 Rep & Reply to All (33 Forward ¥ | [} Search address books - @ -

Folder List « || = Public Folders Search Public Folders £ ~|%| To-DoBar » X |
All Folders = |8, ¢ [ From Subject Received Size Cate.. ¥ | 4 April 2007 J

Q]AIIOullookIlems - SuMo TuWe Th Fr Sa

E] S’ﬁ Mailbox - Joseph Browne
= £ Public Folders
L) Favorites
= L All Public Folders
L¢J Internet Newsgrou
Ll Reports

1 2 3 4 5 8 7
& 910 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26[23]
29 30

Mo upcoming
appointments.
& Arranged By: Due ..,

Type a new task

There are no items to
show in this view.

Folder Sizes

Data File Management...

32 Online with Microsoft Exchange

@ WE W 1007 AM
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PuBLIC FOLDERS

10.2- Setting Permissions:

After creating the folder, you are the folder's [temp properties
“owner.” It is up to you to decide which users on your
network can access the folder, and also what types of
activities they can do if they do have access to the
folder. If you are the folder's owner, or have been :
given the owner permission by the folder's owner, you ::::mus
can set the folder’s permissions by right-clicking on the @j
public folder for which you want to set the permissions

and selecting the “Properties” command from the pop- B e =
up menu that appears. Pemsins

This will launch the “Properties” dialog box PE;:;?'D”LE“E" i e
where you will be able to set the permissions for the .._NDHEQ ] Create ftems
selected public folder. If you see a tab that says @F 7] Create subfolders
“Summary,” that means that you do not have the [¥] Edit own
required permission level to modify the permissions for [ dit all
that folder. If you believe that you should have that ete items Other

) None [] Folder owner

permission level, contact your Network Administrator :
or the folder’s owner to change your permission level. » Own
If you can set permissions, then you sho -
see a tab that says “Permissions” when you open t
“Properties” dialog box. Click that tab to view,
permissions that have been set for the folder.

Folder contact

Folder visible

are three permissions created by default; t er [ ok [ cancel | —
owner’s permission, the “Default” permissio the
“‘Anonymous” permission. The “Default” pgr on is the permission level granted to all of the other users

on the network who do not have explicitifadefimed permissions for the selected folder.

You can modify the permissiomm of the “Default” identity to change the permission level of all of
the users who access this public m Simply click the “Default” identity from the list at the top of the
“Permissions” tab, and look to se t permissions have been set for that role in the “Permissions:”
section located below it. You cdnh then use the “Permission Level:” drop-down menu to change the role of
the “Default” permission. Th modify the associated abilities listed beneath the “Permission Level.”
drop-down box, dependi permission level that you choose from the list.

Depending on th of material you will be placing in the folder, you may want to completely
restrict access to the “Defaull’” permission, and then specify permissions for each individual user on the
network to whom yoE; V\£h to grant folder access. If the material needs to be accessed by everyone, you

could also change t fault” permission so that at least everyone can see the material in the folder, if not
edit it. Then you d users to whom you want to grant editing and deleting permissions in that folder.

You ca dividuals or groups to the permission list of the folder as long as they are on your
network. Th ou can modify the permission levels of the individual users and user groups in your
network. This a you to have more control over who has access to your public folder, and what activities

they can4erform in the folder. You can also delete user permissions that are no longer applicable. For
exampléNi ser were to leave the office, you should delete any access to the public folders that they had.

I u are interested in setting strict security over the contents of the folder, consider adding and
ivi

tti dual permissions for only the users that you want to have access to the public folder and then

©TeachUcomp, Inc. Advanced Outlook 15



PuBLIC FOLDERS

\’
10.2- Setting Permissions (cont.): Qs l

setting the “Default” permission level to “None.”
To add a user or user group on the “Permissions” tab, click the “Add...” button below list of user
permissions for the folder. That will launch the “Add Users” dialog box. This is similar tg'the,“Select Names”

list, and click the “Add” button to move the users into the text box at the bottom. you have finished
adding the users for which you want to set individual folder permissions, click®™QK*to add them to the
“Permissions” list. Then, to specify each user’s permission settings, select their "@mes in the “Permissions”
list, and select a role from the “Permission Level:” drop-down below the list.

You can set the “Permission Level:” of any selected user or usep=e which you have granted
folder access to by selecting one of these permission levels from the “Péfgmission Level:” drop-down in the
“Permissions” tab of the “Properties” dialog box of the public folder th ave selected. Simply click the
user or user group name from the “Name:” list at the top of the %ﬂ sions” tab, and then select the
“Permission Level:” from the “Permissions” section beneath that. :

Permission Level: Grants to the User:

Owner Can create, read, change, or delete any itéms in the folder. Can create subfolders.
Can grant and modify all permissio’ns @ older.

Publishing Editor Can create, read, change, and d%items. Can create subfolders.

Editor Can create, read, change, and ;.-@»» all items.

Publishing Author Can create and read ite@eate subfolders.

ems they created.

Can also change and %
Author Can create and reaw& . Can also change and delete items they created.

Nonediting Author Can create anc@items.
Reviewer Can read items only.

Contributor Cag cr@gns only. The contents of the folder will not appear (no read access).

Custom Can pérform any activities specified by the folder's owner.
None £no permission in the folder.

The fold r can create a “Custom” permission level by manually applying the desired
individual permi evel settings below the “Permission Level:” drop-down. This allows you to create your
own permissj ings, in case the permission levels specified do not fully allow or restrict the particular

activities d he owner.
Once You have set the permission levels for the folder as desired, just click “OK” at the bottom of the
ies dialog box to set the permissions into effect.
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10.3- Folder Rules: Qs s

Within the “Properties” dialog box of a selected public folder, you can click the “Folssistant...”
button on the “General” tab in Outlook 2013:2010 or on the “Administration” tab in Outlook 2007 to create,
edit, delete, or turn on and off the rules you have created. Setting up rules forgaolder is a fairly
straightforward concept. A folder rule simply states that when items arrive to the folde eet a specified
criteria they will then be processed by whatever the rule dictates should happen whé f.': item of that type is
received. You can have multiple rules applied to a single folder. The rules will b upon in sequence

they no longer apply. You can also turn them on and off without having to delg d recreate them.

In the “Folder Assistant” dialog box, click “Add Rule...” to launch dit Rule” dialog box. Here
you can set the condition that the rule will act upon. It could be w item is either “From...” an
individual or “Sent To...” an individual. If that is the case, you will nee cliek the appropriate button, and
select the correct name(s). You can check the “Sent directly to” an opied (Cc) to” to include those
types of items as well. You can also specify the “Subject:” or “Me ody:” content that the rule will act

upon by typing what you want the rule to act upon in those text b@:

Once you have set up what will trigger the action of the rule¥%@ll that is left is to specify what the rule
will do when it receives an item in the folder that matches thg*@kiteria you set. You can check either “Return
to Sender,” “Delete,” “Reply with” or “Forward.” You can se@more than one action, if desired. Also, if you

are replying, you must click the “Template...” button an up what you want as the reply in the body of
the e-mail message that appears. If you click “Forwardy will have to click the “To...” button to select a
recipient. You can also set the format of the forwar ssage by using the “Method:” drop-down below
that.

When you are finished, click the “OK” butto set the folder rules. Then click “OK” in the “Folder
Assistant” dialog box to set the rule. Notice,that th@wule appears in the “Folder Assistant” dialog box with a
check in front of it. You can turn a rule oﬁN ning here and clearing the check from the checkbox to

shut the rule off. You can turn it back o@ clicking the same checkbox to put the rule in place again.

10.4- Copying Public Folders: @

You can copy public foldgers in your network. This allows you to also copy all of the permissions,
administrative settings, and r m the copied folder to the new folder so that you won’t have to reset
them all over again as ut e case if you started with another new folder. If the folders will have
similar settings, this canv%m e-saving task. Even editing a public folder’s properties is often easier than
having to recreate them all scratch. Once you have copied the folder from one place to another, you
should edit its properties@ccordingly and rename it.

To copy ap folder, right-click the public folder that you want to copy, and select “Copy [Folder
name]...” from t p menu that appears. This will launch the “Copy Folder” dialog box. Select the

folder under whi want to place the copy of the original folder, and then click “OK.”

%‘b
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VIEWING AND CREATING A PUBLIC FOLDER: Q

1.

To select and view a public folder, you must expand the “Public Folders” folder and then @ d the “All
Public Folders” folder in the Folder List. You can view the Folder List in Outlook by clicking*the “Folder

List” button at the bottom of the Navigation Bar. %

2. If you have public folders already created in this folder, you can double-click the “ ic Folders”
folder to view the public folders that have already been created. @

3. You can then click on one of the public folders in the list to view its contents.

4. To create a public folder, click the “All Public Folders” folder in the Folder Li lect it.

5. If using Outlook 2013:2010, click the “New Folder” button in the “New” bu@oup on the “Folder” tab
in the Ribbon. If using Outlook 2007, then select “File| New| Folder...” Menu Bar.

6. Inthe “Create New Folder” dialog box that appears, you type a name r new folder in the “Name:”
text box.

7. Next, you must use the drop-down menu for the “Folder contains:” ox to select what type of
Outlook items will be stored in that folder.

8. Finally, select where to place the new folder in the folder list f e “Select where to place the new
folder:” navigation list.

9. When you have finished, click “OK.”

SETTING FOLDER PERMISSIONS: ’\

1. You can set the folder’s permissions by right-cli€kipg*on the public folder for which you want to set the
permissions and selecting the “Properties” cQ d from the pop-up menu that appears

2. This will launch the “Properties” dialog box whege you will be able to set the permissions for the selected
public folder. If you see a tab that says ,” that means that you do not have the required
permission level to modify the permissj@ns,for that folder.

3. If you can set permissions, then you s see a tab that says “Permissions” when you open the
“Properties” dialog box. Click that ) view the permissions that have been set for the folder.

4. To add a user or user group on yPermissions” tab, click the “Add...” button below the list of user
permissions for the folder. That I[gunch the “Add Users” dialog box. Here you select the user or users
that you want to add from theplist, and click the “Add” button to move the users into the text box at the
bottom. When you have fi % adding the users for which you want to set individual folder
permissions, click “OKs’ tt em to the “Permissions” list.

5. Then, to specify each permission settings, select their names in the “Permissions” list and then
select a role from the “Pertnission Level:” drop-down below the list.

6. The folder owner car’reate a “Custom” permission level by manually applying the desired individual
permission level ings below the “Permission Level:” drop-down. This allows you to create your own
permission s@ @: case the permission levels specified do not fully allow or restrict the particular
activities degired¥y the owner.

