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INTRODUCTION AND OVERVIEW .

4

Welcome to TeachUcomp, Inc.'s Mastering @ﬂook
Made Easy™ for Lawyers CPE Edition v.2.0 tuto@. This
course will delve into topics that are usefulsfor legal
professionals to know when using Microsoft @ ook. The
purpose of the course is to better inform an&gducate legal
professionals in the industry-specific iss and concerns

that arise from the use of Microsoft look in a legal
setting. This class also requires ad ed knowledge of
the Microsoft Outlook progra Therefore, it s

ourself with the content
Outlook Made Easy

recommended that you familiariz
of TeachUcomp, Inc.’s Masten
tutorial, which is included swwthin this product, prior to
learning the CPE (Continui rofessional Education) part
of the tutorial that is Iin ed within this manual and which
focuses on aspects of U?. rogram used by lawyers At the
end of the course student should have a better
understanding of th&/problems that can arise and solutions
that are availabﬁ when you use Outlook as a legal

professional. S\O
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MANAGING MAIL

16.1- Using Subfolders: Q

Many attorneys find that they receive a substantial amount of daily e-mail. In this'ter we will
discuss many mail management techniques that have been found to be effective in categofiZing, sorting,
and clearing a cluttered mailbox. The first technique that we will discuss is the use of Iders within an
Inbox. While some feel that this is a deprecated technigue that is not as efficient as usi e newer Search
folders within Outlook, it is still worth knowing how to perform. Many lawyers will crgatefsubfolders for their
individual cases and then sort their incoming email into the desired folder manu y using email rules
that they create. You can choose to create subfolders for clients, cases, proje whatever convention
makes the most sense for your particular organization. However you choos ﬁ use this feature, you will
need to know how to create a subfolder within your Inbox before it can be of=any=dse.

One way to create a subfolder is to right-click the Inbox within thg or Pane in Outlook, and then
select the “New Folder” command from the pop-up menu that appears® ey, folder will then be added to
the Folder Pane beneath the Inbox. In Outlook 2013, you simply need t&type a name for the new folder and
then press the “Enter” key on your keyboard to create the new subfolder®f the Inbox. If using Outlook 2010-
2007 instead, then the “Create New Folder” dialog box opens. ‘@\ ou enter the name of the folder into
the “Name:” text box and then click the “OK” button.

If you happen to make a mistake when naming thewder, you can rename a subfolder that you

a\the

have created by right-clicking the desired subfolder and themselecting the “Rename Folder” command from
the pop-up menu that appears. You can then proceed.to
key to set the name when you have finished.

Also note that you have a great deal of controhgver where you place your folders and what types of
items they can contains by default. If you wish n more about creating folders within your Outlook
account, please review lesson “11.3- Creating Privatedolders” in the “Advanced Outlook” manual within the
Mastering Outlook Made Easy™ for Lawyers tutor!

Once you have created subfolders
tasks, or other Outlook items you receive
do this, select the Inbox within the Fold
the email you want to move, and droph&

desired folder name and press the “Enter”

n manually move any associated mail, appointments,
e designated subfolder when they arrive in your Inbox. To
e to display the email within the Inbox. Then click and drag
the desired subfolder within the Folder Pane.

16.2- Using Mailbox Rules to Qanlze Mail:

If you have subf e@/hln your Inbox, you can create mailbox rules that will move mail to the
subfolders when it is reck our Inbox if it contains specific text in the message subject or body. This
reduces the amount of time itfakes to manually sort and organize your Inbox and its subfolders.

If you need to re{w the process of creating folder rules, you should review lesson “13.1- Creating

Mailbox Rules” in dvanced Outlook” manual within this product. Note that you can apply rules to
folders that you well as your Inbox within Outlook. To create rules in Outlook 2013:2010, click the

“Rules” button i sMove” group on the “Home” tab in the Ribbon, and then select the “Manage Rules &

Alerts...” com To create rules in Outlook 2007, select “Tools| Rules and Alerts...” from the Menu Bar.

In al | of Outlook at that point the “Rules and Alerts” dialog box will appear. Ensure that you

are viewi “Email Rules” tab, and then click the “New Rule...” button in the upper left corner of that tab
to laun “‘Rules Wizard.”

is point, you simply need to create a new rule that states that mail that arrives in your Inbox that

contai ords in either the body or subject that pertain to a selected matter or case should be immediately

ed 4o the designated folder that you have already created.

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



MANAGING MAIL \

16.3- Using Search and Search Folders to Organize Mail:

Many efficiency studies have pointed out that using the “Search” and “Search Fatures
within your Inbox is a much faster and more efficient way to sort and organize your email*¥ersus using
subfolders. Using this technique, you do not create subfolders. All mail is coIIecte%’uin your Inbox.
However, you then use the “Search” feature, as well as create specific “Search Fol , selectively filter
the Inbox to display only the mail items you wish to see at that time. Let’s ex@ how the “Search
Folders” feature works within Microsoft Outlook.

To create a new search folder, right-click the “Search Folders” icon with e “Mail” section of the
Folder Pane and then select the “New Search Folder...” command from the @ p menu that appears. In
the “New Search Folder” dialog box that appears, you can then select the gritefig by which you want to find
atus, or find specific words in
the subject line or body of the email. To create your own criteria, “Create a custom Search
Folder” choice to open the “Search Folder Criteria” dialog box wher U can define any and all search
criteria you wish to apply to your search folder. Once you have c our criteria, simply click the “OK”
button to create your new Search Folder.

To use the Search Folder, simply click it in the Folder Pangto display all of the items within your
Inbox that match the search criteria specified. You can t@ck your Inbox folder again to display all

messages.

Separately from creating a more permanent §e older, if you want to find a particular piece of
mail within your Inbox, you can simply do a quick se find it. To do this, select the Inbox folder and
then type the word or words for which you are sear to the “Search” text box that appears above the
folder. Outlook will then filter the Inbox to displa@ messages that contain the text for which you are
searching. You can then click the small “x” butt appears at the right end of the “Search” text box to
clear the search terms and display all of th %es in your Inbox again when you are finished.

16.4- Making Mail Easier to Search:

One of the quickest ways to %fcr email is by searching for text within the “Subject” line of the
email. This allows Outlook to skip s g the body text of the actual email, thereby allowing for faster and
easier searching. In this lesson, we will examine changing the “Subject” line of email you receive so you can
add text that will allow you to fin%e email more quickly in the future.

To edit the subjec Iin email you have received, double-click the message within your Inbox to
open the email in its ow age window. At that point, make any changes that you want to the subject
line displayed within the emaik This is the point at which you would want to add the text that will categorize
the email. Then click the’Save" button within the Quick Access toolbar and accept any warning messages
that Outlook may s ou. Note that you cannot change the subject line of an email that contains an
attachment whil mhed file is opened. You must first close the attached file before editing the subject

line of the assogci mail.

Also, i ok 2013:2010, which shows email sorted by conversation by default within the Inbox,
you may n t changing the subject line doesn’t change the way that the email is grouped and
displayed versation view. This is because conversation view uses the “conversation” field to organize
the mai he “subject” field. If you wish to disable the conversation view, you can do so by clicking the
“View”§tgbfhin the Ribbon and the unchecking the “Show as Conversations” option when the Inbox is
sgle Alternately, you could also right-click in the message headers shown within the message list

the Inbox folder, and then select the “Show as Conversations” option to uncheck it.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 7



MANAGING MAIL \

16.5- Managing Reminders:

You can use the “Flag for follow up” feature along with reminders in Outlooid you in
remembering the tasks and other activities you need to complete, as well as when you must complete them.

To review setting message flags as well as reminders on Outlook emails, review |@ “3.3- Message
Flags” in the “Introductory Outlook” manual included with this product.

Once you have a system in place for noting reminders, however, you ma that you will have
several reminders appearing in the “Reminders” window as the items that are for follow-up come
due. You have several options for dealing with the reminders that appear in the inders” window. Note

that while you can select each item and set a “Snooze” time individually,
appearing within the window you can also select multiple reminders first @ en set the same “Snooze”
time for all of the selected reminders. Selecting multiple items in the “Reg @ s” window is just like making
multiple selections in other windows, simply click on the first item, holdSdowmhe “Shift” key and then click
the last item to select those items and all items between them.

Also, for items that you have already completed, y% ark them as completed in the

' have several reminders

“‘Reminders” window one at time without having to open each it ividually. To do this, simply right-click
on the desired item within the “Reminders” window, and then se the “Mark Complete” option from the
pop-up window that appears. Note, however, that you can ark one item at a time as completed. The
option to “Mark Complete” will not appear if you right- on multiple selected reminders within the

“Reminders” window. .

16.6- Saving Email as PDF: @

In the new era of mobile technology, |@Ee frustrating to not have access to your email on your
mobile devices. For example, sometimes N ot read a PC-based Outlook email message that has
been saved through a web-based service r tablet in its native Outlook email format. In this situation,
saving the relevant email as a PDF file r%u can access through a web-based service on your mobile

tablet device can be helpful to lawyers need access to their files on the go.
Outlook does not support nati printing for its email in the PC versions of the software. If you
wish to save an email as a PDF usi PC version, you can install a third-party solution of your choosing.

There are several free PDF creators and converters available on the Internet. Once you have this software
installed on your PC, you can t open your email message and select the “Print” command. In the “Print”
dialog box that appear e “PDF Converter” option (based on the conversion software you
acquired) from the “Print€yé, drep-down choice when you have the email opened. You can then select the
desired folder to which you Want to save the resultant PDF file once you click the “OK” button to print the
email. Once you have cryated these files, you can then upload them to whatever remote web-based service
you use to get files ur tablet.

S\
00)
.
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16.7- Turning Emails into Tasks:

You can easily turn an email you receive into a task, thereby preserving the text of tnd any

phone numbers or other information it contains as an actionable task for which you can then S€&t a reminder
date, as well as other task information. To do this, click and drag the desired email onr%lr “Tasks” folder
within the Folder Pane. When you release the mouse button, Outlook will convert t into a task and
display the content within a task window where you can then set associated tas mation, such as a

reminder date, a due date, or task category. Once you have finished creatin sk, simply click the
“Save & Close” button in the Ribbon or toolbar within the “Task” window to sav: :

16.8- AutoReply to Email:

The AutoReply feature of Outlook can be indispensable for ai ys who must make many court
appearances and travel to perform their jobs. Whenever you mu the office for a day, it is a good
habit to set an AutoReply to email- informing people that you t of the office and when you can be
expected to return.

As long as you have an Exchange Server email a t, then you can enable an “Out of office”
AutoReply in Outlook 2007 by selecting “Tools| Out of OffiCe Assistant...” from the Menu Bar. Then enter
the text that you would like to use as your out of oﬁi@ sage. You can then enable the feature by
selecting the option button that says “I am currently, e Office.” Then click the “OK” button to finish.
At that point, all people who send you an email will ¥fegce/ve a message informing them that you are out of
the office. When you return to the office, open thew Office Assistance again, and this time select the “|

am currently In the Office” option button to disab ature.
Note that this feature changes in Outl 3:2010, and is available by clicking the “File” tab in the

Ribbon, and then the “Info” button in the bac view. Then select the “Automatic Replies (Out of Office)”

button. In the “Automatic Replies” dialog at opens, check the “Send Automatic Replies” checkbox.
You can then specify a duration for the aut tic replies, if needed. Next, type the message that you want
to have appear for users on both thee&lgSide my organization” and “Outside my organization” tabs. Then

click the “OK” button to enable the atic replies. If you specified a duration, Outlook will stop sending
auto replies when the duration expi@gtherwise, simply return to the “Automatic Replies” dialog box and
select the “Do not send automatit replies” checkbox and then click the “OK” button.

