A Presentation of TeachUcomp Incorporated.
Copyright © TEACHUCOMP, INC. 2020

MASTERING OUTLOOK
MADE EASY™ FOR
LAWYERS v.2019

AND 365

TEAcHUCOMP, INC.

...it’s all about you




) ®

MASTERING OUTLOOK MADE EASY™ FOR LAW YERS

Copyright:

Copyright © 2020 by TeachUcomp, Inc. All rights reserved. This publication, or any part thereof,
may not be reproduced or stored in a retrieval system, or transmitted in any form or by any means,
electronic, mechanical, recording, photocopying, or otherwise, without the express written permission of
TeachUcomp, Inc.

For PDF manuals, TeachUcomp, Inc. allows the owner of the PDF manual tosmake ‘up to 2
additional copies of the PDF manual that the owner may place on up to 2 additional non-shared computer
hard drives for ease of use. TeachUcomp, Inc. also grants unlimited personal printing sights to the owner,
strictly limited to the purposes of not-for-profit personal or private education or research.

The unauthorized reproduction or distribution of this copyrighted work is illegal. Criminal copyright
infringement, including infringement without monetary gain, is investigated by the FBI and is punishable by
up to five years in federal prison and a fine of $250,000.

Trademark Acknowledgements:

Windows, Windows XP, Windows Vista, Windows 7, Windows 8, Windows 8.1, Windows 10,
Microsoft Word 2003, Microsoft Word 2007, Microsoft Word 2010; Microsoft Word 2013, Microsoft Word
2016, Microsoft Word 2019, Microsoft Excel 2003, Microsoft.Excel 2007, Microsoft Excel 2010, Microsoft
Excel 2013, Microsoft Excel 2016, Microsoft Excel 2019,-Microsoft Access 2003, Microsoft Access 2007,
Microsoft Access 2010, Microsoft Access 2013, Microsoft Access 2016, Microsoft Access 2019, Microsoft
PowerPoint 2003, Microsoft PowerPoint 2007, Microsoft PowerPoint 2010, Microsoft PowerPoint 2013,
Microsoft PowerPoint 2016, Microsoft PowerPoint*2019, Microsoft Project 2007, Microsoft Project 2010,
Microsoft Project 2013, Microsoft Project 2016, “Microsoft Project 2019, Microsoft Outlook 2003, Microsoft
Outlook 2007, Microsoft Outlook 2010, Micreseft:Outlook 2013, Microsoft Outlook 2016, Microsoft Outlook
2019, Microsoft OneNote 2003, Microsoft ‘OneNote 2007, Microsoft OneNote 2010, Microsoft OneNote
2013, Microsoft OneNote 2016, Microsoft Publisher 2003, Microsoft Publisher 2007, Microsoft Publisher
2010, Microsoft Publisher 2013, Microsoft'Publisher 2016, Microsoft Publisher 2019, Microsoft Office 2003,
Microsoft Office 2007, Microsoft Office 2010, Microsoft Office 2013, Microsoft Office 2016, Microsoft Office
2019, Microsoft Office 365, Office365, Microsoft 365, Microsoft Bing, Microsoft OneDrive, Microsoft Internet
Explorer, Microsoft Edge, Microsoft Cortana, Windows Live, Windows Defender, Windows Exchange
Server, Windows Exchange Server Online and Microsoft Security Essentials are registered trademarks of
Microsoft Corporation., Qther brand names and product names are trademarks or registered trademarks of
their respective holders.

Disclaimer:

While, every precaution has been made in the production of this book, TeachUcomp, Inc. assumes
no responsibility for errors or omissions. Nor is any liability assumed for damages resulting from the use of
the information contained herein. These training materials are provided without any warranty whatsoever,
including, but not limited to, the implied warranties of merchantability or fithess for a particular purpose. All
names of persons or companies in this manual are fictional, unless otherwise noted.