7. Once you @ et the permission levels for the folder as desired, just click “OK” at the bottom of the

dialog box to set the permissions into effect.

folder@

%‘b
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FOLDER RULES:

1. Within the “Properties” dialog box of a selected public folder, you can click the “Folder A@;
7

button on the “General” tab in Outlook 2013:2010 or on the “Administration” tab in Outloo to
create, edit, delete, or turn on and off the rules you have created.

2. Inthe “Folder Assistant” dialog box, click “Add Rule...” to launch the “Edit Rule” di @x.

3. Here you can set the condition that the rule will act upon. It could be when the it ither “From...” an
individual or “Sent To...” an individual. If that is the case, you will need to clic ropriate button,

and select the correct name(s).

4. You can check the “Sent directly to” and/or “Copied (Cc) to” to include tho @
can also specify the “Subject:” or “Message body:” content that the rule will%ae

want the rule to act upon in those text boxes.

5. Once you have set up what will trigger the action of the rule, all that
do when it receives an item in the folder that matches the criteria y:
to Sender,” “Delete,” “Reply with” or “Forward.” You can select m

6. Also, if you are replying, you must click the “Template...” but
in the body of the e-mail message that appears.

If you click “Forward,” you will have to click the “To...” b@) se
Si

You can also set the format of the forwarded message g the

When you are finished, click the “OK” button to set th@e rules.
0. Then click “OK” in the “Folder Assistant” dialog bok he rule.
1. Notice that the rule appears in the “Folder Assist

BB oo~

pes of items as well. You
upon by typing what you

to specify what the rule will
. You can check either “Return

an one action, if desired.
type up what you want as the reply

ct a recipient.
“Method:” drop-down below that.

log box with a check in front of it. You can turn a

rule off by returning here and clearing the che e checkbox to shut the rule off. You can turn it
back on by simply clicking the same checkbc; t the rule in place again.

COPYING PUBLIC FOLDERS: {g

1. To copy a public folder, right-click the ic folder that you want to copy, and select “Copy [Folder
name]...” from the pop-up menu appears. This will launch the “Copy Folder” dialog box.

2. Select the folder under which y: t to place the copy of the original folder, and then click “OK.”

9

o
&Q
>
.
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\’
11.1- Creating a Personal Folder: QE

You can create a Personal Folder in your own computer to which you can store ite Outlook.
You have to do this if you do not have a Microsoft Exchange Server and are using OutlookR®0n a “stand-
alone” computer. Even if you do have an Exchange Server, you can also create Pers%olders to which
you can manually store Outlook items. A Personal Folder is a file type that ends with g, file extension.

If you do not have an Exchange Server mailbox, then a Personal Folder is c when you initially
configure your e-mail accounts in Outlook. This is the folder that contains your 0x) and other items.
If you use a Personal Folder for item storage, you hold the items on your co n a folder that no one
else but you can access. You can view your folders by clicking the “Folder Li in the Navigation Bar.

You can create a personal folder in Outlook 2013:2010, by clickin ile” tab in the Ribbon and
then clicking the “Info” command at the left side of the backstage vi the right of that, click the
“Account Settings” button and choose the “Account Settings...” co rm the button’s drop-down
menu to open the “Account Settings” dialog box. In this dialog box, cli “Data Files” tab. Then click the
“Add...” button on this tab to open the “Create or Open Outlogk File” dialog box. Here you can
navigate to the folder where you wish to create the new person @ er and then type a name for the new
folder into the “File name:” text box. When you are finished, click&he “OK” button to create the personal
folder data file. The file will then appear within the “Data " tab in the “Account Settings” dialog box.
When you are finished, click the “Close” button.

To create a personal folder in Outlook 2007, sel@i | New| Outlook Data File...” from the Menu
Bar. This will open the “New Outlook Data File” dialo here you can select “Office Outlook Personal
Folders File (.pst)” in the dialog box to create a ne nal folder data file. Then click “OK” to continue.
Outlook 2007 will then launch the “Create or Ope ok Data File” dialog box. Here you can navigate to
the folder where you wish to create the new p%‘ Ider and then type a name for the new folder into the

“File name:” text box. When you are finished, elick'fhe “OK” button to create the personal folder data file. At
that point the “Create Microsoft Personal Fo dialog box will appear. Type the name for the folder as
you want it to appear in your “Folder Lj typing it into the “Name:” text box. You can also set a
password for access to the folder by{ty the desired password into the “Password:” and “Verify
Password:” text boxes. Once you havas&he folder settings as needed, click “OK” to save the folder.

In both versions, if you are vij g the “Folder List” in the Navigation Bar, you will note that you now
have a new item with the name tha%entered appear in the Folder List. It will also have its own “Deleted
Items” folder. You can click on the folder to view the contents of the folder. You can also move your items
from other Outlook folders intg older, if desired.

If you want to clo ersonal Folder, you can simply right-click on the entry in the Folder List,
and select the “Close [F Yame]” command from the pop-up menu that appears. This will remove the
entry from the Folder List, as well.

You can open th€ Personal Folder to return it to the Folder List. To do this in Outlook 2013:2010,
click the “File” tab i Ribbon and then click the “Open & Export” command (the “Open” command in
2010) at the left he backstage view. To the right of that, click the “Open Outlook Data File” button.
To do this in O 007, select “File| Open| Outlook Data File...” from the Menu Bar. At that point in both
versions the “ utlook Data File” dialog box will appear, allowing you to navigate to the folder where
you saved _the nal Folder. Click it to select it, and then click the “OK” button to open the Personal
Folder. T place the personal folder icon back into your Folder List.

@/ ete a Personal Folder, first make sure the folder is closed in Outlook. If using Outlook, exit
e

Outloo ou will not be able to delete the folder while Outlook is running. Then use the Windows system
tgn to the folder into which you saved the Personal Folder. Click it to select it, and press “Delete” on
your board to send the folder to your computer’s Recycle Bin.
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11.2- Setting AutoArchiving for Folders: QE

With all Outlook folders you can set [ jipoxproperties i ,‘E — 3
AutoArchiving options. AutoArchiving allows you to
automatically move messages from the specified Aduinstration | _Foms | _permissio Synchronzation

. General I Home Page AutoArchive

folder to an archive folder or delete them from your ) U
specified folders, after a set period of time has :‘:':i:’d:;t:i:ﬂ':fn'irfg:;'fuzfe;@semns
elapsed. AutoArchiving reduces the number of items I e e ’ :
that Outlook will have to process when it opens a Ar;ﬁwemwderusmg%
folder. It also reduces the amount of needed storage ) G 0 (o
space in the Exchange Server for item storage. o e

AutoArchiving will also perform this automatically,
reducing the amount of time that you must spend Te=e D, %
manually archiving items. PermancrIEeSe old items

To set AutoArchiving on a folder, you need to
view its properties. You can right-click on the folder for jtovork administrator has not set retention polides.
which you wish to set AutoArchiving, and then select
“Properties” from the pop-up menu that appears to
access the folder's properties dialog box. Here, you
can click the “AutoArchive” tab to set th’e
AutoArchiving features of the folder.

You have three options that you can set: “
not archive items in this folder,” “Archive items i
folder using the default settings,” or “Archive thi

AutoArchiving behavior, click the “Defau [ ok [ cancal || ooy
Settings...” button to launch the “AutoAr " “dialog ]
box. Here you can set how often you wi mhive by changing the number in the “Run AutoArchive every
X days” checkbox. You can also chec&mcheck whether you want a “Prompt before AutoArchive runs.”

In the “During AutoArchive:’@on, set any other default options for AutoArchiving you want. You
can choose to turn off or on the abi “Delete expired items (e-mail folders only),” “Archive or delete old
items,” and “Show archive foldﬂfolder list.” In the “Default folder settings for archiving” section, you can
set the duration of time in thess n out items older than” line. Then choose what to do with the old items.
You can either move the rsonal Folder file, or just permanently delete them by choosing whichever
option you want. If you do 0Se to move them, click the “Browse...” button and select the Personal Folder
that you want to use to store the old items. When you are finished setting the AutoArchiving defaults, you
can apply them to all Ef %e folders in Outlook by clicking the “Apply these settings to all folders now” button.

You can simply set faults by clicking “OK.”

If you sel e “Archive this folder using these settings:” choice on the AutoArchive tab, you can
then specify w clean the folder, and what to do with the old items, just as you did in the defaults.
However, th %ing would only affect the current folder. When you are done, click “OK” to set the
AutoArchivj ties for the selected folder.

%‘b
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11.3- Creating Private Folders: Q

Private Folders are simply additional folders that you can create within your@age folder
(exchange mailbox or .pst file) for organizational purposes. To create a Private Fol in Outlook
2013:2010, click the “Folder” tab in the Ribbon, and then click the “New Folder” butto e “New” group.
To create a Private Folder in Outlook 2007, select “File| New| Folder...” from the Me

In either version, you should see the “Create New Folder” dialog box appea ' his dialog box you
must type in a name for your new folder in the “Name:” text box. Next, you mu e drop-down menu
for “Folder contains:” to select what type of Outlook items will be stored in that f . Finally, select where
to place the new folder in the folder list from the “Select where to place the Ider:” navigation list. You
can click the “Mailbox” folder at the top of the list to add it to your mailboxwitieyour other common folders.
When you have finished, click “OK.” This will place the new private fo the place in the Folder List

that you selected.

In the future, if you wish to delete your Private Folder, just r% on the folder in the Folder List
within the Navigation Bar and select the “Delete Folder” command € pop-up menu that appears. You
can then click “Yes” to the prompt that asks you if you wish to m@ @ to the Deleted Items folder in order to
delete it.

11.4- Creating Search Folders: O:

Search Folders are a great way to quickly finmxages within your Outlook mail folders that match
a criteria that you set. When you create a search f , the criteria for which you are searching for is saved
with the folder itself. Therefore, every time you folder, it searches for all of the Outlook messages
that match the associated folder search criteri en automatically displays these messages. Note that
you can only create search folders for the “Mai ers within Outlook.

If using Outlook 2010:2013, you ¢ e a new search folder by clicking the “New Search Folder”
button within the “New” button group on der” tab within the Ribbon when viewing your “Mail” folders.
If using Outlook 2007, select “File| Ne arch Folder..” from the Menu Bar. At that point, the “New Search
Folder” dialog box will appear ons . You can select one of the search criteria from the listing shown
and then enter the criteria that you @!o search for into the criteria selection section at the bottom of this
dialog box. Note that the criteriagelection will change depending on which search criteria you selected. You
can then select within which fo&you want to search for messages from the “Search mail in” drop-down
menu. Then click the “OK2 b to create the new search folder within your Folder Pane.