Note that if you do no an Exchange Server account configured in your Outlook profile, you can
still emulate this feature n email template that you create in conjunction with the mailbox rules. To
do this, first create a pla& ail message and type whatever you want your out of office reply to be as
the body of the email messagé. Then select the “Save As” command within the message window. You can
then name the messagé whatever you want, but be sure to save the file as the file type of “Outlook

Template” by usin “‘Save as type” drop-down. Then click the “Save” button to save the new email
template. You c\ select your Inbox and create a new rule for the Inbox using the “Rules Wizard.” If
reating mail box rules, please read lesson “13.1- Creating Mailbox Rules” in the

you need to r

“Advanced O Qmamual within this product. When you create the rule, ensure that the rule will be
triggered ondition is set to mail that is received by you. Then set the action to be reply using a
template.qYoUncan then edit the rule and select the email template that you just created as the email
templa e. You can then finish the rule as you normally would, and click the “Finish” button when you
ar o@u can then enable and disable the rule, as needed, in order to send an “Out of Office” reply to
recei mail by using the mailbox rules on your non-Exchange email account.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 9
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16.9- Autoforwarding Email: QE

If you do not have the ability to access your Outlook emails remotely, then another feature for
lawyers is the ability to have Outlook automatically forward email you receive to another emaf®account you
can access from your mobile devices. This way, you can still check your email when tgaveling or when you
have a free moment when in court. You can set up automatic forwarding on your Q

You can easily set up autoforwarding by applying a mailbox rule that forwards all m ﬂ'.
email account you specify. Note that if you are using an Exchange Server o' eUT email account, you
should talk to the person responsible for maintaining the server to ensure that you Ca automatically forward
erver to allow for this, as
et by default for security

purposes.
However, if you are using Outlook for POP email accounts th t&v @ad to a local PST folder, you
can easily apply a mailbox rule that will allow you to forward any ma@ ed to another email address that

you specify. If you need to review creating mail box rules, ple d lesson “13.1- Creating Mailbox

Rules” in the “Advanced Outlook™ manual within this product. W u create this rule on your Inbox, you
simply choose to have all mail that is received be forwarded. You t enter the email address to which you
wish to forward the email that you receive. Just as when usi ur other email rules, be sure to disable the

rule when you return to your office to turn off the autoforw. .

16.10- Using Quick Parts: \\

Many lawyers use standard text, such %ﬁdentiality agreement, within their emails and then
simply make minor editing changes to the text to Swit the particular situation. Whenever you have text that
you insert and use over and over again in y il, you can save it as a Quick Part in Outlook so that you
can easily insert it into future emails wit ving to retype it in its entirety or copy and paste it from
another email, and possibly risk exposin ential client information in the process. Note that in order for
Quick Parts to be available in OutlookAmust also have Word installed on your computer from the same
Microsoft Office installation as well. , however, that Word does not have to be set as your default email
editor within Outlook to use Quick P

To create a Quick Part, gimply type the text you wish to save as a Quick Part into the body of an
email in its unedited, meaning_n ersonalized, state. Then select all of the text that you wish to save as a
Quick Part. Note that thi c can include pictures, text, or any other content you can insert into your
email. Once you have th t selected, click the “Insert” tab within the Ribbon in the message window
and then click the “Quick Parts” button in the “Text” button group. From the drop-down menu that appears,
select the “Save Select]n to Quick Part Gallery...” command to open the “Create New Building Block”
dialog box. Within ialog box, enter a new name for the selected text into the “Name” text box, if
desired. You ca%ﬂv\jdescription of the text into the “Description” text box if you wish. Also, you can use
the “Options” n to select how you want Outlook to insert the content when it is inserted into a
message in th@:e. Once you have made the changes to the settings that you want to keep, click the
“OK” button o he Quick Part. Also note that you should click the “Yes” button, if prompted later on, to
permanenqtly Save your building block when exiting the Outlook program.

IRsert a saved Quick Part into an email, place the insertion point at the location where you wish

to ins information. Then click the “Quick Parts” button in the “Text” button group on the “Insert” tab

hi ibbon. From the drop-down menu that appears, click on the name of the Quick Part that you
tgfinsert to place the content into your message. Then simply edit it, as needed, for your message.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 10
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16.11- Using Quick Steps in Outlook: Q

While not available in Outlook 2007, Quick Steps were introduced in Outlook 2010 tst users in
being more efficient with multi-step tasks that they often perform in Outlook. The default QUi€k Steps are
shown in the middle of the “Home” tab within the Ribbon when you have the Inbox se%. These default
Quick Steps are shown because they are used so commonly by many users. Howevg can create your
'f 0 or later.
prompted to set up
the Quick Step by customizing the selected actions. Once you have customized ihe Quick Step, you will
see the icon for it appear in the Quick Steps button group on the “Home” t 1@ hin the Ribbon. You can
simply select your mail item and then click the Quick Step button to executgsthe®@uick Step in the future.

You can also create your own Quick Steps that contain actions %o choose for the processes
that your perform most often. To create a custom Quick Step, simp he “Create New” Quick Step
shown within the “Quick Steps” button group to open a dialog box whergyou can create a new Quick Step.
Start by typing a name for the Quick Step into the “Name:” text b Rhen use the drop-down menu below
that to select the first action and choose any additional setti r the selected action. You can then
continue to click the “Add Action” button to add another drop-do nd repeat the process until you have
added all of the actions that you need to the Quick Step. Yo even assign the Quick Step a shortcut key
by selecting one from the “Shortcut Key” drop-down menpu? esired, you can enter the purpose of the
Quick Step into the “Tooltip Text:” text box. This text Will @ ar when you hold your mouse pointer over the
Quick Step in the Ribbon, reminding you of its pur, “When you are finished, simply click the “Finish”
button to create the selected Quick Step and add e buttons available in the “Quick Steps” button
group.

You can also manage your Quick Steps ing the dialog box launcher button in the lower right
corner of the Quick Steps button group tOﬁ the “Manage Quick Steps” dialog box. You will see your

own custom Quick Steps for the actions that you perform most frequently in Outlook

Quick Steps shown in a listing at the left si is dialog box. You can select a Quick Step shown here
and then click either the “Edit,” “Duplic ‘Delete” buttons to the right to edit, copy, or delete the
selected Quick Step. If you wish to rese yaur Quick Steps to their default settings, you can also click the
“‘Reset to defaults” button in the Iowehmcorner of this dialog box to reset the Quick Steps back to their
defaults. When you are finished ma@g your Quick Steps, simply click the “OK” button to close the dialog
box and return to Outlook.

s\O

o
&Q
>
.
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16.12- Tips to Reduce PST Folder Size: Q

If you are not connected to an Exchange Server, then you probably use a PST foIdyour Inbox
and other Outlook folders. For many lawyers, the sheer volume of mail that they handle can Calse the size
of the PST file to grow very quickly. In this lesson, we will review some tips that you C%ﬁ to ensure that
your PST folder size will remain manageable and that Outlook will therefore respond g ickly when you
are using it.

The first tip that you should be aware of if using a PST file is using the®™Atchiving” feature within
Outlook. You can create an “Archive” copy of your Inbox and its related folders.t At you keep in a separate
PST file. That way, you can move old mail to the archive copy for storage p @ ses without having to risk

deleting the information, or retaining it within your primary PST folder wi ill needlessly slow down
your Inbox processing. You can archive mail within folders either man automatically, and you can
also set the retention policy for the email. It is also important to note that yow,can create and use multiple
archive folders for archiving mail (for example, by year), if needed, | need to review the process for

AutoArchiving email, please review lesson “11.2- Setting AutoArch
“Advanced Outlook” manual included with this product. In O ‘@ 2013:2010, you can also manually
archive folders by clicking the “File” tab within the Ribbon and themgglicking the “Info” command at the left
side of the backstage view. Then click the “Mailbox Cleanu p-down button, and select the “Archive...”
command. You can then choose which folders to archive i @rchive” dialog box that appears, as well as
set the date used to archive mail. You can also chgos vhich PST folder the mail will be archived by
using the “Browse...” button at the bottom of the diglog #The default archive file folder pathway will be
shown in the adjacent “Archive file:” text box. Then c 2 “OK” button to start archiving mail.

If you want to open the archive file within %k you can click the “File” tab within the Ribbon and
then click the “Open” command in Outlook 201@,0 “Open & Export” command in Outlook 2013 at the
left side of the backstage view. Then cli Qpen Outlook Data File” command and browse to the
archive folder to open it. You can then accg& ail that you have archived.

Another tip for managing your P size is to remember to empty your deleted items folder.
Remember that items that you delete fr r Inbox and other folders are actually moved to the “Deleted
Items” folder, where they will be saveo‘&efault, until you choose to empty the folder. Items saved into the
“Deleted Items” folder will still incr he size of your PST file. So, you can easily empty your “Deleted
Items” folder by simply right-clicking e “Deleted Items” folder within the Folder Pane, and then selecting
the “Empty Folder” command frgm the pop-up menu that appears.

Another tip for reduci ize is to delete unnecessary items from your “Sent Items” folder. If you
are someone who finds& are often replying and forwarding email that you have received, it is

iRg for Folders” in Chapter 11 of the

important to note that a ¢ every email to which your replied or forwarded is kept in your “Sent Items”
folder. If you do not need to keep these items, you can open the “Sent Items” folder and then delete the sent
items that you no lon r‘eed to keep. This can also greatly reduce your PST file size, as many users forget
that they keep copi all of these emails. Once again, after these emails are deleted from the “Sent
Items” folder the t to the “Deleted Items” folder, so be sure to empty your “Deleted Items” folder
when you are fi to permanently remove them from your PST file.

As lo %u follow these tips, you should have a PST file that is of a manageable size and is
quick and r. e when using the Outlook application.

%‘b
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USING SUBFOLDERS: Q

One way to create a subfolder is to simply right-click the Inbox within the Folder Pane tlook, and
then select the “New Folder’ command from the pop-up menu that appeatrs.

A new folder will then be added to the Folder Pane beneath the Inbox. @.

In Outlook 2013, simply type a name for the new folder and then press the “Enter’, your keyboard

to create the new subfolder.
In Outlook 2010:2007, the “Create New Folder” dialog box opens, where er the name of the
folder into the “Name:” text box and then click the “OK” button.

If you happen to make a mistake when naming the subfolder, you can rer@a subfolder that you have
created by simply right-clicking the desired subfolder and then selectin ename Folder” command
from the pop-up menu that appears. Q

You can then proceed to type the desired folder name and press m&

you have finished.

Also note that you have a great deal of control over where
items they can contains by default. If you wish to learn more
account, please review lesson “11.3- Creating Private Folders

” key to set the name when

ace your folders and what types of
@ t creating folders within your Outlook
[l the Advanced Outlook manual within

the Mastering Outlook Made Easy tutorial.

Once you have created subfolders, you can manually r@any associated mail, appointments, tasks,
or other Outlook items you receive into the desiggat @ bfolder when they arrive in your Inbox. To do
this, select the Inbox within the Folder Pane to displa e email within the Inbox. Then click and drag
the email you want to move, and drop it onto the @ *B d subfolder within the Folder Pane.

USING MAILBOX RULES TO ORGANIZE

1.

If you have subfolders created within

to the appropriate subfolder when it
subject or body. This can reduce&&
Inbox and its subfolders.

If you need a review of the pro@of creating folder rules, you should review lesson “13.1- Creating
Mailbox Rules” in the “Advagiced Outlook” manual within this product. Note that you can apply rules to
folders that you create, as s your Inbox within Outlook.

To create rules in Ou%Q 3:2010, click the “Rules” button in the “Move” group on the “Home” tab in

0X, You can also create mailbox rules that will move mail
ived in your Inbox if it contains specific text in the message
mount of time that it takes to manually sort and organize your

the Ribbon, and then e “Manage Rules & Alerts...” command. To create rules in Outlook 2007,
select “Tools| Rules and Alerts...” from the Menu Bar.

In either version, tthuIes and Alerts” dialog box will then appear. Ensure that you are viewing the
“‘Email Rules” t d then click the “New Rule...” button in the upper left corner of that tab to launch
the “Rules

At this poin imply need answer the questions posed on each screen of the wizard to create a new
rule that st@at mail that arrives in your Inbox that contains words in either the body or subject that

pertain cted matter or case should be immediately moved to the designated folder that you
have already created.

%‘b
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USING SEARCH AND SEARCH FOLDERS TO ORGANIZE MAIL:

MANAGING MAIL , i;

the Folder Pane and then select the “New Search Folder...” command from the pop menu that
appeatrs.