TEAcHUcoMP, INC.
Phone: (877) 925-8080
Web: https://www.teachucomp.com

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 2



INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.'s Mastering Outlook
Made Easy tutorial. This tutorial introduces the student to
Microsoft Outlook, one of the most popular
scheduling/email programs available today. This-tutorial
gives the student with little or no knowledge of-Qutlook a
firm skills base using Outlook.

Outlook is a terrific program to learniZas the skills
learned in Outlook can save valuable time"and money by
automating, organizing and structuring the
communications, scheduling andy-“task management
capabilities of your company.

With Outlook you can track appointments, schedule
meetings, organize notes, and send and receive email. It is
an electronic informationymanagement system that helps
you organize and share information and communicate with
others.

After learning~how to use Outlook, this tutorial turns to
topics useful-for legal professionals to know for using
Microsoft Qutlook. It covers lessons that better inform and
educate legal professionals in the industry-specific issues
and concerns that arise from the use of Microsoft Outlook
In a legal setting. At the end of the tutorial, the student
should have a better understanding of the problems that
can arise and solutions available when using Outlook as a
legal professional.
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MANAGING TASKS

21.1- Task Tracking vs. Forwarding Email:

Many times, you may have the temptation to forward an email that needs follow-up to an assistant or
colleague with some simple instructions to complete. While this is commonly done, you run the risk of
forgetting to follow-up with the individual to whom you sent the email.

A better idea is to quickly convert the email into a task and then use task assignment to manage the
task. This way you can see the email in your task list and are less likely to forget to follow-upswith.the person
to whom you assigned the task.

If you need to review converting an email into a task, please review lesson “18=/-Turning Emails
into Tasks” from an earlier chapter in this tutorial. In addition, if you assign the task to an-individual in your
organization and your organization is using an Exchange Server, you can receive status reports on the task
to be informed when the task is marked as “completed” by the recipient. If youswould like to review the
process of task assignment in an Exchange Server environment, please review.“Chapter 7- Tasks” earlier in
this tutorial.

21.2- Viewing and Managing Task Times:

As you create tasks in Outlook, you often see the “Due Date” of the task appear by default. This
lesson shows you how to add a few columns of information to your Task views in Outlook to make it easy to
manage tasks and their reminders. If you find you censtantly have a barrage of reminders appearing in
Outlook, showing the “Reminder Time” column in the *Tasks” view lets you easily view and change the time
at which to be reminded to complete the tasks, so you'won'’t need to open and edit each task individually.

To add a “Reminder Time” column to your task view in Outlook, right-click anywhere in the column
headings and then choose the “Field Chooser*,cammand from the pop-up menu that appears. Outlook then
opens the “Field Chooser” dialog box, which shows a listing of all the available columns you can add to your
current view. Click and drag the “Reminder-Time” column out of the “Field Chooser” dialog box and then
drop it into your current view to add thatcolumn. Of course, you can also add any other fields you feel would
help you to organize your tasks while the “Field Chooser” is open. After adding columns to the view, close
the “Field Chooser” dialog box!

To then edit the remindertime of a task in the task view, make the editing changes in the “Reminder
Time” column in the task view. This lets you change the value without having to individually edit the tasks or
wait until the “Reminders” window appears in Outlook.

21.3- Cateqorizing Tasks and Managing Views:

After you start assigning tasks, you can use the “Categorize” feature in Outlook to create custom
categories based on cases and then create custom task views to organize tasks based on case. This can be
a great way to organize your case and matter workload in Outlook.

First, create custom categories in Outlook for the cases and matters to which to assign tasks. Also,
note that you can always assign tasks and any other Outlook items to more than one category. So, you can
add case categories to any existing categorization scheme you are using and simply categorize your tasks
into whichever categories apply. If you need to review how to create new categories, review lesson “2.7-
Categorizing Contacts” in an earlier chapter of this tutorial. This time, however, you are creating categories
for cases and then assigning tasks to the case categories you create.

After creating the case and matter categories, then categorize your tasks using the case categories
_you created. Once that is finished, you can then customize the view of your task folder to show the tasks
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MANAGING TASKS

21.3- Cateqgorizing Tasks and Managing Views:

grouped by category to organize the view of your workload by case/matter.