If you select the -' choice from the “New Search Folder” dialog box, then when you click the
“Choose...” button at the bottem of the dialog box, you will launch the “Custom Search Folder” dialog box.
Type a name for the ney folder into the “Name” field. Then click the “Criteria” button to open the “Search
Folder Criteria” dial X where you can specify the criteria for which you want to search, and then click
the “OK” button are finished. You can then click the “Browse...” button within the “Custom Search
Folder” dialog Npen a “Select Folder(s)” dialog box where you can check the names of the folders
within which y nt to search for messages that match the criteria that you just specified. Then click the
“OK” button to the “Custom Search Folder” dialog box. Then click the “OK” button to return to the
“New Se older” dialog box. At this point, you can click the “OK” button to add the new search folder to
your Fq ane.

you have created a search folder, you can then select the search folder within the Folder Pane
n t in the future to always find the messages within the folder or folders that you selected to search
t h the criteria that you specified.
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CREATING A PERSONAL FOLDER (.PST FILE): Q

1. You can create a personal folder in Outlook 2013:2010, by clicking the “File” tab in the R and then
clicking the “Info” command at the left side of the backstage view.

2. To the right of that, you then click the “Account Settings” button and choose the “Ac Settings...”
command form the button’s drop-down menu to open the “Account Settings” dial

3. In this dialog box, click the “Data Files” tab. Then click the “Add...” button on thi open the “Create
or Open Outlook Data File” dialog box.

4. Here you can navigate to the folder where you wish to create the new persg @er and then type a
name for the new folder into the “File name:” text box. When you are finisllck the “OK” button to
create the personal folder data file.

5. The file will then appear within the “Data Files” tab in the “Account S dialog box. When you are
finished, click the “Close” button.
6. To create a personal folder in Outlook 2007, select “File| New| Out ata File...” from the Menu Bar.

7. This will open the “New Outlook Data File” dialog box where y elect “Office Outlook Personal
Folders File (.pst)” in the dialog box to create a new personal% data file. Then click “OK” to

continue.

8. Outlook 2007 will then launch the “Create or Open Outlo ta File” dialog box. Here you can navigate
to the folder where you wish to create the new personal er and then type a name for the new folder
into the “File name:” text box. When you are finish.ed, the “OK” button to create the personal folder
data file.

”

9. At that point the “Create Microsoft Personal Fold log box will appear. Type the name for the
folder as you want it to appear in your “Folder m typing it into the “Name:” text box.
r

10. You can also set a password for access to t by typing the desired password into the
“Password:” and “Verify Password:” tex S.

11. Once you have set the folder settings as , click “OK” to save the folder.

12. In both versions, if you are viewing th r List” in the Navigation Bar, you will note that you now
have a new item with the name that yigueptered appear in the Folder List. It will also have its own
“Deleted Items” folder. You can cli the folder to view the contents of the folder. You can also move

your items from other Outlook fo@into this folder, if desired.

13. If you want to close the Persona er, you can simply right-click on the entry in the Folder List, and
select the “Close [Folder Namie]” command from the pop-up menu that appears. This will remove the
entry from the Folder List a&II.

14. You can open the Pe r@lder to return it to the Folder List. To do this in Outlook 2013:2010, click
the “File” tab in the R& nd then click the “Open & Export” command (the “Open” command in
2010) at the left side of the’backstage view. To the right of that, click the “Open Outlook Data File”
button. To do this in ﬂutlook 2007, select “File| Open| Outlook Data File...” from the Menu Bar.

15. At that point in rsions the “Open Outlook Data File” dialog box will appear, allowing you to
navigate to th where you saved the Personal Folder. It will appear in the white list box of files
and folders j ialog box.

16. Click it to t, and then click the “OK” button to open the Personal Folder. This will place the

on back into your Folder List.

17. To delete ersonal Folder, first make sure the folder is closed in Outlook. If using Outlook, exit
Ou@ s you will not be able to delete the folder while Outlook is running.

180h the Windows system to navigate to the folder into which you saved the Personal Folder. Click
' ect it, and press “Delete” on your keyboard to send the folder to your computer’s Recycle Bin.
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SETTING AUTOARCHIVING FOR FOLDERS: Q

1. To set AutoArchiving on a folder, you need to view its properties. You can right-click on tder for
which you wish to set AutoArchiving, and then select “Properties” from the pop-up menu that’appears to
access the folder’s properties dialog box. Here, you can click the “AutoArchive” tab the
AutoArchiving features of the folder. @

\y

2. You have three options that you can set: “Do not archive items in this folder,” “A items in this
folder using the default settings,” or “Archive this folder using these settings:.’

3. If you want to set the default AutoArchiving behavior, click the “Default Archive®Settings...” button to
launch the “AutoArchive” dialog box. Here you can set how often you wis @ chive by changing the
number in the “Run AutoArchive every X days” checkbox.

4. You can also check or uncheck whether you want a “Prompt before

In the “During AutoArchive:” section, set any other default options fo

choose to turn off or on the ability to “Delete expired items (e-ma@

hive runs.”
Archiving you want. You can
only),” “Archive or delete old

o

items,” and “Show archive folder in folder list.”

6. Inthe “Default folder settings for archiving” section, you can duration of time in the “Clean out
items older than” line. Then choose what to do with the old itemSgYou can either move them to a
Personal Folder file, or just permanently delete them by ing whichever option you want. If you do
choose to move them, click the “Browse...” button and sélect the Personal Folder that you want to use
to store the old items. Q

7. When you are finished setting the AutoArchiving cf #you can apply them to all of the folders in
Outlook by clicking the “Apply these settings to a s now” button. Alternately, you can simply set
the defaults by clicking “OK.” @

8. If you selected the “Archive this folder using thesggettings:” choice on the AutoArchive tab, you can
then specify when to clean the folder, a atte do with the old items, just as you did in the defaults.
However, these setting would only affect rent folder.

9. When you are done, click “OK” to set the Archiving properties for the selected folder.

CREATING A PRIVATE FOLDER:

1. To create a Private Folder ingOutlook 2010, click the “Folder” tab in the Ribbon, and then click the “New
Folder” button in the “New” greup. To create a Private Folder in Outlook 2007, select “File| New|

Folder...” from the Menu @

2. In either version, you% ee the “Create New Folder” dialog box appear. In this dialog box you must
type in a name for your néw folder in the “Name:” text box.

3. Next, you must use tye drop-down menu for “Folder contains:” to select what type of Outlook items will

be stored in tha r
4. Finally, sele %o place the new folder in the folder list from the “Select where to place the new
folder:” navigatiohylist. You can click the “Mailbox” folder at the top of the list to add it to your mailbox
with your mmon folders.
inished, click “OK.” This will place the new private folder into the place in the Folder
selected.
e, if you wish to delete your Private Folder, just right-click on the folder in the Folder List
withi Navigation Bar and select the “Delete Folder” command from the pop-up menu.
then click “Yes” to the prompt that asks you if you wish to move it to the Deleted Items folder in
rder to delete it.
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1. If using Outlook 2010:2013, you can create a new search folder by clicking the “New Se older”
button within the “New” button group on the “Folder” tab within the Ribbon when viewing “Mail”
folders.

2. If using Outlook 2007, select “File| New| Search Folder..” from the Menu Bar. %

3. Atthat point, the “New Search Folder” dialog box will appear onscreen. You can t one of the
search criteria from the listing shown and then enter the criteria that you wan ch for into the
criteria selection section at the bottom of this dialog box. Note that the criteri tion will change
depending on which search criteria you selected.

4. You can then select within which folder you want to search for messag the “Search mail in” drop-
down menu.

5. Then click the “OK” button to create the new search folder within yo& Pane.

6. If you select the “Custom” choice from the “New Search Folder” dia ox, then when you click the
“Choose...” button at the bottom of the dialog box, you will lau “Custom Search Folder” dialog
box.

7. Type a name for the new folder into the “Name” field. Then click®fie “Criteria” button to open the
“Search Folder Criteria” dialog box where you can specif criteria for which you want to search, and
then click the “OK” button when you are finished. 6

8. You can then click the “Browse...” button within th’e ¢
“Select Folder(s)” dialog box where you can che
search for messages that match the criteria that specified.

9. Then click the “OK” button to return to the “Cu earch Folder” dialog box.

10. Then click the “OK” button to return to the “Nﬁ rch Folder” dialog box.

m Search Folder” dialog box to open a
es of the folders within which you want to

11. At this point, you can click the “OK” buttgn 4@ ad@ the new search folder to your Folder Pane.

12. After you have created a search folder, then select the search folder within the Folder Pane at
any point in the future to always find t% ages within the folder or folders that you selected to
f

search that match the criteria that yo:s ied.

<

o
&Q
>
.
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EXERCISES-

Purpose:

1. To be able to create a Private Folder in Outlook.

PERSONAL € PRIVATE FOLDERS . é\
O

Exercises: %
Open Outlook. @

1.

2. Click the “Folder List” icon within the Navigation Bar to display the folder

3. If using Outlook 2013:2010, click the “New Folder” button in the “Ne on the “Folder” tab in
the Ribbon. If using Outlook 2007, select “File] New| Folder...” from th u Bar.

4 In the “Create New Folder” dialog box, type “Private Folder” in the { e.” text box.

5 Click the “Mailbox” folder at the top of the list in the “Select wherQ éce the folder:” list box.

6. Click “OK.”

7. The “Private Folder” should appear in the Folder List. 0

8 Right-click on the “Private Folder” icon in the Folder List.

9. Select the “Delete Private Folder” command from the pop- enu that appears.

10. Click “Yes” to send it to the Deleted Items folder.

11. Right-click the “Deleted Items” icon in the Folder Lis

12. Select the “Empty Folder” command (“Empty Del s Folder” command in 2007) from the pop-
up menu that appears. * @

13. Assuming that your “Deleted Items” folder d%\ contain any items that you wish to recover, click
“Yes” to permanently delete the contents of, eted Items folder. If you are unsure, click “No.”

14, Click the “X” button in the upper-right corn e application window to exit Outlook.

&
&
3
<

s\O

o
@Q
>
.
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CHAPTER 12-
NOTES

12.1- CREATING AND USING NOTES
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12.1- Creating and Using Notes: Q

You use notes to create little “post-it” reminders for activities or tasks that are too s block into
your calendar schedule, but that you must remember to do. These notes will go into your “Netes” folder in
your Outlook mailbox. Like the Journal, the Notes feature of Outlook 2013 is being cated. You can
only access the Notes folder in Outlook 2013 by clicking the “Folders” button within igation Bar and
then selecting the “Notes” folder within the Folder Pane. Also, the “Notes and Jo options within the
“Outlook Options” dialog box has been removed for Outlook 2013. You also can ge the attributes of
notes within Outlook 2013 as you could in previous versions of Outlook. In 2010:2007, you can
change the color, size and font of the note. In all versions of Outlook, Note ppear with the time/date
stamp of when they were created or last modified. Notes can be deleted, copi rwarded and moved.