2. Inthe “New Search Folder” dialog box that appears, you can then select the crit
to find mail. Just as when creating mailbox rules, you can find mail by sen
specific words in the subject line or body of the email.

3. If you wish to create your own criteria, you can simply select the “Create™8 gustom Search Folder”

selection to open the “Search Folder Criteria” dialog box where you can @ e any and all criteria you

wish to set for your search folder.

Once you have created your criteria, simply click the “OK” button to ¢ @ our new Search Folder.

1. To create a new search folder, simply right-click on the “Search Folders” icon within the ’ section of
-up

which you want
ail status, or find

S

Inbox that match the search criteria that you specified.

You can then click on your Inbox folder to display all message

7. Separately from creating a more permanent Search Folder, @ want to find a particular piece of mail
within your Inbox, you can simply do a quick search to find it. TOWdo this, select the Inbox folder and then

o

type the word or words for which you are searching int “Search” text box that appears above the
folder. Outlook will then filter the Inbox to display only r‘?@ages that contain the text for which you are
searching. .

8. You can then click the small “x” button that app right end of the “Search” text box to clear the
search terms and display all of the messages in ox again when you are finished.

MAKING MAIL EASIER TO SEARCH: 0
1. One of the quickest ways to search fo@s by searching for text within the Subject line of the email.
This allows Outlook to skip scannin ody text of the actual email, thereby allowing for faster and
easier searching. To edit the subjame of an email that you have received, simply double-click on the
message within your Inbox to o e email in its own message window.

2. At that point, simply make any c es that you want to the subject line displayed within the email. This
is the point at which you wo%vant to add the text that will categorize the email.

3. Then click the “Save” butienWwjthin the Quick Access toolbar and accept any warning messages that
Outlook may show vy . that you cannot change the subject line of an email that contains an
attachment while the ed file is opened. You must first close the attached file before editing the
subject line of the associated email.

4. Also, for Outlook 20@, which shows email sorted by conversation by default within the Inbox, you may
notice that chan he subject line doesn’t change the way that the email is grouped and displayed in
conversationx is is because conversation view uses the “conversation” field to organize the mail-
not the “su 2 field. If you wish to disable the conversation view, you can do so by clicking the “View”

and the unchecking the “Show as Conversations” option when the Inbox is selected.

ould also right-click in the message headers shown within the message list shown in
the Inlgox Talder, and then select the “Show as Conversations” option to uncheck it.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 14



ACTIONS-
MANAGING MAIL .

MANAGING REMINDERS: Q

1. You can use the “Flag for follow up” feature along with reminders in Outlook to aid you @nembering
the tasks and other activities that you need to complete, as well as when you must compl€te them. To
review setting message flags as well as reminders on Outlook emails, review Ie@ “3.3- Message
Flags” in the “Introductory Outlook” manual included with this product.

2. Once you have a system in place for noting reminders, however, you may find t
reminders appearing in the “Reminders” window as the items that are flaggedgforieifow-up come due.

3. Note that while you can select each item and set a “Snooze” time indivi
reminders appearing within the window you can also select multiple re
same “Snooze” time for all of the selected reminders. Selecting iplefitems in the “Reminders”
window is just like making multiple selections in other windows, simp m# on the first item, hold down
the “Shift” key and then click the last item to select those items and allitems between them.

4. Also, for items that you have already completed, you can mark thém as completed in the “Reminders”
window one at time without having to open each item individua fo do this, simply right-click on the
desired item within the “Reminders” window, and then selec @ Mark Complete” option from the pop-
up window that appears. Note, however, that you can only markgone item at a time as completed. The
option to “Mark Complete” will not appear if you right- on multiple selected reminders within the
“Reminders” window. Q

SAVING EMAIL AS PDEF: \\

1. If you wish to save an email as a PDF u&@m version of Outlook, you can install a third-party
fr
(0]

solution of your choosing. There are sever PDF creators and converters available on the Internet.

2. Once you have this software installed (N C, you can then open your email message and select
the “Print” command.

3. In the “Print” dialog box that appears,(select the “PDF Converter’” option (based on the conversion
software you acquired) from the “Psitét” drop-down choice when you have the email opened.

4. You can then select the desire er to which you want to save the resultant PDF file once you click
the “OK” button to print the emam

.{\

Click and drag the desired*email onto your “Tasks” folder within the Folder Pane.

2. When you release yglir mouse button, Outlook will convert the email into a task and display the content
within a task wi where you can then set associated task information, such as a reminder date, a
due date, or gory.

3. Onceyouh ished creating the task, simply click the “Save & Close” button in the Ribbon or toolbar

within the window to save it.

%‘b

TURNING EMAILS INTO

=
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AUTOREPLY TO EMAIL:

ar Wb

o

B ©o o~

13.

14

16.

17.

18.

19.
20.

21.
22.

. Next, type the message that you want to have appear for us

. Then click the “OK” button to enable the automatic replie
12.

body of the email message.
. Then select the “Save As” command with\
15.

If you have an Exchange Server email account, you can enable an “Out of office” AutoR @ in Outlook
2007 by selecting “Tools| Out of Office Assistant...” from the Menu Bar.

Enter the text that you would like to use as your out of office message. %

You can then enable the feature by selecting the option button that says “I @ ntly Out of the
Office.”

Then click the “OK” button to finish.
When you return to the office, open the Out of Office Assistance again, time select the “l am
currently In the Office” option button to disable the feature.

Note that this feature changes in Outlook 2013:2010, and is availabl king the “File” tab in the
Ribbon, and then the “Info” button in the backstage view.

Then select the “Automatic Replies (Out of Office)” button. gw

In the “Automatic Replies” dialog box that opens, check the “Send omatic Replies” checkbox.

You can then specify a duration for the automatic replies, if needes
@ both the “Inside my organization” and
“Outside my organization” tabs.

If you specified a duration, Outlook will stop sending autGyeplies when the duration expires. Otherwise,
simply return to the “Automatic Replies” dialog.bo@ select the “Do not send automatic replies”
checkbox and then click the “OK” button.

If you do not have an Exchange Server account%red in your Outlook profile, you can still emulate
this feature by using an email template that y e in conjunction with the mailbox rules. To do this,
first create a plain text email message an% atever you want your out of office reply to be as the

essage window.

You can then name the message w you want, but be sure to save the file as the file type of
“Outlook Template” by using the “Sa pe” drop-down.
Then click the “Save” button to sa new email template.

You can then select your Inbo create a new rule for the Inbox using the “Rules Wizard.” If you
need to review creating malil >@ules, please read lesson “13.1- Creating Mailbox Rules” in the
“Advanced Outlook” manual#vithin this product.

When you create the rule e that the rule will be triggered when the condition is set to mail that is

received by you.
Then set the action to y using a template.

You can then edit the rule’and select the email template that you just created as the email template to

use. Y 4

You can then fir@e rule as you normally would, and click the “Finish” button when you are done.

You can the e and disable the rule, as needed, in order to send an “Out of Office” reply to
received e sing the mailbox rules on your non-Exchange email account.

S

%‘b
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AUTOFORWARDING EMAIL: Q

1. You can easily set up autoforwarding by applying a mailbox rule that forwards all mail frc@ur Inbox to
an email account that you specify.

2. Note that if you are using an Exchange Server for your email account, you sho
responsible for maintaining the server to ensure that you can automatically forw,
address. They may need to tweak settings on the Exchange Server to allo
Server is set to not automatically reply or forward email to the Internet by def security purposes.

3. However, if you are using Outlook for POP email accounts that download tl | PST folder, you can

k to the person

easily apply a mailbox rule that will allow you to forward any mail received(to another email address that

you specify.

4. If you need to review creating mail box rules, please read lesson “13¢ eating Mailbox Rules” in the
“Advanced Outlook” manual within this product.

5. When you create this rule on your Inbox, you simply choose e all mail that is received be
forwarded.

6. You then enter the email address to which you wish to forwar email that you receive.

7. Just as when using your other email rules, be sure to disable rule when you return to your office to
turn off the autoforwarding.

USING QUICK PARTS: ¢

1. Note that in order for Quick Parts to be availa Nltlook, you must also have Word installed on your
computer from the same Microsoft Office install , as well. Note, however, that Word does not have
to be set as your default email editor within O to use Quick Parts

To create a Quick Part, simply type the t you wish to save as a Quick Part into the body of an
email in its unedited, meaning not pers d, state.

Then simply select all of the text thg@wish to save as the Quick Part. Note that this content can

w N

include pictures, text, or any other nt that you can insert into your email.
4. Once you have the content sel , simply click the “Insert” tab within the Ribbon in the message
window and then click the “Quic@s” button in the “Text” button group.
From the drop-down menu that appears, select the “Save Selection to Quick Part Gallery...” command
in order to open the “Create%v Building Block” dialog box.
Within this dialog box& Anew name for the selected text into the “Name” text box, if desired.
10

o

~No

You can enter a desc @t the text into the “Description” text box if you wish.

Also, you can use the “Options” drop-down to select how you want Outlook to insert the content when it

is inserted into a meyage in the future.

9. Once you have the changes to the settings that you want to keep, simply click the “OK” button to
save the Qui

10. Also note t should click the “Yes” button, if prompted, to permanently save your building block
when exiti Outlook program.

11.To inser d Quick Part into an email, simply place the insertion point at the location where you
wish t rt the information.

12. The the “Quick Parts” button in the “Text” button group on the “Insert” tab within the Ribbon.

13. Fr drop-down menu that appears, click on the name of the Quick Part that you want to insert to
P e content into your message.

12#Then simply edit it as needed for your message.

©

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 17



ACTIONS- “

USING QUICK STEPS IN OUTLOOK:

MANAGING MAIL , i;

1. While not available in Outlook 2007, Quick Steps were introduced in Outlook 2010 tt users in
being more efficient with multi-step tasks that they often perform in Outlook. The default Q Steps are
shown in the middle of the “Home” tab within the Ribbon when you have the Inbox

2. For many Quick Steps, the first time that you click on a Quick Step you will be
Quick Step by customizing the selected actions.

3. Once you have customized the Quick Step, you will see the icon for it appe
group on the “Home” tab within the Ribbon.

4. You can simply select your mail item and then click the Quick Step buttoxecute the Quick Step in

ed.
d to set up the

Quick Steps button

the future.
5. To create a custom Quick Step, simply click the “Create New” Q er shown within the “Quick
G{Q

Steps” button group to open a dialog box where you can create a n Step.
6. Start by typing a name for the Quick Step into the “Name:” text box.
7. Then use the drop-down menu below that to select the first actj choose any additional settings for

the selected action.
8. You can then continue to click the “Add Action” button to add al er drop-down and repeat the process
until you have added all of the actions that you need to t ick Step.
9. You can even assign the Quick Step a shortcut key by &B;tmg one from the “Shortcut Key” drop-down

menu.

10. If desired, you can enter the purpose of the Quic * 0 the “Tooltip Text:” text box.

11. When you are finished, simply click the “Finish” to create the selected Quick Step and add it to
the buttons available in the “Quick Steps” butt p.

12. You can also manage your Quick Steps byacli g the dialog box launcher button in the lower right
corner of the Quick Steps button group (%he “Manage Quick Steps” dialog box.

13. You will see your Quick Steps shown i ng at the left side of this dialog box. You can select a
Quick Step shown here and then clic the “Edit,” “Duplicate,” or “Delete” buttons to the right to
edit, copy, or delete the selected Qui

14. If you wish to reset your Quick St their default settings, you can also click the “Reset to defaults”

button in the lower left corner of ialog box to reset the Quick Steps back to their defaults.
15. When you are finished managin r Quick Steps, simply click the “OK” button to close the dialog box

and return to Outlook. &

o
&Q
>
.
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TIPS TO REDUCE PST FOLDER SIZE: Q

1. If you are not connected to an Exchange Server, then you probably use a PST folder fo Inbox and
other Outlook folders. In this lesson, we will review some tips that you can use to ensuretfiat your PST

Outlook. You can create an “Archive” copy of your Inbox and its related fol hat you keep in a
separate PST file.

3. You can archive mail within folders either manually or automatically, and
policy for the email. It is also important to note that you can create and
archiving mail (for example, by year), if needed.