To create a custom view of the task folder in Outlook organized by category, click the “View” tab in
the Ribbon. Then click the “Change View” button in the “Current View” button group. Then select the
“‘Manage Views...” command from the drop-down menu that appears.

In the “Manage All Views” dialog box that then opens, click the “New...” button to the-right. Type a
name for the new view into the “Name of new view” field. Name it something like “Tasks by Case” to help
you easily find and apply the view later. Next, select “Table” from the “Type of view” list=Below that, select
who has this view available to them: “This folder, visible to everyone,” “This folder, visible.only to me,” or “All
Task folders.” Then click the “OK” button to open the “Advanced View Settings” dialeg box, where you can
further customize the view.

Click the “Columns...” button in the “Advanced View Settings” dialog_bex to then open the “Show
Columns” dialog box. Here, use the drop-down in the upper-left corner to choose which set of fields to show
in the left list. To move an available field into your new view, select it in/the left list and then click the “Add”
button in the middle of this dialog box to add it to the right list. It is recammended to add the fields for “Start
date,” “Due date” and “Categories” for this view, although “Due Date” and “Categories” should appear in the
view, by default. To reorganize a column’s position in the right list, click it to select it. Then click the “Move
Up” and “Move Down” buttons below the list until it is in the place you want. Then click the “OK” button after
adding and organizing the fields in your view.

To group the items in the view by category, clickithe “Group By...” button to open the “Group By’
dialog box. Here, use the drop-down under “Group.items by’ to select the “Categories” field. Then set
whether to sort the group in “Ascending” (A-Z, 1-9) erder or “Descending” (Z-A, 9-1) order by selecting the
desired option button at the right end of the field\If desired, you can create further groups by repeating this
process for the following “Then by” fields. Ypuncan create grouping by up to three fields, if needed. When
finished, click the “OK” button to set the grouping for your view.

To sort the items in the groups, click the “Sort...” button to open the “Sort” dialog box. Here you can
use the drop-down available under the “Sort items by” and “Then by” sections to indicate by which field(s) to
sort the view. You can sort by up,to four fields, and they can be sorted in either “Ascending” order or
“‘Descending” order by selecting the desired option button at the right end of each field. You should select
fields for sorting that help you see the most urgent tasks to complete at the top of each case category.
Popular choices include “Start Date,” “Due Date,” and “Priority.” Remember to also select a sort order for
any fields you choosesWhen finished, click the “OK” button to set the view’s sorting.

At this point,younshould have a view that lets you see tasks grouped by category (case) and sorts
the tasks in each group by your desired field priorities. When you are satisfied with the view’s settings, click
the “OK” buttonein the “Advanced View Settings” dialog box to return to the “Manage All Views” dialog box.

The name of your new view appears in the list of views in the “Manage All Views” dialog box. To
apply your«view, click its name to select it from the list, and then click the “Apply View” button at the bottom
of the dialog’box. Another way to apply the view is to select the name of the custom view that appears in the
“Current View” button group on the “Home” tab of the Ribbon.

To later modify the view you created, select the name of the view from the listing in the “Manage All
Views” dialog box and then click the “Modify...” button at the right side of the dialog box. Then make the
changes you want and save the changes to the view. To delete the custom view if you no longer need it,
select the name of the custom view you created from the listing in the “Manage All Views” dialog box and
then click the “Delete” button at the right side of the dialog box. Then click the “Yes” button in the deletion
confirmation message box that appears to finish deleting it. When you finish using the “Manage All Views”
dialog box, click the “Close” button to close it.
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ACTIONS-
MANAGING TASKS

TASK TRACKING VS. FORWARDING EMAIL:

Instead of forwarding an email that needs follow-up to someone else, convert the email into a task and
then use task assignment to manage the task.

If you need to review converting an email into a task, please review lesson “18.7- Turning Emails into
Tasks” from an earlier chapter in this tutorial.

If you assign the task to an individual in your organization and your organization is using<«Exchange
Server, you can receive status reports on the task to be informed when the task is marked as
“‘completed” by the recipient.