To view the Notes folder, click the “Folders” or “Folder List” b& thin the Navigation Bar and

then select the “Notes” folder within the Folder Pane. The Notes fol S s any notes that you have
created or received. You can double-click on a note to view it in its owRy'Note” window. You can close this
window by clicking the “X” in the upper right corner of the Note.

To create a new note, click the “New Note” button in ew” group on the “Home” tab in the
Ribbon if using Outlook 2013:2010. If using Outlook 2007, select ° New| Note” from the Menu Bar. That
will create a new note into which you can immediately type r information. You can then close the note
when finished to add it to the Notes folder. To delete a @ight—click it within the “Notes” folder and
choose “Delete” from the pop-up menu. To forward a n p others as an attachment in an e-malil, right-
click the note within the Notes folder and select d” from the pop-up menu that appears. Then
address the e-mail and send it as you normally would: ote will be sent as an attachment.

You can change the color of a single not egorizing the note. To do this, open the note and
then click its note icon in the upper left corner: [ itle Bar. Select the “Categorize” command from the

drop-down menu that appears, and then choase color category that you want to use by selecting one
from the list of colors in the side menu that a

You cannot set any options for not ted in Outlook 2013. New notes that you create will have a
default color of yellow, a default size of me , a default font of 11 point Calibri, and display the date and
time that the note was last modified.

To set note options in Outl 010, click the “File” tab in the Ribbon and then click the “Options”
command at the left side of the ba%e view to open the “Outlook Options” dialog box. Click the “Notes
and Journal” category in this digfog box. In the “Notes options” category, use the “Default color” drop-down
to choose a default note colg en use the “Default size:” drop-down to choose a default note size. You
can click the “Font...” bu @ en the “Font” dialog box to select a default font to use for your notes, and
then click the “OK” butto ply it. To include the date and time that the note was last modified, ensure
there is a checkmark in the “Show date and time that the Note was last modified” checkbox. When finished,
click the “OK” button in tif& “Outlook Options” window to set your new note default properties.

To set note @' ons in Outlook 2007, select “Tools| Options...” from the Menu Bar to open the
“Options” dialog Bexs@lick the “Preferences” tab and then click the “Note Options...” button to launch the
“Note Options” 0 box. Use the “Color:” drop-down to set the default note color. Use the “Size:” drop-
down to set %ult note size. Click the “Font...” button to open the “Font” dialog box to set a default
note font tQUs then click the “OK” button to apply it. Then click “OK” in the “Note Options” dialog box
to set youfineWw, note defaults. On the “Other” tab in the “Options” dialog box, click the “Advanced Options...”
button h the “Advanced Options” dialog box. In the “Appearance Options” dialog box, you can check
or _unc he checkbox for “When viewing Notes, show time and date” to add or remove the Date/Time

en click “OK” in the “Options” dialog box to set the default note options.
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ACTIONS-

N\
, NOTES . % ‘
CREATING AND USING NOTES:

<

1. To view the Notes folder, click the “Folders” or “Folder List” button within the Navigation d then
select the “Notes” folder within the Folder Pane.

2. You can double-click on a note to view it in its own “Note” window. %

3. You can close this window by clicking the “X” in the upper right corner of the Not@

4

To create a new note, click the “New Note” button in the “New” group on the “Ho b in the Ribbon if
using Outlook 2013:2010.

To create a new note in Outlook 2007, select “File]| New| Note” from the Me

You can immediately type your information into the new note that appear

5
6.
7. You can close the note by clicking the “X” in its upper-right corner to ade e Notes folder.
8
9

To delete a note, right-click it within the “Notes” folder and choose “Dg @ rom the pop-up menu.
To forward a note as an attachment in an e-mail, right-click the note‘that yay want to forward within the

11. To categorize a note, open the note and then click its note ica @ e upper left corner of its Title Bar.

12. Select the “Categorize” command from the drop-down menu that@ppears, and then choose the color
category that you want to use by selecting one from the |i colors in the side menu that appeatrs.

13. You cannot set any options for notes created in Outlook 3. New notes that you create will have a
default color of yellow, a default size of medium, exdont of 11 point Calibri, and display the date
and time that the note was last modified.

14. To set note options in Outlook 2010, click the “Fil in the Ribbon and then click the “Options”
command at the left side of the backstage vie en the “Outlook Options” dialog box.

15. Click the “Notes and Journal” category in thi box.

16. In the “Notes options” category, use the Defaultxcolor” drop-down to choose a default note color.

17. Use the “Default size:” drop-down to cho efault note size.

18. You can click the “Font...” button to op@g ‘Font” dialog box to select a default font to use for your
notes, and then click the “OK” buttonﬁ ly it.

19. To include the date and time that t e was last modified, ensure there is a checkmark in the “Show
date and time that the Note was@:odified” checkbox.

20. When finished, click the “OK” bu the “Outlook Options” window.

21. To set note options in Outlogk 2007, select “Tools| Options...” from the Menu Bar to open the “Options”
dialog box. &

22. Click the “Preference then click the “Note Options...” button to launch the “Note Options”
dialog box. x

23. Use the “Color:” drop-down to set the default note color.

24. Use the “Size:” dro lown to set the default note size.

25. Click the “Font.. ton to open the “Font” dialog box to set a default note font to use, and then click
the “OK” butt ply it.

26. Then click “ he “Note Options” dialog box to set your new note defaults.

27.0On the “ Qb in the “Options” dialog box, click the “Advanced Options...” button to launch the
“Advanced ns” dialog box.

28. In thedfAppearance Options” dialog box, you can check or uncheck the checkbox for “When viewing

w time and date” to add or remove the Date/Time stamp.

No
Z%h@k “OK” in the “Options” dialog box to set the default note options.
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EXERCISES-
NOTES .

1.

To be able to create notes in Outlook.

Purpose: Q

PwbdPE

o o

~

Exercises: %

Open Outlook.

Click the “Folders” or “Folder List” button within the Navigation Bar.
Select the “Notes” folder within the Folder Pane that appears at the ri
If using Outlook 2013:2010, click the “New Note” button in the “New”
Ribbon.

If using Outlook 2007, select “File] New| Note” from the Menu B
Type the following into the note: “Remember that notes can
sticky notes without the clutter.”

Click the “X” in the upper right corner of the note to close i

Right-click on the note in the Notes folder, and select “De@rom the pop-up menu that appears to
move it to the “Deleted Items” folder.

Click the “X” button in the upper-right corner of the lication window to exit Outlook.

S

of the Outlook window.
on the “Home” tab in the

mind you to do little tasks, like
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ADVANCED MAILBOX OPTIONS

13.1- Creating Mailbox Rules: Q

A mailbox rule simply states that whenever items arrive into a mailbox that meet a ied criteria
they should then be processed by whatever the rule dictates should happen when an item™&fthat type is
received. You can have multiple rules applied to a single mailbox. The rules will be act on in sequence
from top to bottom through the list of rules created for that mailbox. They can als dified at a later
date, or deleted if they no longer apply. You can also turn them on and off with ving to delete and
recreate them.

To create a mailbox rule, first select the mailbox folder for which you wan¥to/create a rule. You can
then start the “Rules Wizard” to assist you in creating the necessary rule cri nd actions that you want
the rule to perform when an item is received in the mailbox that matchesghg“specified criteria. To access
this wizard in Outlook 2013:2010, click the “Rules” button in the “Movg % p on the “Home” tab in the
Ribbon, and then select the “Manage Rules & Alerts...” command. To‘access,this wizard in Outlook 2007,
select “Tools| Rules and Alerts...” from the Menu Bar. In either versi (Fie “Rules and Alerts” dialog box
will then appear. Ensure that you are viewing the “E-mail Rules” t hen click the “New Rule...” button
in the upper left corner of that tab to launch the “Rules Wizard.”

In the “Rules Wizard,” you will need to select one of the te tes from the list shown in the “Step 1:
Select a template” area. The rule description will appear in wStep 2: Edit the rule description” section at
the bottom of the dialog box with hyperlinks indicating I@nat you need to click into and “fill-in-the-
blanks” in the rule template. When you are finished orlth' en, click “Next >” to continue.

In the next screen, you can use the “Step 1: condition(s):” list at the top to check various
criteria that you will see appended to the rule below: started from a template, some of this is already
done, but you can add more criteria if necessary. ick on the blue hyperlinks in the rule at the bottom
of the dialog box to “fill-in-the-blanks” in the rule.; iks/Next >” to continue when you are ready.

t

In the next screen, you must decid tion the rule should take when it receives an item that
matches the criteria you just set. You can ¢ e actions listed at the top of the dialog box to append

them to the rule at the bottom of the dial Then click the blue hyperlinks in the bottom box to “fill-in-
the-blanks” in the rule. Click “Next >” wh are ready to continue.

In the next screen, you must deeidg what exceptions to the rule exist. You can check the exceptions
listed at the top of the dialog box to nd them to the rule at the bottom of the dialog box. Then click the
blue hyperlinks in the bottom box -in-the-blanks” in the rule. Click “Next >” when you are ready to
continue.

In the last screen, type ame for the rule into the text box at the top of the dialog box. You can also
check or uncheck the t @; poxes for “Run this rule now on messages already in [folder name],” or
“Turn on this rule.” When are ready to finish the rule, click the “Finish” button.

That will drop you back off in the “Rules and Alerts” dialog box on the “E-mail Rules” tab. Note that
like folder rules, you caWcheck or uncheck the rules listed here to turn them on and off. You can also use
the “Change Rule.. p-down button to edit a selected rule at a later point in time, if needed. You can

also click the “De tton to delete a selected rule, if necessary. When you are finished, click “OK” to set

the e-mail ruleQ
S
%
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ADVANCED MAILBOX OPTIONS

13.2- Creating Custom Mailbox Views: Q

You can create your own custom view of folders in your Outlook mailbox. I@g Outlook
2013:2010, you create custom mailbox views by clicking the “View” tab in the Ribbon and t clicking the
“Change View” button in the “Current View” group. From the drop-down menu that a%?, you can then
select the “Manage Views...” command. In Outlook 2007, you can do this by selecti | Current View|
Define Views...” from the Menu Bar.

At this point, a dialog box will appear onscreen. In Outlook 2013:2010, j ed the “Manage All
Views” dialog box. In Outlook 2007, it is called the “Custom View Organizer.” th versions, it simply
displays all of the available views and their associated settings. Here you ca @ t any view that you want
and then modify it, or reset modifications made to one of the selected vi ou can also create, edit or

delete your own custom views that you have created using this dialog box

To create a new view, just click the “New...” button to the right @f thesdialog box. That will open the
“Create a New View” dialog box where you type a name for the new v to the “Name of new view:” text
box. Below that, select what type of view you want to create: “Table¥ A imeline,” “Card,” “Business Card,”
“‘Day/Week/Month,” or “Icon.”