4. If you need to review the process for AutoArchiving email, pl view lesson “11.2- Setting
AutoArchiving for Folders” in Chapter 11 of the “Advanced Outlook”

folder size will remain manageable.
2. The first tip that you should be aware of if using a PST file is using the ,(0% * feature within

Canl also set the retention

No
_|
>
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>
o
5
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—
>
D
<
Q.
g
o
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>
c
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=
o
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=
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o
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=
o
>
Q
>
o
0
@

D
(@]
o
3
3
Q
>
e

You can then choose which folders to archive in the “Archive”

date used to archive mail.

8. You can also choose to which PST folder the mail will bé%archived by using the “Browse...” button at the
bottom of the dialog box. The default archive file .fol@t way will be shown in the adjacent “Archive
file:” text box.

9. Then click the “OK” button to start archiving mail\

10. If you want to open the archive file within Outl u can click the “File” tab within the Ribbon and then
click the “Open” command in Outlook 2010 pen & Export” command in Outlook 2013 at the left
side of the backstage view.

11. Then click the “Open Outlook Data File”
then access any mail that you have ar

12. Another tip for managing your PST fi

alog box that appears, as well as set the

nd and browse to the archive folder to open it. You can

is to remember to empty your deleted items folder.

13. You can easily empty your “Delet ms” folder by simply right-clicking on the “Deleted Items” folder
within the Folder Pane, and th@lecting the “Empty Folder” command from the pop-up menu that
appears.

14. Another tip for reducing file g
someone who finds that
important to note th
Items” folder.

15. If you do not need to keep these items, you can open the “Sent Items” folder and then delete the sent
items that you no Ior{er need to keep.

16. Once again, aft se emails are deleted from the “Sent Items” folder the are sent to the “Deleted
Items” folder,x sure to empty your “Deleted Items” folder when you are finished to permanently

remove th@Q your PST file.

e is to delete unnecessary items from your “Sent Items” folder. If you are
Qe are often replying and forwarding email that you have received, it is
@ of every email to which your replied or forwarded is kept in your “Sent
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Purpose: Q

1. To be able to more effectively manage your mail within your Outlook Inbox b@ng several
techniques that have been discussed within this chapter.

Exercises: @

1. Open your Outlook application. %

2. Right-click on your Inbox and then select the “New Folder” commar@m the pop-up menu that
appears.

3. If the “Create New Folder” dialog box appears, type “Test Folder” ifaito the “Name:” text box and then
click the “OK” button. Otherwise, type “Test Folder” into the highlighte@ name of the new folder in the
Folder Pane and then press the “Enter” key on your keyboard t he name of the new folder.

4, Next, you will create a mailbox rule that will move email into r new “Test Folder.”

5. To access the “Rules Wizard” in Outlook 2013:2010, clic ‘Rules” button in the “Move” group on

les & Alerts...” command. To access
from the Menu Bar. In either version,

the “Home” tab in the Ribbon, and then select the “Manag
this wizard in Outlook 2007, select “Tools| Rules an rts...
the “Rules and Alerts” dialog box will then appear.

6. Ensure that you are viewing the “Email Rules” then click the “New Rule...” button in the
upper left corner of that tab to launch the “Rulé: d.”

7. Select the “Move messages with specific WONr he subject to a folder” template within the dialog
box and then click the “specific words” hyp the text box at the bottom of the dialog box.
8. Type “outlook test” into the “Specify wor ases to search for in the subject” text box, and then

click the “Add” button. When you haye dongthat, click the “OK” button.
9. Click the “Specified” hyperlink at thex

of the “Rules Wizard” dialog box.
10. Select the “Test Folder” subfolder % our Inbox shown in the “Rules and Alerts” dialog box, and

then click the “OK” button.

11. Click the “Finish” button at the bg&n of the “Rules Wizard” dialog box.

12. Open an new email mess and address it to your own email address. Enter “outlook test
message” as the “Subject” | d then type a message to yourself. When you are ready, click the
“Send” button to send the message. Click the “Send/Receive” button to perform a send and receive,
if needed. Note that the new email arrives in the “Test Folder” subfolder.

13 To delete the newr gpen the “Rules and Alerts” dialog box again. In Outlook 2013:2010, click
the “Rules” buttg&s “Move” group on the “Home” tab in the Ribbon, and then select the
“‘Manage Rules & Alerts...” command. In Outlook 2007, select “Tools| Rules and Alerts...” from the
Menu Bar. In eitv version, the “Rules and Alerts” dialog box will then appear.

14. Click the “E- ules” tab, if needed, and then select the “outlook test” rule shown.

15. Click the button at the top of the tab to delete the rule. Click “Yes” at the message box.

16. Click th utton to close the “Rules and Alerts” dialog box.

17. Right-c the “Test Folder” within the Folder Pane and then choose the “Delete Test Folder...”
com m the pop-up menu that appears.

18. Cli s” at the message box prompt to move the folder to the “Deleted Items” folder.

19. i lick the “Deleted Items” folder within the Folder Pane and then select “Empty “Deleted Items”

r...” from the pop-up menu that appears.

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

ext, create a new mail message within Outlook in order to create a new Quick Part item.

a
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23.

24.
25.
26.
27.
28.
29.
30.
31.
32.

33.

34.

35.

36.
37.

Exercises (cont.): Q

22.

Note that in order for you to be able to use Quick Parts in Outlook, you must alsa @ o Microsoft
Word installed on the same computer from the same Microsoft Office installation. YoU™must also be

attachments, is intended only for the use of the individual or entity to which ddressed and may
contain information that is privileged or confidential.”

Select all of the text that you just entered within the body of the message %
Click the “Insert” tab in the Ribbon at the top of the message window.
Click the “Quick Parts” button that appears within the “Text” button gre
the “Save Selection to Quick Part Gallery...” command from the d @
Type “Sample Privacy Statement” into the “Name:” text box wi g
dialog box that appears.

Use the “Options” drop-down within the dialog box to selec
Click the “OK” button in the dialog box to save the Quick
Close the email message window, click “No” to saving @flanges, and then open a new emalil
message window.

Click into the body of the mail message window, and%hen click the “Quick Parts” button in the “Text”
button group on the “Insert” tab within the Ribbon message window.

Select the “Sample Privacy Statement” text sh he drop-down menu that appears to insert the
text as its own paragraph within the message .

Click the “Quick Parts” button in the “Text’ n group on the “Insert” tab within the Ribbon of the
message window, and then right-click o Sample Privacy Statement” text shown in the drop-
down menu. From the pop-up menu h@ars, select the “Organize and Delete...” command.

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

Click the “yes” button in the coAfirigation message box to delete the Quick Part. Then click the
“Close” button within the “Build'a&ocks Organizer” to close the window.

Close the message window lick the “No” button to not save a copy of the draft.

Close the Outlook applicatio@

s\O

/

&
&

using Outlook 2007 or later.
In the new mail message window, enter the following text: “This email r@ , including any

that tab, and then select
wn menu that appears.
‘Create New Building Block”

content in its own paragraph.”

%‘b
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CHAPTER 17- \

. LEGAL CONTACTS E sé ¢
17.1- UsiNG Bcc FOR CONFIDENTIALITY WITH CONTACT GJ&S
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LEGAL CONTACTS

17.1- Using Bcc for Confidentiality with Contact Groups: Q

Next we will look at creating contact groups and using the Bcc feature to @re contact
confidentiality when sending emails using contact groups. Note that contact groups were cal distribution
lists” in Outlook 2007, however they retain the same functionality in both versions. u would like to
review the process of creating a contact group, please read lesson “2.6- Creating % Groups” in the
“Introductory Outlook” manual within this product.

Once you have created a contact group, you can send the group an essage by simply
addressing the email to the selected group name. However, you should NOT e “To” or “CC” fields
when sending the message, as the individual email addresses of the contac in the group will then be

exposed within the header of the email to all members who receive a cgp refore, for confidentiality
purposes, it is better to add the contact group to the “Bcc” field whe % ling the email so that each
member of the contact group will receive a copy of the message, bufwill\got be able to see the email
addresses of the other members.
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USING BCC FOR CONFIDENTIALITY WITH CONTACT GROUPS: Q

1. If you would like to review the process of creating a contact group, please read lesso @ 5- Creating
Contact Groups” in the “Introductory Outlook” manual within this product.

2. Once you have created a contact group, you can send the group an email age by simply
addressing the email to the selected group name. However, you should NOT us J0” or “CC” fields
when sending the message, as the individual email addresses of the contacts the group will then
be exposed within the header of the email to all members who receive a cop

3. Therefore, for confidentiality purposes, it is better to add the contact group te@ the “Bcc” field when

sending the email so that each member of the contact group will receive & of the message, but will

not be able to see the email addresses of the other members. Q
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There are no exercises for this chapter.

Xercises:
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CHAPTER 18- \
MANAGING LEGAL SCHEDULING .

18.1- AUTOMATICALLY PROCESSING MEETING REQUESTS O

18.2- USING ScRIPTS AND RULES T0O PROCESS MEETING REQUESTS
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MANAGING LEGAL SCHEDULING

L]

18.1- Automatically Processing Meeting Requests: Q

In this chapter we will discuss some additional tips and tricks that you can use v’scheduling
meetings and appointments in a law firm. As many paralegals can attest to, scheduling fffeetings and
appointments can be quite a tricky business. There are many blocks of time when the dees are out of
the office, or already booked for other meetings. Coordinating the calendars of many at once can be
a stressful task in itself, not to mention having to reserve resources such as confer ooms and the like.
However, if you are well versed in using Outlook for calendar scheduling, y inimize the stress
related to managing legal scheduling.

If you need to review the basics on using the scheduling features @ tlook, you should review
“Chapter 6- Using the Calendar” in the “Introductory Outlook” manual incjadea=Wwith this product. This will
give you the skills required to manage a complex legal schedule using O calendar feature.

In this lesson, we will learn how to set up Outlook to automatica
happen to run a legal schedule on a “first come, first served” basis, the
having to respond to meeting requests that are sent out that confli '
been scheduled. Most often this occurs when the meeting orga hasn’'t checked the availability of the
other attendees or resources required. You can set Outlook to aut@fnatically process meeting requests for
resources, for example, so that they can be reserved on t come, first serve” basis. In this case, all
meeting requests will be accepted, unless it conflicts with a@ meeting scheduled. You can also choose
to deny recurring meetings, if desired.

To do this, open Outlook. If you are using I\k 13:2010, click the “File” tab within the Ribbon
and then select the “Options” button to open the * 00k Options” dialog box. Here you can select the
“Mail” category at the left side of the dialog box. check the “Automatically process meeting requests
and responses to meeting requests and polls” ehe@kBox. If using Outlook 2007, select “Tools| Options...”
from the Menu Bar and then click “Calen ar@ns.” Then under “Advanced Options” click “Resource
Scheduling.” Then check the “Automaticall;& meeting requests and process cancellations” checkbox.
You can then optionally check either, n or both checkboxes for “Automatically decline conflicting
meeting requests” and “Automatically déclig/recurring meeting requests.” Then, in all versions, click the
“OK” button to accept your changes. &

S trick can save you some time in
another meeting that has already

Pr;ess Meeting Requests:

18.2- Using Scripts and Rules&
In this lesson we iII writing a custom VBA script to accept or decline meetings and create a
rule for our mailboxes th the script when a specified condition has been met. This is probably as
tricky as meeting requests get for the ordinary user. However, the benefit of using this technique is
priceless. For example,yt’s say that you want to accept meeting requests ONLY IF they are sent from a
specific contact or of contacts in a contact group, otherwise you want to decline all meeting requests.
You can create g@o accept meeting requests in VBA for Outlook, and then create a rule that will run
the script to ac meeting request ONLY IF it comes from the contact or contacts that you specify!