If you would like to review the process of task assignment in an Exchange Server environment, please
review “Chapter 7- Tasks” earlier in this tutorial.

VIEWING AND MANAGING TASK TIMES:

o

To add a “Reminder Time” column to your task view in Outlook, right-click anywhere in the column
headings and then choose the “Field Chooser” command from the'pop-up menu that appears.

Outlook then opens the “Field Chooser” dialog box, which shows a’listing of all the available columns
you can add to your current view.

Click and drag the “Reminder Time” column out of the “Fieldv\Chooser” dialog box and then drop it into
your current view to add that column.

Of course, you can also add any other fields you feel'would help you to organize your tasks while the
“Field Chooser” is open.

After adding columns to the view, close the “Field Chooser” dialog box.

To then edit the reminder time of a task-<in\the task view, make the editing changes in the “Reminder
Time” column in the task view. This letsyou/change the value without having to individually edit the
tasks or wait until the “Reminders” window appears in Outlook.

CATEGORIZING TASKS ANDMANAGING VIEWS.:

=

© N

First, create custom categories in Outlook for the cases and matters to which to assign tasks.

Note that you can always assign tasks and any other Outlook items to more than one category. So, you
can add case categories to any existing categorization scheme you are using and simply categorize
your tasks into whichever categories apply.

If you need to'review how to create new categories, review lesson “2.7- Categorizing Contacts” in an
earlier chapter of this tutorial. This time, however, you are creating categories for cases and then
assigning tasks to the case categories you create.

Aftercreating the case and matter categories, then categorize your tasks using the case categories you
created.

Once that is finished, you can then customize the view of your task folder to show the tasks grouped by
category to organize the view of your workload by case/matter.

To create a custom view of the task folder in Outlook organized by category, click the “View” tab in
the Ribbon. Then click the “Change View” button in the “Current View” button group.

Then select the “Manage Views...” command from the drop-down menu that appears.

In the “Manage All Views” dialog box that then opens, click the “New...” button to the right.

Type a name for the new view into the “Name of new view” field.

(cont’d.)
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ACTIONS-
MANAGING TASKS

CATEGORIZING TASKS AND MANAGING VIEWS- (CONT'D.):

10.
11.

12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.

23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.

35.

36.

37.

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

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

Then click the “OK” button to open the “Advanced View Settings” dialog box.

Click the “Columns...” button in the “Advanced View Settings” dialog box to then open the “Show
Columns” dialog box.

Here, use the drop-down in the upper-left corner to choose which set of fields to show-inithe left list.
To move an available field into your new view, select it in the left list and then click.the “Add” button
in the middle of this dialog box to add it to the right list.

It is recommended to add the fields for “Start date,” “Due date” and “Categories” for this view, although
“Due Date” and “Categories” should appear in the view, by default.

To reorganize a column’s position in the right list, click it to select it.

Then click the “Move Up” and “Move Down” buttons below the list until'it is'in the place you want.

Then click the “OK” button after adding and organizing the fields in‘your view.

To group the items in the view by category, click the “Group By.».” button to open the “Group By”
dialog box.

Here, use the drop-down under “Group items by” to selectthe “Categories” field.

Then set whether to sort the group in “Ascending” (A-Z,.1-9) order or “Descending” (Z-A, 9-1) order by
selecting the desired option button at the right end of the field.

If desired, you can create further groups by repeating this process for the following “Then by” fields. You
can create grouping by up to three fields, if needed.

When finished, click the “OK” button to set the ,grouping for your view.

To sort the items in the groups, click the #Seort...” button to open the “Sort” dialog box.

Here you can use the drop-down available under the “Sort items by” and “Then by” sections to indicate
by which field(s) to sort the view.

You can sort by up to four fields, andthey can be sorted in either “Ascending” order or “Descending”
order by selecting the desired, eption button at the right end of each field.

You should select fields forisorting that help you see the most urgent tasks to complete at the top of
each case category. Popular choices include “Start Date,” “Due Date,” and “Priority.”