Once you selected your base folder view, select who wi ve this view available to them: “This
folder, visible to everyone,” “This folder, visible only to me,” Il Mail and Post folders.” Then click “OK” to
launch another dialog box where you can further customize@ew. In Outlook 2013:2010, this dialog box
is called the “Advanced View Settings” dialog box. In.O ok 2007, it is called the “Customize View” dialog
box. However, the options that you have for customizingsthe view are the same for both versions. The
dialog box has seven buttons that you can click to set\gptiens for your view. Based on your base view type,
however, not all of the buttons will necessarily be e.

Clicking the “Columns...” button (“Fieldse,. ton in Outlook 2007) launches the “Show Columns”
dialog box (“Show Fields” dialog box in O I@?). Here you can use the drop-down in the upper left
corner to choose which set of fields you wis e appear in the left list. To move an available field into
your new view, select it in the left list and k the “Add” button in the middle of this dialog box to add it
to the list at the right. You can then sel field from the list at the right and reorganize its position by
selecting it, and clicking the “Move Upsghd “Move Down” buttons until it is in the place you desire. Click
“OK” when you are done adding an nizing the fields in your view.

Clicking the “Group By...” b@launches the “Group By” dialog box. Here you can use the drop-
down under “Group items by” t@ select a field by which you can group items in your view. This is usually
only used for the “table” stylegView, as it will group the same values in the selected field or fields into
expandable and collapsi @ ps within your table view. You can select up to four fields by which to
group. You can also set 1er they will be grouped in “Ascending” (A-Z, 1-9) order or “Descending” (Z-A,
9-1) order by selecting the deSired sorting option at the right end of each grouped field. When you are done
here, you can click “OK"& set the grouping for your view.

Clicking the ...” button launches the “Sort” dialog box. Here you can use the drop-down
available under t items by” and “Then by” sections to indicate by which field(s) you want to sort the
view. You canwS up to four fields, and they can be sorted in either “Ascending” order or “Descending”

order by sele e appropriate option at the right end of each field. When you are done here, you can
orting for your view.

the “Filter...” button launches the “Filter” dialog box. This dialog box consists of four tabs:

Mess *More Choices,” “Advanced,” and “SQL.” You click on the tab that you want to use to set

cri ia@will include or exclude certain items in your view. On the “Messages” tab, you can choose

t t will allow you to filter by various common e-mail fields. On the “More Choices” tab, you can

chogsegfcriteria that will allow you to filter by assigned categories, message statuses, message option
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ADVANCED MAILBOX OPTIONS

13.2- Creating Custom Mailbox Views (cont.): Q

settings, and other more advanced filtering possibilities. On the “Advanced” tab, you can@the “Field”
drop-down to select from any of the available fields in Outlook that you want to use as a filter™Phen use the
“Condition” drop-down to select a comparison condition, and if needed, type the value 0’ which you want to
compare the field’s value in the last text box. That will add it to the list box above. Cli kiag the “SQL” tab
allows you to create a statement using Structured Query Language to select whichlité
You can do this if you are familiar with how SQL is used in the Outlook applica
creating any filters necessary for your view, click the “OK” button to set the desired

Clicking the “Other Settings...” button launches the “Other Settings” d @ box. Here you can adjust
the font display for the items in your view. The content available here will ghange”depending on the style of
view you are trying to create. Make any adjustments that you wish, and&I lick the “OK” button to apply

them to your new view.

Clicking the “Conditional Formatting...” button (“Automatic Fo ing...” button in Outlook 2007)
launches the “Conditional Formatting” dialog box (“Automatic Forma dialog box in Outlook 2007). Here
you can set new rules to apply a default formatting to items that given criteria. There are some rules
already in place in this dialog box, and you can add more. To add“&new rule, click the “Add” button at the
right side of this dialog box. It will add a new rule to the list, e a name for the rule into the “Name:” text
box. Then click the “Font...” button to set the font formatti@t the item should use when the condition
that you are about to specify is met. Click “OK” in th.e “ ialog box to set the font. You then click the
“Condition...” button to set up the filter that, when dpplies the formatting you selected. You have the
same choices available here as you do when you s%ter for the view. After setting the filter, click “OK”
to apply it. Then click “OK” again when finished se our conditional formatting.

If using a table view in Outlook, you canClick’the “Format Columns...” button to specify a display
format for each field that you have in your 'e@ select the name of the field whose display you wish to
modify from the “Available fields:” list at the e of this dialog box, and then change its settings at the
right side of the dialog box. When you are , click “OK” to apply the changes to your view.

When you are satisfied with all view’s settings, click “OK” in the “Advanced View Settings”
dialog box (“Customize View” dialog 2007) to return to the “Manage All Views” dialog box (“Custom
View Organizer” dialog box in 200 u will now see the name of your view shown in the list of views
available in the dialog box. To applm view, just click on its name to select it from the list, and click the
“Apply View” button at the bottogt of the dialog box.

If using Outlook 2013; you can also select the name of the view from the drop-down menu that
appears when you click & ge View” drop-down button in the “Current View” group on the “View” tab

in the Ribbon. If using O 007, it will also appear in the side menu that is shown when you select
“View| Current View” from the Menu Bar.

Note that if you fant to modify a view that you have created, you can select the name of the view
from the listing sho the “Manage All Views” dialog box (“Custom View Organizer” dialog box in 2007),
and then click the% ...” button at the right side of the dialog box. In this same area, you can also select
the name of a view that you have created, and then click the “Delete” button to delete it if you will no
longer need t e view.

Wh ve finished using the “Manage All Views” dialog box (“Custom View Organizer” dialog
box in 20QY), @lick the “Close” button at the bottom of the dialog box to return to the mailbox folder view.

%‘b
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ADVANCED MAILBOX OPTIONS

13.3- Handling Junk Mail: Q

To block junk e-mail, you must first open the folder to filter for junk e-mail. I@g Outlook
2013:2010, then click the “Junk” drop-down button in the “Delete” group on the “Home” tal the Ribbon
and select the “Junk E-mail Options...” command from the button’s drop-down menu. If@ Outlook 2007,
select “Actions| Junk E-mail| Junk E-mail Options...” from the Menu Bar.

In either version at that point, you will see the “Junk E-mail Options” dia X appear. On the
“Options” tab, select the option button that corresponds to how you wish Outloo dle suspected junk
mail. Note that you can elect to delete suspected junk e-mail versus moving it i “Junk E-mail” folder in
your folder list by checking the checkmark at the bottom of this tab. Be car doing this if you have a
very restrictive junk mail filter applied, as it could then potentially delete lggi e messages that Outlook

suspects may by junk mail.

If you click the “Safe Senders” tab, you can click “Add...” at the % of this tab to add an e-mail
address or domain name into the “Add address or domain” dialog box: “Safe Senders” list is the list of
people from whom you always wish to receive e-mail in Outlook. these addresses or domains will
never be treated as junk mail by Outlook. You can then click the % utton when you have finished.

On the “Safe Recipients” tab, you can click “Add...” at thégfight side of this tab to add an e-mail
address or domain name into the “Add address or domain” g box. The “Safe Recipients” list is the list
of people to whom you always wish to send e-mail in Outlo%il sent to these addresses or domains will
never be treated as junk mail by Outlook. You can the.n “OK” button when you have finished.

On the “Blocked Senders” tab, you click “Add... right side of this tab to add an e-mail address
or domain name in the “Add address or domain” di;&b&‘ . The “Blocked Senders” list is the list of people
from whom you always wish to block e-mail in O ail from these addresses or domains will always
be treated as junk mail by Outlook. You can theg [ e “OK” button when you have finished.

When you have finished setting the desiredfjunk mail options, click “OK” in the “Junk E-mail Options”
dialog box to set the new rules in place fort& ted mail folder.

In the future, when you receive an - from an address which you wish to add to either the “Safe
Senders,” “Safe Recipients,” or “Blocke rs” tabs, you can easily do that by right-clicking the piece of
mail in your mailbox from the desired er first. Then roll over the “Junk” command in the pop-up menu
that appears. In the side menu tha@n appears, select to which e-mail list you wish to add the e-mail

address of the sender.
13.4- Color Cateqorizin(-xonK

You can assign any itéms in your Outlook folders to one of the available color categories. To do this,
you simply open the OuyJok folder that contains the item or items that you want to assign to one or more
color categories. Th@lect the item or items in that folder which you would like to categorize.

If using Ouitl 013:2010, click the “Categorize” button in the “Tags” group on the “Home” tab in
the Ribbon, an elect the color category that you want to apply to the selected item or items. If using
Outlook 2007, he “Categorize” button in the Standard toolbar and then click on the color category that
you want to the selected item or items.

%‘b
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ADVANCED MAILBOX OPTIONS ~

13.5- Advanced Find: Q

With Outlook, you can do an advanced find in order to find all Outlook items t @ elong to a
particular category. You could also use the advanced find feature to find items in Outlook usifig’many other
types of filters as well.

To perform an advanced find in Outlook 2013:2010, click into the “Instant S
to display the “Search” tab of the “Search Tools” contextual tab within the Ribbon
Tools” drop-down button in the “Options” group on the “Search” tab of the “Sea
the Ribbon. From the drop-down menu that appears, select the “Advanced F‘l g

s” contextual tab in
ommand to open the

“Advanced Find” dialog box. To perform an advanced find in Outlook 2007, t “Tools| Instant Search|

very top of the dialog box to select the type of Outlook items you are¥ookiag for. You can also click the
“Browse...” button in the upper right corner to launch the “Select Folde ialog box, where you can check
which folders you want to look within. If you do that, click “OK” ished to return to the “Advanced
Find” dialog box.

Next you will use either the “Messages” (or whichever item¥pe you selected from the “Look ” drop-
down), “More Choices,” or “Advanced” tab to create the fil y which you wish to search for matching
items.

Advanced Find...” from the Menu Bar.
In the “Advanced Find” dialog box that appears in either versithe “Look” drop-down at the

After you have created the necessary filters, clic {Find Now” button to show the result set of the
search in a window at the bottom of the dialog bo K then double-click on the items to open them
and access them like you would in your Inbox foIdeT\'

When you are finished, click the “X” in the right corner of the “Advanced Find” window to close
it and return to Outlook.