To start will need to write a script in VBA that will allow you to accept incoming meeting
requests. O ext page is a sample script that you can enter into the VBA editor for Outlook which will
will also discuss which parts you can alter and edit with other coding to change the function
reject all meeting requests, and also delete the meeting request after processing the request,
start you will need to open Outlook. Next, you will need to open the VBA editor for Outlook.
this by pressing “Alt” + F11 on your keyboard to open the VBA Editor for Outlook.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 27



MANAGING LEGAL SCHEDULING

\’
18.2- Using Scripts and Rules to Process Meeting Requests (cont.): QE

Within the “VBA Editor” window, click the small plus sign (+) next to the “Microsol@ce Outlook

Objects” to display the “ThisOutlookSession.” Then double-click on the “ThisOutlookSessior®to display a
coding page to the right of the editor window. This is where you will type the follo code to accept
meeting requests (everything including and between “Sub” and “End Sub”): @
Sub AutoAcceptMeetings(oRequest As Meetingltem) @
If oRequest.MessageClass <> "IPM.Schedule.Meeting.Request” Then O
Exit Sub
End If &
Dim oAppt As Appointmentltem
Set 0Appt = oRequest.GetAssociatedAppointment(True)

Dim oResponse
Set oResponse = oAppt.Respond(olMeetingAccepted, True
oResponse.Display

End Sub . O

If you want to change the code to decline meeting r%\, you will need to change the olMeetingAccepted
term to olMeetingDeclined. The resultant line of co@;uld look like this:

Set oResponse = oAppt.Respond(olMeeti:;D@d, True)

If you want to alter the script so that it doe send a response to the meeting organizer, you will need to
change the oResponse.Display term t(ﬁ nse.Close (olSave). The resultant line of code would be:

oResponse.Close (olSave) @

If you want to add a line of codglto the script that deletes the meeting request after it has been processed,
then simply add the following Ji code to the script on a new line immediately before the End Sub line:

oRequest.Delete K
End Sub
/

Once you h eated this script with the options that you prefer, then click the “Save” button within
the VBA editor wi d close the window. Next, you will need to create a mailbox rule on your Inbox that
will run the scri n a meeting request is received. In this case, you will probably need to create a
custom rule QJH when an item is received. You can then specify that the rule is only to be run when
the item is from a selected contact or contact group. Then select the “Run a script” action of the
item and €lickshe “script” hyperlink to select the “AutoAcceptMeetings” script. Then finish the rule as your
d. If you need to review creating mail box rules, please read lesson “13.1- Creating Mailbox

normal
R ? “Advanced Outlook” manual within this product.
inally, you will need to change your macro security level within Outlook to allow for the script to run.
0

Y change the macro security level within the “Options” dialog box under the “Trust Center” in Outlook
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18.2- Using Scripts and Rules to Process Meeting Requests- (cont’d.): Q

2013:2010, or the “Security” menu in Outlook 2007. You can access the “Trust Cer’in Outlook
2013:2010 by selecting the “File” tab in the Ribbon and then clicking the “Options” button at'the left side of
the backstage view. Then click the “Trust Center” button at the left side of the “Option%dow. Then click
the “Trust Center Settings...” button. In Outlook 2007, you can select “Tools| Macr rity...” from the
Menu Bar. Next, in all versions, select the “Macro Settings” or “Macro Security” butt@ the left side of the
“Trust Center” to set the desired level of macro security.

You can set the security to “Notifications for all macros” to be notified b
when you initially open your Outlook account. Using the “Enable all macros” ¢ @
security software will often reset the setting to “Notifications for digitally gigiee
disabled.”

Your other option is to use SelfCert to sign the macro and the
session, while leaving the macro security setting at “Notification digitally signed macros, all other
macros disabled” within Outlook. If you do this, be sure to re-sign thegacro any time you change the code,
as it will need to be re-signed after each edit. If you are intere @ in using SelfCert (an optional Office
application that allows you to create self-signed macros), you can€arn more about the process of adding
the program to your Office installation, if it is not y installed, at the following hyperlink:

http://support.microsoft.com/kb/217221.
. \< ’

Ky
N
@
3
<

s\O

o
@Q
>
.

Gutlook to enable macros
is often a poor choice as
macros, all other macros

he macro after each editing
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MANAGING LEGAL SCHEDULING ,é\,_

AUTOMATICALLY PROCESSING MEETING REQUESTS: Q

1. If you need to review the basics on using the scheduling features of Outlook, you should
“Chapter 6- Using the Calendar” in the “Introductory Outlook” manual included with this prodtct. This
will give you the skills required to manage a complex legal schedule using Outlook’ ndar feature.

2. To have Outlook automatically process meeting requests, open Outlook.

3. Ifyou are using Outlook 2013:2010, click the “File” tab within the Ribbon and the@act the “Options”
button to open the “Outlook Options” dialog box.

4. Here you can select the “Mail” category at the left side of the dialog box. @

5. Then check the “Automatically process meeting requests and responses t@ting requests and polls”
checkbox.

6. If using Outlook 2007, select “Tools| Options...” from the Menu Bar click “Calendar Options.”

7. Then under “Advanced Options” click “Resource Scheduling.”

8. Then check the “Automatically accept meeting requests and proce cellations” checkbox.

9. You can then optionally check either, neither or both checkbox sAutomatically decline conflicting
meeting requests” and “Automatically decline recurring meeti uests.”

10. Then, in all versions, click the “OK” button to accept your chan

USING SCRIPTS AND RULES TO PROCESS MEET! UESTS:

=

To start you will need to open Outlook.

2. Next, you will need to open the VBA editor f @)k. You can do this by pressing “Alt” + F11 on your
keyboard to open the VBA Editor for Outlogk.
3. Within the “VBA Editor” window, click th&

Objects” to display the “ThisOutlookS .
4. Then double-click on the “ThisOutlo on” to display a coding page to the right of the editor
window. %
n

5. This is where you will type (or cc@ paste) the following code to accept meeting requests

lus sign (+) next to the “Microsoft Office Outlook

(everything including and betwe ub” and “End Sub”):
Sub AutoAcceptMeetings uest As Meetingltem)

If oRequest.Message& "IPM.Schedule.Meeting.Request” Then

Exit Sub
End If Y 4
Dim oAppt A intmentltem
Set oAppt Q est.GetAssociatedAppointment(True)
Dim oR

Set aReSponse = oAppt.Respond(olMeetingAccepted, True)

o] e.Display
2y
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MANAGING LEGAL SCHEDULING ,é’_

USING SCRIPTS AND RULES TO PROCESS MEETING REQUESTS (CONT.): Q

6. If you want to change the code to decline meeting requests, you will need to change the Q
olMeetingAccepted term to olMeetingDeclined. The resultant line of code should look like :

Set oResponse = oAppt.Respond(olMeetingDeclined, True) %

7. If you want to alter the script so that it does NOT send a response to the meei anizer, you will
need to change the oResponse.Display term to oResponse.Close (olSave) sultant line of code
would be:

oResponse.Close (olSave) SIQ

8. If you want to add a line of code to the script that deletes the meeti uest after it has been

processed, then simply add the following line of code to the scri new line immediately before the
End Sub line:

oRequest.Delete

End Sub

N

9. Once you have created this script with the optior%? prefer, then click the “Save” button within the
n

VBA editor window and close the window.
10. Next, you will need to create a mailbox rule on
is received.
11. You can then specify that the rule is onl)t\@ﬂ when the item is received from a selected contact or

ox that will run the script when a meeting request

contact group.

12. Then select the “Run a script” action om
“AutoAcceptMeetings” script.

13. Then finish the rule as your normaQuld. If you need to review creating mail box rules, please read
lesson “13.1- Creating Mailbox " in the “Advanced Outlook” manual within this product.

14. Finally, you will need to changemﬂacro security level within Outlook to allow for the script to run.
You can change the macro gécurity level within the “Options” dialog box under the “Trust Center” in
Outlook 2013:2010, or th &Jrity” menu in Outlook 2007.

15. You can access the “ ter” in Outlook 2013:2010 by selecting the “File” tab in the Ribbon and
then clicking the “Optiang” Bltton at the left side of the backstage view. Then click the “Trust Center”
button at the left side of the “Options” window. Then click the “Trust Center Settings...” button. In
Outlook 2007, you c& select “Tools| Macro| Security...” from the Menu Bar.

16. Next, in all versi@ns; select the “Macro Settings” or “Macro Security” buttons at the left side of the “Trust
Center” to sex ired level of macro security.

17.You can se curity to “Notifications for all macros” to be notified by Outlook to enable macros
when yo open your Outlook account.

18. Another0p to use SelfCert to sign the macro and then sign the macro after each editing session,
while {ea the macro security setting at “Notifications for digitally signed macros, all other macros

dis@ ithin Outlook. If you are interested in using SelfCert (an optional Office application that
I

m and click the “script” hyperlink to select the

I u to create self-signed macros), you can learn more about the process of adding the program
r Office installation, if it is not already installed, at the following hyperlink:
'l/support.microsoft.com/kb/217221.
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Purpose:

1. To learn how to enable and disable automatic acceptance of meeting requests.

MANAGING LEGAL SCHEDULING ,é\,_
O

Exercises: %

1. To enable automatic acceptance of meeting requests in Outlook 2013; , click the “File” tab
within the Ribbon and then select the “Options” button to open the “Outlo tions” dialog box.

2. Here you can select the “Mail” category at the left side of the dialog bo

3. Then check the “Automatically process meeting requests and res @to meeting requests and
polls” checkbox. Then skip to step #8.

4, To enable automatic acceptance of meeting requests in Ou% 07, select “Tools| Options...”
from the Menu Bar and then click “Calendar Options.”

5. Then under “Advanced Options” click “Resource SchedulingQ

6. Then check the “Automatically accept meeting requests a ess cancellations” checkbox.

7. You can then optionally check either, neither or bot ckboxes for “Automatically decline
conflicting meeting requests” and “Automatically declige recurfing meeting requests.”

8. Then, in all versions, click the “OK” button to accept@hanges.

9.

To disable automatic acceptance of meeting r s, simply follow the steps above once again
for your version of Outlook, uncheck the che nd then click the “OK” button again to accept

the change. 0&
N
N4
<
S

s\O

o
@Q
>
.
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CHAPTER 19-
MANAGING TASKS

19.1- TASK TRACKING VS. FORWARDING EMAIL

19.2- VIEWING AND MANAGING TASK TIM

[ES

19.3- CATEGORIZING TASKS AND MANAGING VIEWS%@
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MANAGING TASKS

19.1- Task Tracking vs. Forwarding Email: Q

Many times you may have the temptation to forward an email that needs follow-up tssistant or
colleague with some simple instructions to complete. While this is commonly done, you 1 the risk of
forgetting to follow-up with the individual to whom you sent the email. A better idea is ickly convert the
email into a task and then use task assignment to manage the task. This way you able to see the
email in your task list and also be less likely to forget to follow-up with the person to you assigned the
task. If you need to review converting an email into a task, please see lesso urning Emails into
Tasks” within this manual for instructions. Also, if you assign the task ndividual within your
organization and your organization is using Exchange Server, you will be ah
the task, as well as be informed when the task has been marked as “cQ
would like to review the process of task assignment in an Exchange Se
“Chapter 7- Tasks” within the “Introductory Outlook” manual included witQthi

o

19.2- Viewing and Managing Task Times: Q

As you create tasks within Outlook, you will often the ¥Due Date” of the task displayed by
default. In this lesson, we will look at adding a few colufns ®f information to this view to more easily
manage your tasks as well as their associated reminder find that you constantly have a barrage of
reminders appearing within your Outlook applicati i

ing the “Reminder Time” column within the
“Tasks” view will allow you to easily view and changéithetime at which you will be reminded to complete the
associated tasks, so that you won’t need to open each item individually.

To add a “Reminder Time” column to mk view, simply right-click anywhere in the column
headings and then choose the “Field Choose%ﬂand from the pop-up menu that appears. Outlook will
then display the “Field Chooser” dialog bo% isplays a listing of all of the available columns that you
can add to your current view. Simply click g the “Reminder Time” column out of the “Field Chooser”
dialog box and then drop it into your curr, % to add that column. Of course, you can also add any other
fields that you feel would help you t ter organize your tasks while the “Field Chooser” is displayed.
When you have finished adding col s 10 the view, you can close the “Field Chooser” dialog box. Now, if
you want to edit the reminder time %sk shown within the list you can simply make the editing changes
within the column displayed ingthe view without having to edit the item individually or wait until the
“‘Reminders” window appears W% Outlook.