Remember to also select‘a sort order for any fields you choose.

When finished, click the:“OK” button to set the view’s sorting.

At this point, yousshould have a view that lets you see tasks grouped by category (case) and sorts the
tasks in each group by your desired field priorities.

When satisfiedwith the view’s settings, click the “OK” button in the “Advanced View Settings” dialog box
to return to'the “Manage All Views” dialog box.

The hame of your new view appears in the list of views in the “Manage All Views” dialog box.

To apply your view, click its name to select it from the list, and then click the “Apply View” button at the
bottom of the dialog box.

Alternatively, to apply the view, select the name of the custom view that appears in the “Current View”
button group on the “Home” tab of the Ribbon.

To later modify the view you created, select the name of the view from the listing in the “Manage All
Views” dialog box and then click the “Modify...” button at the right side of the dialog box.

Then make the changes you want and save the changes to the view.

(cont’d.)
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ACTIONS-
MANAGING TASKS

CATEGORIZING TASKS AND MANAGING VIEWS- (CONT'D.):

38. To delete the custom view if you no longer need it, select the name of the custom view you created
from the listing in the “Manage All Views” dialog box and then click the “Delete” button at the right side
of the dialog box.

39. Then click the “Yes” button in the deletion confirmation message box that appears to finish deleting it.

40. When you finish using the “Manage All Views” dialog box, click the “Close” button to.close it.

©TeachUcomp, Inc. Mastering Outlook Made Easy™ for Lawyers 11



EXERCISES-
MANAGING TASKS

Purpose:

1. To create a custom view that arranges tasks by category, start date, and due date.
Exercises:

1. Open Outlook and then click the “Tasks” icon in the Navigation Bar to open the Tasks view.
2. Then click to select the “Tasks” folder in the Folder Pane at the left side of the window.

3. Click the “View” tab in the Ribbon.

4. Then click the “Change View” button in the “Current View” button group.

5. Select the “Manage Views...” command from the button’s drop-down menu.

6. The “Manage All Views” dialog box then opens.

7. Click the “New...” button to the right of this dialog box.

8. Type “Tasks by Case” into the “Name” field in the “Create a new view:*.dialog box.

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

10. Below that, select who will have this view available to them: “This folder, visible to everyone,” “This

12.
13.
14.
15.

16.

17

18.
19.

20.
21.
22.
23.
24.
25.
26.

27.
28.

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

. Click the “OK” button to open the “Advanced View Settings” dialog box, where you can further

customize the view.

Click the “Columns...” button in the “Advanced View Settings” dialog box to open the “Columns” dialog
box.

Click to select the “Start Date” field in the left list{ called the “Available fields” list.

Then click the “Add ->" button to add it to the.right'ist, called the “Show these columns in this order list.”
With the “Start Date” field still selected in theright list, repeatedly click the “Move Up” button until the
“Start Date” field appears above the “Due Date” field in the right list.

Then click the “OK” button in the “Columns” dialog box.

. Click the “Group By...” button in the *Advanced View Settings” dialog box to open the “Group By” dialog

box.

Select “Categories” from the.“Group items by” drop-down.

Then select the desired sort order for the groups created by the “Categories” field by choosing either the
“Ascending” or “Descending” option button.

Then click the “OK” button to set the grouping for your view.

Click the “Sort...” button in the “Advanced View Settings” dialog box to open the “Sort” dialog box.

Use the drop-down under “Sort items by” to select “Start Date.”

Use the drop=down*under “Then by” to select “Due Date.”

Click the OK? button in the “Sort” dialog box to set the sorting for your view.

Clicks“OK.in the “Advanced View Settings” dialog box to return to the “Manage All Views” dialog box.
Apply your new view by clicking its name to select it and then clicking the “Apply View” button at the
bottom of the dialog box.

Click the “Close” button at the bottom of the dialog box to close it.

To reset the view to its default “Simple List” view, click the “Change View” drop-down button in the
“Current View” button group on the “View” tba of the Ribbon and then select the “Simple List” choice in
the drop-down menu that appears.
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