" _ Edvanced TR

Look for: [Messages

Messages | More Choices | Advanced |®
Search for the word(s): X
In: ® only

[ From... ]

Sent To...
[] where T am: the only person an the To line
Q me: |none |z| Anytime

Find Mow

Stop

[« [&]

Q
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ADVANCED MAILBOX OPTIONS . é

CREATING MAILBOX RULES: Q

1. To create a mailbox rule in Outlook 2013:2010, click the “Rules” button in the “Move” gr the
“‘Home” tab in the Ribbon, and then select the “Manage Rules & Alerts...” command. To créate a
gither version,

mailbox rule in Outlook 2007, select “Tools| Rules and Alerts...” from the Menu Bargn

the “Rules and Alerts” dialog box will then appear. Ensure that you are viewing the.E-mail Rules” tab,
and then click the “New Rule...” button in the upper left corner of that tab to laun 1;'4' 2 “Rules Wizard.”
2. Inthe “Rules Wizard,” you will need to select one of the templates from the lisShoWn in the “Step 1:

Select a template” area. The rule description will appear in the “Step 2: Edi e description” section
at the bottom of the dialog box with hyperlinks indicating places that you @ o click into and “fill-in-
the-blanks” in the rule template. When you are finished on this screen, gligk¥Next >” to continue.

3. Inthe next screen, you can use the “Step 1: Select condition(s):” list @ op to check various criteria
that you will see appended to the rule below. If you started from a te% &, some of this is already
done, but you can add more criteria if necessary. Then click on the Blue’hyperlinks in the rule at the
bottom of the dialog box to “fill-in-the-blanks” in the rule. Click © to continue when you are ready.

4. In the next screen, you must decide what action the rule sho e when it receives an item that
matches the criteria you just set. You can check the actions listé@at the top of the dialog box to append
them to the rule at the bottom of the dialog box. Then cli blue hyperlinks in the bottom box to “fill-
in-the-blanks” in the rule. Click “Next >” when you are re% continue.

5. Inthe next screen, you must decide what exceptions@ rule exist. You can check the exceptions
listed at the top of the dialog box to append them t e at the bottom of the dialog box. Then click
the blue hyperlinks in the bottom box to “fill-in-th s” in the rule. Click “Next >” when finished.

6. Inthe last screen, type in a name for the rule i xt box at the top of the dialog box. You can also
check or uncheck the two checkboxes for “Run this’rule now on messages already in [folder name],” or
“Turn on this rule.” When you are ready@he rule, click the “Finish” button.

N\l

7. That will drop you back off in the first “Ru Alerts” dialog box. Note that like folder rules, you can
check or uncheck the rules listed here them on and off.

8. You can also use the “Change Rule. & -down button to edit the selected rule at a later point in time.

9. You can click the “Delete” button t te the selected rule, when necessary.

10. When you are finished here, cIk@C’ to set the rules.

CREATING CUSTOM MAILBOXWIEWS:

1. If using Outlook 2013& u create custom mailbox views by clicking the “View” tab in the Ribbon
and then clicking the “Chamge View” button in the “Current View” group.

2. From the drop-down’enu that appears, you can then select the “Manage Views...” command.

3. In Outlook 2007 can do this by selecting “View| Current View| Define Views...” from the Menu Bar.

4. At this point @/ersion, a dialog box will appear onscreen. In Outlook 2013:2010, it is called the

“Manage AllMigWws” dialog box. In Outlook 2007, it is called the “Custom View Organizer.” In both
versions, it y displays all of the available views and their associated settings.

5. Tocreat view, just click the “New...” button to the right of the dialog box.

6. That en the “Create a New View” dialog box where you type a name for the new view into the
“Na new view:” text box.

(gont;
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CREATING CUSTOM MAILBOX VIEWS- (CONT'D.): Q

7. Below that, select what type of view you want to create: “Table,” which lays out the infor in a table
like the Inbox folder does by default; “Timeline,” which shows items in a timeline view like tH€ Journal
folder does by default; “Card,” which lays out the information in a card view like the cts folder does
in the “Address Cards” view; “Business Card,” which displays information in the vj
the one used by the “Business Card” view of the Contact folders; “Day/Week/M
information in a day/week/month style like the Calendar does by default; or “I
for the items like your typical Windows folder does, by default.

8. Once you selected your base folder view, select who will have this view a @ le to them: “This folder,
visible to everyone,” “This folder, visible only to me,” or “All Mail and PostfOldérs.” Then click “OK” to
launch another dialog box where you can further customize the view. @ look 2013:2010, this dialog
box is called the “Advanced View Settings” dialog box. In Outlook 20Q called the “Customize
View” dialog box. However, the options that you have for customizing,the view are the same for both
versions. Clicking the “Columns...” button (“Fields...” button in 2007) launches the “Show
Columns” dialog box (“Show Fields” dialog box in Outlook 20 ere you can use the drop-down in
the upper left corner to choose which set of fields you wish to s ppear in the left list. To move an
available field into your new view, select it in the left list en click the “Add” button in the middle of
this dialog box to add it to the list at the right. You can thew,select the field from the list at the right and
reorganize its position by selecting it, and cIickinthe@e Up” and “Move Down” buttons until it is in
the place you desire. Click “OK” when you are d n% g and organizing the fields in your view.

9. Clicking the “Group By...” button launches the & y” dialog box. Here you can use the drop-down
under “Group items by” to select a field by whi can group items in your view. This is usually only
used for the “table” style view, as it will gro>%b me values in the selected field or fields into

ich shows icons

expandable and collapsible groups with ur table view. You can select up to four fields by which to
group. You can also set whether they WM uped in “Ascending” (A-Z, 1-9) order or “Descending”

(Z-A, 9-1) order by selecting the desir g option at the right end of each grouped field. When you
are done here, you can click “OK” to et grouping for your view.

10. Clicking the “Sort...” button launch “Sort” dialog box. Here you can use the drop-down available
under the “Sort items by” and “T, y” sections to indicate by which field(s) you want to sort the view.
You can sort by up to four fields, they can be sorted in either “Ascending” order or “Descending”

order by selecting the apprg

can click “OK” to set the s

11. Clicking the “Filter...” unches the “Filter” dialog box. This dialog box consists of four tabs:
“Messages,” “More C%, “Advanced,” and “SQL.” You click on the tab that you want to use to set
criteria that will include or €xclude certain items in your view. On the “Messages” tab, you can choose
criteria that will aIIoMou to filter by various common e-mail fields. On the “More Choices” tab, you can

iate option at the right end of each field. When you are done here, you
or your view.

choose criteria t ill allow you to filter by assigned categories, message statuses, message option
settings, and ore advanced filtering possibilities. On the “Advanced” tab, you can use the “Field”
drop-down t from any of the available fields in Outlook that you want to use as a filter. Then use
the “Condit rop-down to select a comparison condition, and if needed, type the value to which you
want to o the field’s value in the last text box. That will add it to the list box above. Clicking the

“SQL’%tab"allows you to create a statement using Structured Query Language to select which items you
. You can do this if you are familiar with how SQL is used in the Outlook application. When

wis
@one creating any filters for your view, click the “OK” button to set the filters for your view.
&)
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CREATING CUSTOM MAILBOX VIEWS- (CONT'D.): Q

12. Clicking the “Other Settings...” button launches the “Other Settings” dialog box. Here yo’adjust the
font display for the items in your view. The content available here will change depending offthe style of
view you are trying to create. Make any adjustments that you wish, and then click th@(” button to

apply them to your new view.

13. Clicking the “Conditional Formatting...” button (“Automatic Formatting...” button @Iook 2007)
launches the “Conditional Formatting” dialog box (“Automatic Formatting” dia in Outlook 2007).
Here you can set new rules to apply a default formatting to items that meet criteria. There are
some rules already in place in this dialog box, and you can add more.

14. To add a new rule, click the “Add” button at the right side of this dialog il add a new rule to the
list. Type a name for the rule into the “Name:” text box. Qu

15. Then click the “Font...” button to set the font formatting that the itemg se when the condition that
you are about to specify is met. Click “OK” in the “Font” dialog b% the font.

16. You then click the “Condition...” button to set up the filter that, et, applies the formatting you
selected. You have the same choices available here as you n you set the filter for the view. After
setting the filter, click “OK” to apply it.

17. Then click “OK” again when finished setting your conditi ormatting.

18. If using a table view in Outlook, you can click the “Form%mns...” button to specify a display format
for each field that you have in your view. Just select t @ me of the field whose display you wish to

modify from the “Available fields:” list at the left s'(? § dialog box, and then change its settings at
the right side of the dialog box. When you are fini lick “OK” to apply the changes to your view.
19. When you are satisfied with all of the view’s setti click “OK” in the “Advanced View Settings” dialog
box (“Customize View” dialog box in 2007) toye to the “Manage All Views” dialog box (“Custom
View Organizer” dialog box in 2007). Y ill Nn@w see the name of your view shown in the list of views
available in the dialog box.
20. To apply your view, just click on its na elect it from the list, and click the “Apply View” button at

the bottom of the dialog box.

21. If using Outlook 2013:2010, you caAo select the name of the view from the drop-down menu that
appears when you click the “Ch View” drop-down button in the “Current View” group on the “View”
tab in the Ribbon. If using Outlo 7, it will also appear in the side menu that is shown when you
select “View| Current View” ffom the Menu Bar.

22. Note that if you want to mdifyaa view that you have created, you can select the name of the view from
the listing shown in thé * '@. ge All Views” dialog box (“Custom View Organizer” dialog box in 2007),
and then click the “M&. button at the right side of the dialog box.

23. In this same area, you can’also select the name of a custom view that you have created, and then click
the “Delete” button t&jelete it if you will no longer need to use the view.

24. When you have @,ed using the “Manage All Views” dialog box (“Custom View Organizer” dialog box
in 2007), clic ‘@lose” button at the bottom of the dialog box to return to the mailbox folder view.
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=

To block junk e-mail, you must first open the folder to filter for junk e-mail.

2. If using Outlook 2013:2010, then click the “Junk” drop-down button in the “Delete” group offthe “Home”
tab in the Ribbon and select the “Junk E-mail Options...” command from the button’%o-down menu.
If using Outlook 2007, select “Actions| Junk E-mail| Junk E-mail Options...” from u Bar.

3. In either version at that point, you will see the “Junk E-mail Options” dialog box %r. On the “Options”
tab, select the option button that corresponds to how you wish Outlook to ha die pected junk mail.

4. Note that you can elect to delete suspected junk e-mail versus moving it intQ

your folder list by checking the checkmark at the bottom of this tab. Be ca @

very restrictive junk malil filter applied, as it could then potentially delete

Outlook suspects may by junk mail. ‘ \

5. If you click the “Safe Senders” tab, you can click “Add...” at the rig
address or domain name into the “Add address or domain” dialog b
of people from whom you always wish to receive e-mail in Outl
domains will never be treated as junk mail by Outlook. You ¢
have finished.