R

o
&Q
>
.
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19.3- Cateqgorizing Tasks and Managing Views: Q

Once you have started assigning tasks, you can use the power of the categorieg feature within
Outlook to create custom categories based on cases and then create custom task views to Ofganize tasks
based on case. This can be a great way to organize your case and matter workload withinQutlook.

@ he “Introductory Outlook”
ategories for your cases and

how to create new categories in the lesson “2.7- Categorizing Contacts” wi
manual included with this product. This time, however, you will be creatipe
then assigning your tasks to the categories that you create.

Once you have created the case and matter categories that
categorize your tasks into the various case categories that yo
accomplished, you can then customize the view of your task folder
in order to organize your workload by case/matter.

To create a custom view of your task folder organized by ¢ ory if using Outlook 2013:2010, click
the “View” tab in the Ribbon and then click the “Change Vie tton in the “Current View” group. From the
drop-down menu that appears, select the “Manage Views%,” command. In Outlook 2007, select “View|
Current View| Define Views...” from the Menu Bar. o Q

In Outlook 2013:2010, the “Manage All Views” di ox will appear. In Outlook 2007, it is called the
“Custom View Organizer.” Click the “New...” butto right. Type a name for the new view into the
“Create a new view:” dialog box. Name it somethi Tasks by Case” to assist you in applying the view
in the future. Next, select “Table” from the “Ty iew” list. Below that, select who will have this view
available to them: “This folder, visible to eye ¢ “This folder, visible only to me,” or “All Task folders.”
Then click “OK” to launch another dialo here you can further customize the view. In Outlook
2013:2010, this dialog box is called the “ ed View Settings” dialog box. In OQutlook 2007, it is called
the “Customize View” dialog box. However, options that you have for customizing the view are the same
for both versions.

Clicking the “Columns...” bw“Fields..." button in Outlook 2007) launches the “Show Columns”
dialog box (“Show Fields” dialog boXip”Outlook 2007). Here you can use the drop-down in the upper left
corner to choose which set of fi€lds you wish to see appear in the left list. To move an available field into
your new view, select it in the ist and then click the “Add” button in the middle of this dialog box to add it
to the list at the right. Y en select the field from the list at the right and reorganize its position by
selecting it, and cIickingx ve Up” and “Move Down” buttons until it is in the place your desire. Click
“OK” when you are done addifnig and organizing the fields in your view.

Clicking the “Grclp By...” button launches the “Group By” dialog box. Here you can use the drop-
down under “Group by” to select a field by which you can group items in your view. You can select up
to four fields byN group. You can also set whether they will be grouped in “Ascending” (A-Z, 1-9)
order or “Desc@ " (Z-A, 9-1) order by selecting the desired sorting option at the right end of each

wish to use, you simply need to
created. Once that has been
lay the tasks grouped by category

t “Categories” from the “Group items by” drop-down and then select the desired sort
When you are done here, click “OK” to set the grouping for your view.

the “Sort...” button launches the “Sort” dialog box. Here you can use the drop-down

r the “Sort items by” and “Then by” sections to indicate by which field(s) you want to sort the

Y n sort by up to four fields, and they can be sorted in either “Ascending” order or “Descending”

Selecting the appropriate option at the right end of each field. You should select fields for sorting

th il assist you in seeing the tasks that are most urgent to complete at the top of each case category.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 35



MANAGING TASKS N

19.3- Cateqgorizing Tasks and Managing Views (cont.): Qs

Popular choices include “Start Date,” “Due Date,” and “Priority.” Remember to select theed sorting
method for any fields by which you choose to sort your tasks. When you are done here, you€an click “OK”
to set the sorting for your view.

At this point, you should have a fairly good view that allows you to view tas ed by category
(case) and sorted by your desired field priorities. When you are satisfied with all of w’ s settings, click
‘OK” in the “Advanced View Settings” dialog box (“Customize View” dialog b 07) to return to the
“‘Manage All Views” dialog box (“Custom View Organizer” dialog box in 2007). O@

You will now see the name of your view shown in the list of views @ ble in the dialog box. To
apply your view, just click on its name to select it from the list, and cli Apply View” button at the
bottom of the dialog box. Another way to apply the view is to select th % e of your custom view that
appears in the “Current View” group on the “Home” tab of the RibbofRin Outlook 2013:2010. It will also
appear in the side menu that is shown when you select “View| Current™iew” from the Menu Bar in Outlook
2007.

Note that if you want to modify the view that you have created, you can select the name of the view
from the listing shown in the “Manage All Views” dialog box (“Custéf View Organizer” dialog box in 2007),

and then click the “Modify...” button at the right side of the dij box. You can then make the modifications
that you desire, and then save the changes to the view. AlsOWote that in this same area, you can select the
name of a custom view that you have created and thgn e “Delete” button to delete the custom view if

you will no longer need to use it.
When you have finished using the dialog box;"elickthe “Close” button at the bottom of the dialog box

to close it. \0@
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TASK TRACKING VS. FORWARDING EMAIL:

MANAGING TASKS *é\,—

1. Instead of forwarding an email that you have received that needs follow-up to an assista @ olleague,
a better idea is to to quickly convert the email into a task and then use task assignment to'fanage the
task. If you need to review converting an email into a task, please see lesson “1.7- @ug Emails into
Tasks” within this manual for instructions.

2. If you assign the task to an individual within your organization and your organiza@ using Exchange
Server, you will be able to receive status reports on the task as well as be inf hen the task has

been marked as “completed” by the recipient. If you would like to review th s of task assignment
in an Exchange Server environment, please review “Chapter 7- Tasks” wi e “Introductory Outlook”
manual included with this product. g

VIEWING AND MANAGING TASK TIMES:. Q

1. As you create tasks within Outlook, you will often see the “D e” of the task displayed by default. If
you find that you constantly have a barrage of reminders appe within your Outlook application,

showing the “Reminder Time” column within the “Tasks” yiew will allow you to easily view and change
the time at which you will be reminded to complete the %ted tasks, so that you won’t need to open
and edit each item individually.

2. To add a “Reminder Time” column to your task vi y right-click anywhere in the column headings
and then choose the “Field Chooser” command mx pop-up menu that appears.

3. Outlook will then display the “Field Chooser” d% which displays a listing of all of the available

columns that you can add to your current view.
4. Simply click and drag the “Reminder Time’%n out of the “Field Chooser” dialog box and then drop it
into your current view to add that column: rse, you can also add any other fields that you feel
would help you to better organize your hile the “Field Chooser” is displayed.
When you have finished adding colu %he view, you can close the “Field Chooser” dialog box.
6. Now, if you want to edit the remin e of a task shown within the list you can simply make the
editing changes within the colu isplayed in the view without having to edit the item individually or
wait until the “Reminders” Wind%pears within Outlook.

o

CATEGORIZING TASKS@AGING VIEWS:

1. Once you have started assigning tasks, you can use the power of the categories feature within Outlook
to create custom cat%ories based on cases and then create custom task views to organize tasks based
on case. Thisc a great way to organize your case and matter workload within Outlook.

2. First, you wil c:@create custom categories within Outlook for your cases and matters to which you
want to assigi,lasks. Also note that tasks, as well as any other Outlook item, can always be assigned to
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MANAGING TASKS *é\,—

CATEGORIZING TASKS AND MANAGING VIEWS (CONT.): Q

3. Once you have created the case and matter categories that you wish to use, you simply to
categorize your tasks into the various case categories that you have created.

4. Once that has been accomplished, you can then customize the view of your task fo% display the
tasks grouped by category in order to organize your workload by case/matter.

5. To create a custom view of your task folder organized by category if using Outlo 3:2010, click the
“View” tab in the Ribbon and then click the “Change View” button in the “Curr ” group. From the
drop-down menu that appears, select the “Manage Views...” command.

6. In Outlook 2007, select “View| Current View| Define Views...” from the M r.

7. In Outlook 2013:2010, the “Manage All Views” dialog box will appear. | k 2007, it is called the

“Custom View Organizer.”

Click the “New...” button to the right. \

9. Type a name for the new view into the “Create a new view:” diang@n ame it something like “Tasks
by Case” to assist you in applying the view in the future.

10. Next, select “Table” from the “Type of view” list. Q

©

11. Below that, select who will have this view available to them: “T older, visible to everyone,” “This
folder, visible only to me,” or “All Task folders.”

12. Click “OK” to launch another dialog box where you can @customize the view. In Outlook
2013:2010, this dialog box is called the “Advanced Vi tings” dialog box. In Outlook 2007, it is
called the “Customize View” dialog box. Howeve IK ons that you have for customizing the view
are the same for both versions. x

13. Clicking the “Columns...” button (“Fields...” bu
dialog box (“Show Fields” dialog box in Outl

corner to choose which set of fields you wi
14. To move an available field into your new

utlook 2007) launches the “Show Columns”
7). Here you can use the drop-down in the upper left
e appear in the left list.
elect it in the left list and then click the “Add” button in
the middle of this dialog box to add it t%ﬁ t at the right.
15. You can then select the field from thﬂls the right and reorganize its position by selecting it, and

clicking the “Move Up” and “Move ” buttons until it is in the place your desire.

16. Click “OK” when you are done and organizing the fields in your view.

17. Clicking the “Group By...” buttommes the “Group By” dialog box. Here you can use the drop-down
under “Group items by” to sefect a field by which you can group items in your view. You can select up to
four fields by which to gro ﬁu can also set whether they will be grouped in “Ascending” (A-Z, 1-9)

order or “Descending} @1) order by selecting the desired sorting option at the right end of each

grouped field. K

18. Select “Categories” from the “Group items by” drop-down and then select the desired sort order for the

groups. Y 4

19. When you are d ere, click “OK” to set the grouping for your view.

20. Clicking the w=button launches the “Sort” dialog box.

21. Hereyouc he drop-down available under the “Sort items by” and “Then by” sections to indicate
by which 'Qou want to sort the view.

22.You ca p to four fields, and they can be sorted in either “Ascending” order or “Descending”

cting the appropriate option at the right end of each field. You should select fields for
t will assist you in seeing the tasks that are most urgent to complete at the top of each case
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CATEGORIZING TASKS AND MANAGING VIEWS (CONT.):

23. Popular choices include “Start Date,” “Due Date,” and “Priority.” Remember to select thed sorting
method for any fields by which you choose to sort your tasks.

24.
25.

26.

27.

28.

29.

30.

When you are done here, you can click “OK” to set the sorting for your view.
At this point, you should have a fairly good view that allows you to view tasks groupe
(case) and sorted by your desired field priorities. When you are satisfied with all \f'
click “OK” in the “Advanced View Settings” dialog box (“Customize View” dial
the “Manage All Views” dialog box (“Custom View Organizer” dialog box in
You will now see the name of your view shown in the list of views availabl

your view, just click on its name to select it from the list,
of the dialog box.

Another way to apply the view is to select the name of your custom v%
View” group on the “Home” tab of the Ribbon in Outlook 2013:2010:

Note that if you want to modify the view that you have created

the listing shown in the “Manage All Views” dialog box (

N

and click the

gt appears in the “Current
Il also appear in the side menu

t) can select the name of the view from

“CustomWiew Organizer” dialog box in 2007),

that is shown when you select “View| Current View” from the Mi r in Outlook 2007.

and then click the “Modify...” button at the right side of t

Also note that in this same area, you can select the n

a custom view that you have created and

hg"8iglog box. You can then make the
modifications that you desire, and then save the chanEe the view.

then click the “Delete” button to delete the custo%

When you have finished using the dialog box, cli
close it.

/

&
&

%‘b

ou will no longer need to use it.
Close” button at the bottom of the dialog box to
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MANAGING TASKS , \;

Purpose: Q

1. To be able to create a custom view that arranges tasks by category, start date, and d @ ate.

Exercises: %

1. If using Outlook 2013:2010, click the “View” tab in the Ribbon and click thes e View” button in
the “Current View” group. Then select the “Manage Views...” command f e drop-down menu.

2. In Outlook 2007, select “View| Current View| Define Views...” from the ar.

3. In Outlook 2013:2010, the “Manage All Views” dialog box will appea tlook 2007, it is called

the “Custom View Organizer.”