6. On the “Safe Recipients” tab, you can click “Add...” at th t side of this tab to add an e-mail address
or domain name into the “Add address or domain” dialog'hox. The “Safe Recipients” list is the list of

Q

he “Safe Senders” list is the list
il from these addresses or
n click the “OK” button when you

people to whom you always wish to send e-mail in O . Mail sent to these addresses or domains
will never be treated as junk mail by Outlook. Yo click the “OK” button when you have
finished.

7. On the “Blocked Senders” tab, you click “Add..
domain name in the “Add address or domainé&di
from whom you always wish to block e-gaihi tlook. Mail from these addresses or domains will
always be treated as junk mail by Outlook! can then click the “OK” button when you have finished.

8. When you have finished setting the degire@junk mail options, click “OK” in the “Junk E-mail Options”
dialog box to set the new rules in pla§ he selected mail folder.

e right side of this tab to add an e-mail address or
box. The “Blocked Senders” list is the list of people

9. Inthe future, when you receive an il from an address which you wish to add to either the “Safe
Senders,” “Safe Recipients,” or ‘%ed Senders” tabs, you can easily do that by right-clicking the
piece of mail in your mailbox fro desired sender first.

10. Then roll over the “Junk” cogimand in the pop-up menu that appears.

11. In the side menu that the rs, select to which e-mail list you wish to add the e-mail address of the

sender. &

COLOR CATEGORIZINZ

1. You can assigg @ems in your Outlook folders to one of the available color categories.
pply open the Outlook folder that contains the item or items that you want to assign to
r categories.
3. Thense em or items in that folder which you would like to categorize.
4. Ifusi ook 2013:2010, click the “Categorize” button in the “Tags” group on the “Home” tab in the
[ 'and then select the color category that you want to apply to the selected item or items.

utlook 2007, click the “Categorize” button in the Standard toolbar and then click on the color

y that you want to apply to the selected item or items.
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ADVANCED FIND Q

1. With Outlook, you can do an advanced find in order to find all Outlook items that belong articular
category. You could also use the advanced find feature to find items in Outlook using many=éther types

of filters as well. @

2. To perform an advanced find in Outlook 2013:2010, click into the “Instant Search” X in order to
display the “Search” tab of the “Search Tools” contextual tab within the Ribbon. lick the “Search
Tools” drop-down button in the “Options” group on the “Search” tab of the “S ols” contextual tab
in the Ribbon. From the drop-down menu that appears, select the “Advance ...” command to open
the “Advanced Find” dialog box.

3. To perform an advanced find in Outlook 2007, select “Tools| Instant Se vanced Find...” from the
Menu Bar.

4. In the “Advanced Find” dialog box that appears in either version, use% ok” drop-down at the very
top of the dialog box to select the type of Outlook items you are loo or.

5. You can also click the “Browse...” button in the upper right cor unch the “Select Folder(s)” dialog
box, where you can check which folders you want to look wit ou do that, click “OK” when finished
to return to the “Advanced Find” dialog box.

6. Next you will use either the “Messages” (or whichever ite e you selected from the “Look” drop-
down), “More Choices,” or “Advanced” tab to create the filtgrs by which you wish to search for matching
items.

7. After you have created the necessary filters, clic 1 Q Now” button to show the result set of the
search in a window at the bottom of the dialog b% can then double-click on the items to open them
and access them like you would in your Inbox

8. When you are finished, click the “X” in the S t corner of the “Advanced Find” window to close it

and return to Outlook \

<
S

s\O

o
@Q
>
.
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Purpose: Q

1. There are no exercises for this chapter.

4

Exercises:

1. None.

©TeachUcomp, Inc. Advanced Outlook

44



CHAPTER 14-

Opps € ENDS ’
14.1- USING SHORTCUTS O
14.2- ADDING ADDITIONAL PROFILES %
14.3- ADDING ADDITIONAL SERVICES @Q
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14.1- Using Shortcuts: QE

You can add shortcuts to the folders in Outlook to the “Shortcuts” group on the Nan Bar. To
do this, first click the “Shortcuts” button in the Navigation Bar.

If using Outlook 2013:2010, then right-click the actual word “Shortcuts” sho ithin the Folder
Pane to display a pop-up menu of choices. Click the “New Shortcut” choice to open Add to Navigation
Bar” dialog box. Here you can click on the folder to which you would like to add a s and then click the
“OK” button. The shortcut to the selected folder will then be added to the shortcu

To add a shortcut to an Outlook folder in Outlook 2007, you can simply K the “Add New Shortcut”
hyperlink shown in the Navigation Bar and then select the name of the u@ to add from the “Add to

Navigation Bar” dialog box. Then click “OK.”
To delete a shortcut, simply right-click on the shortcut in thi Qnd then select the “Delete
e

Shortcut” command. You can then click “Yes” in the message box that &a to delete the shortcut.

computer but have access to different Outlook accounts. &ou*will need to set up each profile using the
“Control Panel” feature of Windows. Within the Window, trol Panel,” you can click the “Mail” icon to
access the mail settings. This will launch the “Mait 5@ dialog box. Here you can click the “Show
Profiles...” button to access the “Mail” dialog box. x\(\

To create a new profile, click the “Add...”
into the “Profile Name:” text box, and then click “
box, where you can configure the e-mail account

14.2- Adding Additional Profiles: Q
You can add additional user profiles to Outlook in$/ toNet multiple people access the same

ou will need to type the name of the new profile
at will then bring up the “Add New Account” dialog
gs that you want to add to the designated profile. We
will look at how we can do this in the next Ix hen you are finished, you will return to the “Mail” dialog
box. In the “Mail” dialog box, note that you o0 set up Outlook to prompt for the profile that it should use
at startup by selecting that option button lick the “OK” button when you are finished.

14.3- Adding Additional Services:@

You can configure Outl@ok to access several different types of e-mail accounts. These may be

POP3 or SMTP mail accou ccounts on your Exchange Server. If connecting to a internet e-mail
account, you will need t e specific POP3 and SMTP server address information and your account
name and password. Yo Id contact your Network Administrator or ISP to acquire this information

before attempting to configure Outlook e-mail accounts.

When you h J?e necessary information, if using Outlook 2013:2010, click the “File” tab in the
Ribbon, and the @we “Add Account” button that appears to the right side of the backstage view. If
using Outlook 2& ct “Tools| Account Settings...” from the Menu Bar to open the “Account Settings”

‘E-mail” tab, click the “New...” button. In both versions, the “Add New Account” dialog
y selecting the option button that corresponds to the type of e-mail account you are
ending on what you select here, the screens that follow will vary. However, they will all
prompt mail server, connection, and account information- so make sure that you have that
inform ady. Once again, you can get that information from your e-mail service provider or your
n inistrator. Answer any questions posed by each screen, entering the necessary information

clicking “Next >” to continue until you are finished. At that point, if using Outlook 2007, you can
‘Close” button in the “Account Settings” dialog box to close it.
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14.4- Outlook Options: Q

You can change the default settings of Outlook by changing its options. We have a seen this
dialog box at various points in the tutorial, but it is worth emphasizing in its own right.

You can access the default options in Outlook 2013:2010 by clicking the “File” iR, the Ribbon and
then clicking the “Options” button to open the “Outlook Options” dialog box. In this dj X, you can click
on a category listing at the left side in order to change any settings that then appeal e right side. When

finished, click the “OK” button to save your changes.
You can access the default settings of Outlook 2007 by selecting “Tools[*Opiions...” from the Menu
Bar. There are seven tabs that you can use to change the settings of Outlook @ . Make any changes that

you want to one the appropriate tabs, and click “OK” to save your changes&

14.5- Using Outlook Help: 0

Outlook has built-in help functionality which can greaQuce the time and cost of technical

support. The help functionality is quite extensive. It contains a se able database of help files for you to
read.

You can access the help in Outlook by clicking th icfosoft Outlook Help” button. This will open
the “Outlook Help” window. Notice that this window ca@ sed by simply clicking the “x” in the upper
right corner of the window when you are finished usin§ p files.

If you wish to search through the help files %&pic, you can easily type the words for which you
wish to look into the long white text box in the tool e top of this window. You can then decide where
you wish to search for the information by clicki drop-down button next to the “Outlook Help” title in
Outlook 2013 or the “Search” button in Outlook 20%Q:2007, and then selecting a choice from the drop-down
menu. Once you have selected where to se jdst click the “Search” button to let Outlook search for the
words or phrases that you entered.

Any matching help topics are t& ayed in the “Outlook Help” window as a listing of hyperlinks.

You can click on the name of a help tgpigto view its content in the “Outlook Help” window. To go back to
the main listing of help topics, just cliekythe “Back” button in the toolbar at the top of the window to return to
the list. You can then continue reamther topics, perform another search, or simply close the window if
you are finished.

Should you want to pri topic that is displayed in the “Outlook Help” window, you can do so by
just clicking the “Print” buK e toolbar at the top of the “Outlook Help” window.

o
&Q
>
.
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USING SHORTCUTS: Q

1. You can add shortcuts to the folders in Outlook to the “Shortcuts” group on the Navigatio & . Todo
this, first click the “Shortcuts” button in the Navigation Bar.

2. If using Outlook 2013:2010, then right-click the actual word “Shortcuts” shown withi
display a pop-up menu of choices. Click the “New Shortcut” choice to open the “
dialog box. Here you can click on the folder to which you would like to add a sho
“OK” button. The shortcut to the selected folder will then be added to the sho .

3. To add a shortcut to an Outlook folder in Outlook 2007, you can simply clic “Add New Shortcut”
hyperlink shown in the Navigation Bar and then select the name of the folg @ add from the “Add to
Navigation Bar” dialog box. Then click “OK.”

4. To delete a shortcut, simply right-click on the shortcut in this list and lect the “Delete Shortcut”
command. You can then click “Yes” in the message box that appear§yto te the shortcut.

Folder Pane to

ADDING ADDITIONAL PROFILES:

1. You can add additional user profiles to Outlook in order t multiple people access the same computer
but have access to different Outlook accounts. You will n@\; set up each profile using the “Control
Panel” feature of Windows.

Within the Windows “Control Panel,” you can click® ilI” icon to access the mail settings. This will

launch the “Mail Setup” dialog box. §

Here you can click the “Show Profiles...” butto

N

ss the “Mail” dialog box.

o g ks W

To create a new profile, click the “Add...” butto
You will need to type the name of the new %mto the “Profile Name:” text box, and then click “OK.”
That will then bring up the “Add New Ac adialog box, where you can configure the e-mail account
settings that you want to add to the dew profile. We will look at how we can do this in the next

lesson.
7. When you are finished, you will ret@ e “Mail” dialog box. In the “Mail” dialog box, note that you can
also set up Outlook to prompt fo profile that it should use at startup by selecting that option button.
8. Then click the “OK” button whe re finished.

>

ADDING ADDITIONAL SER :
1. If using Outlook 2013: click the “File” tab in the Ribbon, and then click the “Add Account” button

that appears to the right side of the backstage view. If using Outlook 2007, select “Tools| Account
Settings...” from@ enu Bar to open the “Account Settings” dialog box. On the “E-mail” tab, click the

“New...” butten. h versions, the “Add New Account” dialog box appears.

e option button that corresponds to the type of e-mail account you are trying to
create. De g on what you select here, the screens that follow will vary. However, they will all
ail server, connection, and account information- so make sure that you have that

3. Ans
“N%o continue until you are finished.
4% oint, you can click the “Close” button in the “Account Settings” dialog box to close it.
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SETTING OUTLOOK OPTIONS:

1. You can access the default options in

Outlook 2013:2010 by clicking the “File” tab in the n and

then clicking the “Options” button to open the “Outlook Options” dialog box.

2. Inthis dialog box, you can click on a category listing at the left side in order to chan
then appear at the right side. When finished, click the “OK” button to save your ¢
You can access the default settings of Outlook 2007 by selecting “Tools| Option
There are seven tabs that you can use to change the settings of Outlook 200

Hw

you want to one the appropriate tabs,

and click “OK” to save your changes.

USING OUTLOOK HELP:

“Outlook Help” window.

settings that

om the Menu Bar.
any changes that

S
utl &

1. You can access the help in Outlook by clicking the “Microsoft O 6 Ip” button. This will open the

2. Notice that this window can be closed

when you are finished using the help files.

3. If you wish to search through the help

to the “Outlook Help” title in Outlook 2013 or the “S

by simply clicking the ‘q\e upper right corner of the window

files for a topic, yo n eastly type the words for which you wish
to look into the long white text box in the toolbar at the top,of this window.
4. You can then decide where you wish to search for thm ation by clicking the drop-down button next

utton in Outlook 2010:2007, and then

selecting a choice from the drop-down menu.

5. Once you have selected where to sea
words or phrases that you entered.

rch, just @ “Search” button to let Outlook search for the

6. Any matching help topics are then displayed inthe “Outlook Help” window as a listing of hyperlinks. You
can click on the name of a help topic to ontent in the “Outlook Help” window.
7. To go back to the main listing of help tm st click the “Back” button in the toolbar at the top of the
n

window to return to the list. You can
simply close the window if you are finiShed.

tinue reading other topics, perform another search, or

8. Should you want to print any torw displayed in the “Outlook Help” window, you can do so by just

clicking the “Print” button in the

9

o
&Q
>
.

r at the top of the “Outlook Help” window.
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There are no exercises for this chapter.

XEercises:
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. DELEGATES : § ¢
I 15.1- CREATING A DELEGATE

O

15.2- ACTING AS A DELEGATE

2,
15.3- DELETING DELEGATES %Q
O
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15.1- Creating a Delegate: Q

If you have a person that you would like to assign as a delegate, you can gat person
permissions to send and receive e-mail and schedule items and tasks on your behalf. Whefyou make a
person a delegate to your account, that person can then access your Outlook acc
actions that you have allowed them to perform. To use the delegate features,
Exchange Server Account within Outlook, and both you and your delegate must be the same version
of Outlook. To create a delegate in Outlook 2013:2010, click the “File” tab in thegRi , and then click the
“Account Settings” drop-down button. From the drop-down menu that appears, i ctithe “Delegate Access”

command. Then click the “Add” button to launch the “Select Names” dialog here you can select the
name of the individual to whom you want to grant delegate access. T the “Add” button at the
bottom of the dialog box to add them to the list. When you are finished, cli “OK” button.

If using Outlook 2007, you will need to select “Tools| Options...&ro e Menu Bar and then select
the “Delegates” tab. Here you will add the delegate and set up the ne ary permissions for that person.
Click the “Add...” button to launch the “Select Names” dialog box, w you can then add the name of the
individual to whom you want to grant delegate access. When yo inished, click the “OK” button.

In either version, you then set their permission levels in the¥Delegate Permissions” dialog box. For
each folder in your Outlook account, you use the drop-do the right of each folder’s icon to set what
level of access you want them to have. You can also chec y checkboxes to grant additional permission
to read private items, receive copies of meeting-related @ , or send the delegate an e-mail listing their
permissions in your account. Click “OK” when you are

You will then return to the “Delegates” tab. At ttom of this tab, you can select the option button
that corresponds to how you would like Outlook t e meeting requests with delegates. Then click the
“OK” button to set your delegates.

15.2- Acting as a Delegate:

If you are the delegate to so ’'s Outlook account, you can easily switch to that account from
your own Outlook account. You can his’in Outlook 2013:2010 by clicking the “File” tab in the Ribbon and
then clicking the “Open & Export” o@en” command at the left side of the backstage view. Then click the
“Other User’s Folder” button toﬁ right. You can do this in Outlook 2007 by selecting “File| Open| Other

“Name...” button to sele me of the user whose account you wish to access. Then click the “OK”
button. You can also use the “Folder type:” drop-down to select which folder you wish to access. Click “OK”
when you are ready. ThWiII open up the other user’s account in Outlook.

User’s Folder...” from the Me .
In either version,shﬁen Other User’s Folder” dialog box will appear. Here you can click the

15.3- Deleting es:

Whe 0 longer wish for a delegate to be able to access your Outlook account, you can simply
delete th egate. If using Outlook 2013:2010, click the “File” tab in the Ribbon and then click the
Accoun tings” button. From the drop-down menu that appears, select the “Delegate Access” command.
ok 2007, select “Tools| Options...” from the Menu Bar, and then click the “Delegates” tab.
click the name of the delegate that you want to delete. Press the “Remove” button to delete the
ed delegate. Then click the “OK” button. You should then restart Outlook.
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ACTIONS-
DELEGATES .

CREATING A DELEGATE: Q

1.

To create a delegate in Outlook 2013:2010, click the “File” tab in the Ribbon, and then cl “Account
Settings” drop-down button. From the drop-down menu that appears, select the “DelegateACcess”
command. Then click the “Add” button to launch the “Select Names” dialog box, wh%u can select
the name of the individual to whom you want to grant delegate access. Then clic 'Add” button at
the bottom of the dialog box to add them to the list. When you are finished, click “OK” button.

If using Outlook 2007, you will need to select “Tools| Options...” from the Me nd then select the
“Delegates” tab. Here you will add the delegate and set up the necessary p ons for that person.
Click the “Add...” button to launch the “Select Names” dialog box, where n then add the name of
the individual to whom you want to grant delegate access. When you a ed, click the “OK” button.
In either version, you then set their permission levels in the “Delega’& ssions” dialog box. For each

folder in your Outlook account, you use the drop-down to the right offeach¥glder’s icon to set what level
of access you want them to have. You can also check any checkbo 0 grant additional permission to
read private items, receive copies of meeting-related items, or e delegate an e-mail listing their
permissions in your account. Click “OK” when you are done.

You will then return to the “Delegates” tab. At the bottom of this't&b, you can select the option button
that corresponds to how you would like Outlook to handl eting requests with delegates.

Then click the “OK” button to set your delegates. @

ACTING AS A DELEGATE: \\

1.

w N

»

If you are the delegate to someone’s Outloo a@t, you can easily switch to that account from your
own Outlook account. You can do this in O% 013:2010 by clicking the “File” tab in the Ribbon and
then clicking the “Open & Export” or “Op\ mand at the left side of the backstage view. Then click
the “Other User’s Folder” button to the gﬁ ou can do this in Outlook 2007 by selecting “File| Open|
Other User’s Folder...” from the Men

's Fol

In either version, the “Open Other Us der” dialog box will appear.
Here you can click the “Name...” to select the name of the user whose account you wish to
access.

Then click the “OK” button.
You can also use the “Foldeﬂ%?:” drop-down to select which folder you wish to access.
Click “OK” when you are @ . This will open up the other user’s account in Outlook.

DELETING A DELEGAT;:_

1.

2

When you ng,JoRgér Wish for a delegate to be able to access your Outlook account, you can simply
delete the dele . If using Outlook 2013:2010, click the “File” tab in the Ribbon and then click the
“Account button. From the drop-down menu that appears, select the “Delegate Access”

g Outlook 2007, select “Tools| Options...” from the Menu Bar, and then click the
" tab

r ‘Remove” button to delete the selected delegate.

comma
“Deleg .
. From there'tlick the name of the delegate that you want to delete.
3. P
4

% ck the “OK” button. You should then restart Outlook.

©TeachUcomp, Inc. Advanced Outlook 53



EXERCISES-
DELEGATES

There are no exercises for this chapter.

XEercises:
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OuTLoOK KEYBOARD SHORTCUTS

N

L 4

Command Key Command Key
Next Item (with item open) Ctrl +, Reply Ctrl+R
Previous Item (with item open) Ctrl +. Reply All Ctr); Shift + R
Go to a Different Folder Ctrl+Y Check for New Mail W
Create an Appointment Ctrl + Shift + A Accept C
Create a Contact Ctrl + Shift + C Decline lt+D
Create a Contact Group Ctrl + Shift + L Dial Contact (in Contact Win Ctrl + Shift + D
Create a Folder Ctrl + Shift + E Bold Text R Ctrl + B
Create a Journal Entry Ctrl + Shift +J Bullet Text Ctrl + Shift + L
Create a Meeting Request Ctrl + Shift + Q Italicize Text Ctrl +1
Create an E-mail Message Ctrl + Shift + M Left Align T Ctrl + L
Create a Note Ctrl + Shift + N Center Align Tex Ctrl+ E
Create an Office Document Ctrl + Shift + H Underling Text Ctrl + U
Create a Discussion Posting Ctrl + Shift + S | Ingrease Font Size Ctrl +]
Create a Task Ctrl + Shift + K Degrease Font Size Ctrl +[
Create a Task Request Ctrl + Shift + U ut Ctrl + X
Save Item Ctl+S Copy Ctrl+C
Save and Close or Send Alt+S Paste Ctrl+V
Save As F12 Clear Text Formatting Ctrl + Shift + Z
Undo Ctrl+Z Switch to Mail Ctrl +1
Delete Ctri+D @ Switch to Calendar Ctrl +2
Print Ctr +x Switch to Contacts Ctrl+3
Copy ltem C ift+Y Switch to Tasks Ctrl +4
Move Item hift +V Switch to Notes Ctrl +5
Check Spelling ) F7 Switch to Folder List Ctrl +6
Flag for Follow-Up Ctrl + Shift + G Switch to Shortcuts Ctrl+7
Forward Ctrl +F
Find F3
View Inbox Ctrl + Shift + |
View O% Ctrl + Shift + O
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