Next, select “Table” from the “Type of view” list.
Below that, select who will have this view available to theQ

No ok

Click the “New...” button to the right. &1
Type “Tasks by Case” into the “Name” text box within the “CreQ ew view:” dialog box.

folder, visible to everyone,” “This
folder, visible only to me,” or “All Task folders.”

8. Click “OK” to launch another dialog box where you ¢ rthertustomize the view. In Outlook 2010,
this dialog box is called the “Advanced View Settingsi dialeg box. In Outlook 2007, it is called the
“Customize View” dialog box. However, the optio ou have for customizing the view are the
same for both versions. ¢ f@

0. Click the “Group By...” button to launch the Wy dialog box.

10. Select “Categories” from the “Group items -down and then select the desired sort order for
the groups, either “Ascending” or “Descen

11. When you are done here, click “OK” to se grouping for your view.

12. Click the “Sort...” button to open thex; alog box.

13. Use the drop-down available under, items by” to select “Start Date.”

14. Use the drop-down under “Then lect “Due Date.”

15. Click “OK” to set the sorting for,yo

ew.

16. Click “OK” in the “Advanced Vi ttings” dialog box (“Customize View” dialog box in 2007) to
return to the “Manage All Vi@ialog box (“Custom View Organizer” dialog box in 2007).

17 You will now see the name of your view shown in the list of views available in the dialog box. To

apply your view, just cIic@ its name to select it from the list, and click the “Apply View” button at

the bottom of the 'aI .
18. When you have finigheds#sing the dialog box, click the “Close” button at the bottom of the dialog box

<
Q
S
%
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CHAPTER 20-
SECURITY

20.1- UsING A DiciTAL ID O

20.2- SENDING ENCRYPTED EMAIL

20.3- ADDING CONFIDENTIALITY AGREEMENTS @Q

20.4- DEFERRING MAIL DELIVERY QO
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20.1- Using a Digital ID: Qs s

One way to ensure that your email is more secure is to purchase a digital 1D. Thal ID, also
often called a digital certificate, proves that you are who you claim to be in your email by®proving your
identity to the recipient and aids in reducing email tampering. It does this by adding a@ue code to your
mail message which can only come from the digital ID of the sender.

The first step in using a digital ID is to acquire a digital ID. The process i tly different for an
Exchange email account versus a POP email account with a PST folder. If y ot connected to an
Exchange Server, then you can get a digital ID by selecting the “File” tab in O 2013:2010 and then
clicking the “Options” button. In the “Options” dialog box, select the “Trust Ce @ Under “Microsoft Outlook
Trust Center,” click “Trust Center Settings.” Then click the “E-mail Securityslutteh. If you are using Outlook
2007, select “Tools| Trust Center...” from the Menu Bar, instead. In the enter” window, click the “E-

mail Security” button.

Then, in both versions, you can click the “Get a Digital ID...” b
section shown. At that point your web browser should open an
Simply select the provider you want to use and click on th
registering for a digital ID. The selected authority will then provide further instructions via email.

Once you have installed a digital ID on your computefiyou will need to select the digital ID that you
want to use. Some individuals may have more than one wD- for example, one is used to provide a
digital signature which can have legal significance in_so cations, and another could be used for email

. - . .
encryption. To select a digital ID to use, follow the % s shown above for your version of Outlook to
r

in the “Digital IDs (Certificates)”
y a listing of digital ID providers.
perlink to follow the instructions on

access the “E-mail Security” window in the “Trust C again. This time, however, click the “Settings...”
button shown under the “Encrypted E-mail” sectiomen the “Change Security Settings” dialog box.

Note that if you use a digital ID, the setti | already be configured for you. If you want to use a
different digital ID, then click the “New...”, onfunder the “Security Setting Preferences” section. Then
type a name into the “Security Settings Nam box. In the “Cryptography Format” drop-down list, select
“SIMIME.” Note that depending on yourfcgktificate type, you may need to select “Exchange Security”
instead. Next to the “Signing Certificate” lick the “Choose...” button to then select a digital ID that you
use for digital signatures. Then ensura&the “Send these certificates with signed messages” checkbox is
checked. Also note that the settings@pecify here will be the default used for all cryptographic messages
sent unless you uncheck the “Defau urity Setting for all cryptographic messages” checkbox.

Note that to send and rg€eive encrypted email messages, both the sender and the recipient of the
email must share their digital J2, Certificates with the other. When you, or a recipient of your digitally signed
email, receive email tha IIy signed you should open the email. Note that digitally signed email is
denoted in Outlook by ature icon in the message list shown within the Inbox. Once the email
message is opened, the recipient should right-click on the “From” line in the email message and then select
the “Add to Outlook Corﬁcts” command from the pop-up menu that appears. If there is already an entry for
this individual in yo tacts folder, then select the “Update Information of Selected Contact” command in
the “Duplicate C etected” message box that appears. The old contact information is then moved to
the “Deleted It , folder. At this point, the certificate is now stored with the contact information for this
individual, an Q&n send encrypted messages to this person.

re using an Exchange Server account for email, your administrator can give you a
“token” t he Exchange Server digital ID- if one has been installed. To do this, you follow the same
instructi above for your version of Outlook to open the “Trust Center” and then click the “Get a Digital
ID .o . Then click “Set up Security for me on the Exchange,” and then click “OK.” In the “Digital 1D
L%

Xt box, type your name. In the “Token” text box, enter the password your Exchange administrator
iven you. In the “Microsoft Office Outlook Security Password” text box, type a different password of
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20.1- Using a Digital ID (cont.): Q

your choosing and then re-enter the same password into the “Confirm” text box. You will @receive an
email from your Exchange administrator that will require you to re-enter the password that y st created.

In the dialog box that appears when you open the message, enter the passw, ou created and
then check the checkbox for “Remember password for” and then enter the number o s that you want
Outlook to remember this password. Then, in the “Root Certificate Store” messag that appears, click
the “Yes” button. You can then send digitally signed email through your Exchang r email account.

20.2- Sending Encrypted Email:

Once you have a digital ID, you can then send encrypted email. e that before you can send
encrypted email, you must first send the recipients of your encrypted a digitally signed mail message
so that they can add your digital signature to their contacts foldemyJhis signature will then allow these
recipients to read the unencrypted version of your email. Peopl do not have a copy of your digital ID
will see encrypted, jumbled text instead of the content of your ema at way, only people who have a copy
of your digital ID can see the content of your email- g nteeing mail security. Also note that this
encryption process will encrypt the content of any attachme%nt with the encrypted mail message. If you
need to learn more about digital IDs, please read the@i s section “5.1- Using a Digital ID” in this
chapter. ¢

To send an encrypted email to a recipient \@e a copy of your digital ID, simply create a new
email message and then click the “Encrypt Me ontents and Attachments” button located in the

“Options” tab in Outlook 2013:2010 or on the “ group on the “Message” tab in Outlook 2007 that is
shown within the email message window. Note thag If you do not see this button, you can click the “dialog
box launcher” button in the lower right corn e “More Options” or “Options” button group to open the
“Properties” dialog box. Here you can cli ecurity Settings” button. In the “Security Settings” dialog
box, check the “Encrypt message conte attachments” check box. Then click the “OK” button until you
return to the message window. You hen create the content of the message, add any attachments

needed, and send the message as ormally would.

If you wish to only send enc@ email by default, you can change the settings in Outlook to allow
this, however you should note tlgat any recipients must have a copy of your digital ID in order to read your
mail messages. {

To do this in Ou 0@3:2010, select the “File” tab and then click the “Options” button. In the
“Options” dialog box, sel& rust Center.” Under “Microsoft Outlook Trust Center,” click “Trust Center
Settings....” Then click the “BE-mail Security” button. If you are using Outlook 2007, select “Tools| Trust
Center...” from the Memﬁar, instead. In the “Trust Center” window, click the “E-mail Security” button.

Under the pted E-mail” section, select the “Encrypt contents and attachments for outgoing
messages” chec te that if you need to make changes here, such as selecting a specific digital ID to
use for encrypti can click the “Settings...” button to make a digital ID selection. When finished, you
can then click K” button to save your changes until you return to the main Outlook window.

%‘b
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20.3- Adding Confidentiality Agreements: Qs l

Many lawyers add confidentiality agreements to their email. One way to add @wfidentiality
agreement is to create the agreement as a building block which you can then insert intoy@ur email as
needed. If you wish to review creating building blocks, please read lesson “1.10- Quick Parts” in
Chapter 1 of this manual. Alternately, you can add the confidentiality agreement t mail as part of
your signature. You can then set all email that is sent from your account to use elected signature,
ensuring that you will not forget to add it to any outgoing emails. Note that a si file that is added to
outgoing email is not the same as a digital ID used to create digital signature e are two completely
different things in Outlook, although the terminology is similar. .

To create a new signature, or edit your current signature, open a pew. mail message window. Then
click the “Signature” button in the “Include” button group on the “Messag % b in the Ribbon. Then select
the “Signatures...” command from the button’s drop-down menu to opg 3, “Signatures and Stationery”

type the text that you want to include in the signature file. At the @ m of the signature, you can then add
the text of the confidentiality agreement to the signature file. You'gan make the confidentiality agreement
stand apart from the signature by selecting the text and applying formatting to the confidentiality
agreement, such as bolded text or red text color, for exam @ce you have created the signature file that
contains the confidentiality agreement, simply click th C@J on to save the signature file.

clicking the “Signature” button in the “Include”

You can manually insert a signature into an
button group on the “Message” tab in the Ribbon wh réating a new mail message and then selecting the

signature to use from the button’s drop-down ou can also set Outlook to automatically use a
selected signature when creating new emai replying or forwarding email. To set Outlook to
automatically use your confidentiality agr nt'®ignature, click the “Signature” button in the “Include”
button group on the “Message” tab in th on within a mail message window. Then select the

“Signatures...” command from the button’ -down menu to open the “Signatures and Stationery” dialog
box. Under the “Choose default signatu tion, in the “E-mail account” list, select an e-mail account to

associate with the signature. From t ew messages” drop-down, select the signature to use when
creating new mail messages. If y nt to use the same signature for replies and forwards, from the
“‘Replies/forwards” drop-down, sele signature file. Then click the “OK” button when finished to set the

new default signature for yowail, so that you won’'t need to worry about forgetting to add the

confidentiality agreement to )b il messages.

o
&Q
>
.
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20.4- Deferring Mail Delivery: Q

You may consider setting up a rule to defer mail delivery. When you defer delivery, ail will sit
in the Outbox for a specified number of minutes before it will be sent. This allows you time™8 ensure that
your email contains all of the necessary information, and reduces the chances that y(@l send an email
message by mistake to the incorrect recipients or with the incorrect content.

If you need a review of the process of creating mailbox rules, you sho
Creating Mailbox Rules” in the “Advanced Outlook” manual within this product. liFisiTg Outlook 2013:2010,
click the “Rules” button in the “Move” group on the “Home” tab in the Ribbon _and then select the “Manage
Rules & Alerts...” command. If using Outlook 2007, select “Tools| Rules and Alerts...” from the Menu Bar.

In either version, the “Rules and Alerts” dialog box will then appea gte that you are viewing the
“Email Rules” tab, and then click the “New Rule...” button in the upper, Q@ rner of that tab to launch the
“Rules Wizard.” Then click the “Apply rule on messages | send” choic8undeg, the “Start from a blank rule”
section. Then click the “Next >” button to continue.

The next window asks you to specify additional conditions. DO ake any choices here, but instead
click the “Next >” button to continue. Outlook will then display a @ box asking if you want this rule to
be applied to every message you send. Click the “Yes” button to coffirm this.

In the next window, check the “defer delivery by ber of minutes” action. Then click the “a
number of” hyperlink at the bottom of the window to open “Defer Delivery” dialog box where you will
enter the number of minutes to defer delivery and the.n (@He “OK” button. Then click the “Next >” button

g” dview lesson “13.1-

to continue.

In the next window, you can choose to allow @mail through, if desired. For example, if you wish
to have all mail marked as “High” importance sen% iately, you can check the “except if it is marked as
importance” check box and then click the “impagtafice” hyperlink at the bottom of the window to open the
“Importance” dialog box where you can se c% and then click “OK” to set it. When you are finished,
click the “Next >” button to continue.

In the last window, type a name for, le such as “Defer Mail Delivery” into the “Step 1: Specify a
name for this rule” text box. Then ensur e “Turn on this rule” check box is checked under the “Step 2:
Setup rule options:” section. You ca ck the “Create this rule on all accounts” checkbox if you use

multiple email accounts. Then click @inish” button when you are done to apply the new rule.

9

o
&Q
>
.
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1. The first step in using a digital ID is to acquire a digital ID. The process is slightly differen
nec

Exchange email account versus a POP email account with a PST folder. If you are not co ted to an
Exchange Server, then you can get a digital ID by selecting the “File” tab in Outloo :2010 and then
clicking the “Options” button.

In the “Options” dialog box, select the “Trust Center.” @

Under “Microsoft Outlook Trust Center,” click “Trust Center Settings.”

Then click the “E-mail Security” button. %

If you are using Outlook 2007, select “Tools| Trust Center...” from the Mer@r, instead.
In the “Trust Center” window, click the “E-mail Security” button.
Then, in both versions, you can click the “Get a Digital ID...” button @

Noohkowh

igital IDs (Certificates)”
section shown.

8. At that point your web browser should open and display a Iisting%
provider you want to use and click on their hyperlink to follow t
ID. The selected authority will then provide you further instruc

9. Once you have installed a digital ID on your computer, you will
want to use.

10. To select a digital ID to use, follow the instructions shown\above for your version of Outlook to access

the “E-mail Security” window in the “Trust Center” ag

11. This time, however, click the “Settings...” button ﬁ der the “Encrypted E-mail” section to open
the “Change Security Settings” dialog box. Kg

12. Note that if you use a digital ID, the settings wi y be configured for you. If you want to use a

different digital ID, then click the “New...” bu er the “Security Setting Preferences” section.

13. Then type a name into the “Security Se 'n%ﬂe” text box.

14. In the “Cryptography Format” drop-dowrN ect “S/MIME.”

15. Note that depending on your certificat ou may need to select “Exchange Security” instead.

16. Next to the “Signing Certificate” labeljclick'the “Choose...” button to then select a digital ID that you use
for digital signatures.

17. Then ensure that the “Send the tificates with signed messages” checkbox is checked.

18. Also note that the settings you s here will be the default used for all cryptographic messages sent
unless you uncheck the “Def@ult Security Setting for all cryptographic messages” checkbox.

19. Note that to send and receiveg'epcrypted email messages, both the sender and the recipient of the email

must share their digitat |C ificates with the other.
20. When you, or a recipi your digitally signed email, receive email that is digitally signed you should
open the email.

21. Once the email mesﬁge is opened, the recipient should right-click on the “From” line in the email
message and th lect the “Add to Outlook Contacts” command from the pop-up menu that appears.

22. If there is alre entry for this individual in your contacts folder, then select the “Update Information
of Selected t” command in the “Duplicate Contact Detected” message box that appears. The old
contact i (an is then moved to the “Deleted Items” folder.

23. At this pgint; ertificate is now stored with the contact information for this individual, and you can

send ted messages to this person.

| ID providers. Simply select the
ctions on registering for a digital

@ via email.

§ed to select the digital ID that you
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24. Now if you are using an Exchange Server account for email, your administrator can give @w “token” to
use the Exchange Server digital ID- if one has been installed.

25. To do this, you follow the same instructions as above for your version of Outlook to @the “Trust
Center” and then click the “Get a Digital ID...” button.

26. Then click “Set up Security for me on the Exchange,” and then click “OK.” @

27. In the “Digital ID Name” text box, type your name.

28. In the “Token” text box, enter the password your Exchange administrator has §fveh you.

29. In the “Microsoft Office Outlook Security Password” text box, type a differe @ ssword of your choosing
and then re-enter the same password into the “Confirm” text box. Q{

30. You will then receive an email from your Exchange administrator tha
password that you just created.

31. In the dialog box that appears when you open the message, enter t
check the checkbox for “Remember password for” and then en
Outlook to remember this password.

32. Then, in the “Root Certificate Store” message box that appears

uire you to re-enter the

ssword you created and then
umber of minutes that you want

ck the “Yes” button.

33. You can then send digitally signed email through your E ge Server email account.

SENDING ENCRYPTED EMAIL: ’\

1. Once you have a digital ID, you can then send ed email. If you need to learn more about digital
IDs, please read section “5.1- Using a Digital 1D’} is chapter.

2. Tosend an encrypted email to a recipient who'as a copy of your digital ID, simply create a new email
message and then click the “Encrypt Mex ontents and Attachments” button located in the
“Options” tab in Outlook 2013:2010 or ‘Options” group on the “Message” tab in Outlook 2007 that
is shown within the email message wi

3. Note that if you do not see this but

ou can click the “dialog box launcher” button in the lower right
corner of the “More Options” or “ ons” button group to open the “Properties” dialog box.

4. Here you can click the “Security%wgs” button. In the “Security Settings” dialog box, check the
“Encrypt message contents and attachments” check box.

5. Then click the “OK” button %ou return to the message window.

6. You can then create t @ nt of the message, add any attachments needed, and send the message
as you normally woul

7. If you wish to only send eRerypted email by default, you can change the settings in Outlook to allow this,
however you should])te that any recipients must have a copy of your digital ID in order to read your
mail messages.

8. Todo this in@ZOl&ZOlO, select the “File” tab and then click the “Options” button. In the

“Options” di X, select the “Trust Center....” Under “Microsoft Outlook Trust Center,” click “Trust
Center Se Then click the “E-mail Security” button.
9. Ifyou ar ' utlook 2007, select “Tools| Trust Center...” from the Menu Bar, instead. In the “Trust
Center! wigdow, click the “E-mail Security” button.
10. Un “Encrypted E-mail” section, select the “Encrypt contents and attachments for outgoing
m%s” check box. Note that if you need to make changes here, such as selecting a specific digital
e for encryption, you can click the “Settings...” button to make a digital ID selection.

1%n finished, click the “OK” button to save your changes until you return to the main Outlook window.
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=

To create a new signature, or edit your current signature, open a hnew mail message win
Click the “Signature” button in the “Include” button group on the “Message” tab in the Ribbof.
3. Select the “Signatures...” command from the button’s drop-down menu to open the @atures and

N

Stationery” dialog box.

To create a new signature file, click the “New” button on the “E-mail Signature” t@

Then enter a name for the signature file and click the “OK” button.

Next, in the “Edit Signature” dialog box that appears, type the text that you

signature file.

7. At the bottom of the signature, you can then add the text of the confide
signature file. You can make the confidentiality agreement stand ap
the text and then applying formatting to the confidentiality agreeme
color, for example.

8. Once you have created the signature file that contains the confj
“OK” button to save the signature file.

9. You can manually insert a signature into an email by clicking th ignature” button in the “Include”
button group on the “Message” tab in the Ribbon when cg€ating a new mail message and then selecting
the signature to use from the button’s drop-down menu

10. You can also set Outlook to automatically use a sgle ignature when creating new email and
replying or forwarding email. To set Outlook to auytomatieélly use your confidentiality agreement
signature, click the “Signature” button in the “Incl -%'- tton group on the “Message” tab in the Ribbon
within a mail message window. @

11. Then select the “Signatures...” command from t utton’s drop-down menu to open the “Signatures
and Stationery” dialog box.

12. Under the “Choose default signature” sec\ the “E-mail account” list, select an e-mail account to
associate with the signature.

13. From the “New messages” drop-do ct the signature to use when creating new mail messages.

14. If you want to use the same signat&r replies and forwards, from the “Replies/forwards” drop-down,
select the signature file. @n

15. Then click the “OK” button when'figished to set the new default signature for your mail, so that you won'’t

need to worry about forgettiQ) add the confidentiality agreement to your mail messages.

s\O

o
&Q
>
.

o0k

include in the
greement to the

the signature by selecting
s bolded text or red text

ity agreement, simply click the
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DEFERRING EMAIL DELIVERY USING RULES: Q

1. If using Outlook 2013:2010, click the “Rules” button in the “Move” group on the “Home” t@he
Ribbon and then select the “Manage Rules & Alerts...” command.

2. If using Outlook 2007, select “Tools| Rules and Alerts...” from the Menu Bar. %

3. In either version, the “Rules and Alerts” dialog box will then appear. Ensure that iewing the
“Email Rules” tab, and then click the “New Rule...” button in the upper left corne@at tab to launch
the “Rules Wizard.”

Click the “Apply rule on messages | send” choice under the “Start from a bl m section.

Click the “Next >” button to continue.

The next window asks you to specify additional conditions. Don’t make ices here, but instead

click the “Next >” button to continue.

7. Outlook will then display a message box asking if you want this rul

send. Click the “Yes” button to confirm this.

In the next window, check the “defer delivery by a number of action.

Click the “a number of” hyperlink at the bottom of the window. @ en the “Defer Delivery” dialog box

where you will enter the number of minutes to defer delivery and&hen click the “OK” button.

10. Click the “Next >” button to continue.

11. In the next window, you can choose to allow certain mail'through, if desired. For example, if you wish to
have all mail marked as “High” importance sent inlm @ ly, you can check the “except if it is marked
as importance” check box and then click the “importanee® hyperlink at the bottom of the window to open
the “Importance” dialog box where you can selec %I " and then click “OK” to set it.

12. When you are finished, click the “Next >” butto@ntinue.

13. In the last window, type a name for your rule s “Defer Mail Delivery” into the “Step 1: Specify a
name for this rule” text box.

14. Then ensure that the “Turn on this ruIe”N ox is checked under the “Step 2: Setup rule options:”
section.

15. You can check the “Create this rule z ccounts” checkbox if you use multiple email accounts.

o0k

ﬂ%e plied to every message you

©

16. Then click the “Finish” button whe are done to apply the new rule.

<

o
@Q
>
.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 49



EXERCISES-

Purpose:

1. To learn how to create a rule to defer mail delivery for email sent from your email ac

N
SECURITY , i; .
i3

Exercises: %

1. If using Outlook 2013:2010, click the “Rules” button in the “Move” grou @“Home” tab in the
Ribbon and then select the “Manage Rules & Alerts...” command.

2. If using Outlook 2007, select “Tools| Rules and Alerts...” from the Me .

3. In either version, the “Rules and Alerts” dialog box will then appear. that you are viewing the
“‘Email Rules” tab, and then click the “New Rule...” button in t er left corner of that tab to
launch the “Rules Wizard.” &

4, Click the “Apply rule on messages | send” choice under the “S m a blank rule” section.

5. Click the “Next >” button to continue. §

6. on't make any choices here, but

instead click the “Next >” button to continue.
7. Outlook will then display a message box asking if youawa
you send. Click the “Yes” button to confirm this.
In the next window, check the “defer delivery by agfthgber of minutes” action.
Click the “a number of” hyperlink at the botton¥ indow to open the “Defer Delivery” dialog box
where you will enter the number of minutes tK;'\delivery and then click the “OK” button.
10. Click the “Next >” button to continue.

The next window asks you to specify additional condQ
ntt

rule to be applied to every message

© ®©

11. In the next window, you can choose to a ertain mail through, if desired. For example, if you
wish to have all mail marked as “High” im nce sent immediately, you can check the “except if it
is marked as importance” check bo en click the “importance” hyperlink at the bottom of the
window to open the “Importance” di ox where you can select “High” and then click “OK” to set

it.

12. When you are finished, click th >” putton to continue.

13. In the last window, type a nal oryour rule such as “Defer Mail Delivery” into the “Step 1: Specify a
name for this rule” text box.

14. Then ensure that the “T{onn is rule” check box is checked under the “Step 2: Setup rule options:”

section.

15. You can check th “ is rule on all accounts” checkbox if you use multiple email accounts.

16. Then click the “Fi on when you are done to apply the new rule.

17. If you wish to delete Ow disable this rule in the future, open the “Rules and Alerts” dialog box, select
the rule, and the' either uncheck it to disable it or click the “Delete...” button to delete it. If you
choose to d the rule you will need to confirm your decision in a confirmation message box

{
.
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